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Introduction 
Family planning IS key to the social and physical health of commu­
nities In developing countries, women face 38 times the risk of 
dYing from the complicatIons of pregnancy, chIldbearing and 
unsafe abortIons Children born fewer than 1 7 months apart are 
tWIce as likely to dIe before age five than those separated by two 
or more years Thus, proVidIng women and men With the tools to 
make Informed choices about the number and spacing of their 
children promotes both maternal and child health 

But family planning reaches beyond the physical health of women 
and children, It has an Impact on the social well being of the entire 
family Women who are able to plan their pregnancies can make 
deCISions over other aspects of their lives They have the chance to 
take advantage of educational economic and political opportuni­
ties Planned birth spacing can result In more time and resources for 
raIsIng and nurturing children, sending them to school, and Improv­
Ing the family economy 

Unmet need describes more than one-fifth of the developing 
world I s women of reproductive age who do not have access to 
modern contraceptive methods although they have expressed a 
deSire to limit or space theIr pregnancies Further eVidence of the 
eXistence of unmet need IS the 52 million women who annually 
resort to abortion many performed under unsafe or unsanitary 
condItiOns 1 In developing countries, over a half million annually dIe 
of complicatiOns of child bearing and child bIrth The challenge IS to 
proVide preventive reproductive health servIces and reach these 
women before a CriSIS occurs 

Role of Non Governmental Organizations (NGOs) 

It IS In thiS context that communIty based organizations can playa 
SignIficant role HIstorically non government organIzatIons have 
established unIque relatIonshIps In the communitIes they serve, 
often able to reach groups that government programs cannot 
NGOs have shown that they can mobIlIze community partICIpation 
and proVide high quality services 

TurnbuP Wendy P Endangered US Aid for Family Planning Overseas Issues In 
Brief Nev-. YorK Alan Guttmacher Institute 1996 
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The Reproductive Health Integration Initiative recognrzes the contn­
butron that estabhshed NGOs and PVOs can make toward Improv­
Ing the demand for, access to and qUC1hty of family plannrng ser­
vices The Integration Inrtlatlve seeks to enable NGOs Involved In 
other health and development services to respond to the family 
plannrng needs of their communrtles by helping them Integrate FP 
actlvltres Into their current portfoho and strengthen eXisting efforts 

Background 

The Handbook, Integrating ReproductIVe Health mto NGO Pro­
grams, Volume 1 Family Planning was designed to help NGOs 
Integrate family plannIng services Into theIr ongoing program In SIX 
easy to understand steps, the Handbook gUIdes the user through 
the essentIal components of program IntegratIon The contents are 
based on the assumptIon that the particIpating organrzatrons have 
experIence In program ImplementatIon and management It IS, 
therefore, not Intended as a comprehensive management gUIde to 
carryIng out family planning programs The Handbook IS the central 
tool of a well-planned workshop conducted by traIned leaders and 
designed to proVide NGOs WIth the keys to the essentral aspects of 
family plannIng that ensure successful Integration 

Volume 1 IS the fIrst of three Handbooks created to develop a com­
plete reproductIve health focus, Volume 2 & 3 WIll concentrate on 
HIV /STDs and Safe Motherhood, however each Handbook IS an 
Independent entity An NGO should Integrate the component most 
appropnate for Its servIce dehvery and chent base Once successful 
Integration of one aspect of RH has been accomphshed and the 
NGO has demonstrated sustalnablhty, commItment and comfort 
WIth the program, other components of RH can be Introduced 

Tramer's GUide 

Part One of the gUIde proVides InstructIon on how to organize the 
IntegratIon and TOT Workshops Part Two prOVIdes gUidance for 
conductIng the IntegratIon Workshop Part Three comprIses the 
Training of TraIners Workshop structure and ImplementatIon gUide­
lines The Annex contaIns supplementary materIal to assIst In orga­
nIzIng evaluatIng or Implementing the workshop as well as hard 
copies of the overheads The Overheads are also located In the 
disk attached to the back cover 
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Workshop Obiectives 

The Integration Workshop IS designed to 

• Explore strategies for strengthening and expanding family 
plannIng as part of an Integrated package of services 

• Develop a strategy and plan for effective Integration of 
family plannIng services 

The TrainIng of Trainers Workshop IS designed to 

• Prepare participants for their role as advocates of Integration 
by reviewing and practicing the FP Integration steps 

• Prepare participants to conduct IntegratIon workshops 
through practice In workshop design and organIzation, 
teaching methods and evaluatIon 

3 
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Integration Workshop 

There are 15 seSSions, each representing a separate tOPIC or activ­
Ity The matenals for each session cover 

• Session objectives 

• Session gUides Indicating the main tOPICS to be covered 
suggested time allotments, and a list of materials required for 
thiS season 

• Trainer's notes indicating main pOints for summary and 
emphasIs, corresponding sections In the Handbook and OH 
references (See OH Section and the enclosed diskette) 

Workshop PreparatIon 

1 Data Collection NGOs 

Collecting contact Information about each participant and gen­
erallnformatlon about the NGO makes It easier to 

• Pre-screen the orgamzatlons for workshop sUitability 
• Tailor the workshop to meet specific needs of participating 

organizations 
• Produce a participant list 
• ASSist the trainers to faCilitate concept paper development 
• Provide follow up to the NGO 
• Provide Information to potential donors 

Information can be collected uSing the sample Data Collection 
Sheet (See Annex 1) For accuracy the Information should be veri­
fied at the Workshop before the final participant and organization 
list IS compiled and distributed 

2 Selection of NGOs 

The Data Collection Sheet assists In the selection of appropnate 
NGOs for the Workshop The Workshop can be adapted to meet the 
needs of the participating organizations, however, It IS Important that 
a diVISion IS made between health and non-health focused NGOs It 
IS highly recommended that separate workshops are organized for 
these two sectors so as to aVOid the pitfalls of over-Simplification and 
frustration on both Sides The workshop should not be viewed as a 
complete gUide for Implementing family planning programs, It IS 
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geared rather for NGOs who have proven success In theIr current 
actIvItIes, a strong Infrastructure and the potentIal to commIt to new 
services These cntena help to ensure sustainabillty of the IntegratIon 
activity NGOs selected to particIpate should have 

• Current programs that provide the NGO with access to 
women and men of reproductive age 

• Demonstrated ability to reach established program 
objectives 

• Expenence In Implementing a donor-funded project 
• Management systems In place to track and report on 

finances and actIvities 

Once It has been decided what types of NGOs the Workshop Will 
serve, recommendations for appropnate organIzations can come 
from the fundIng source, donor agencies, and personal contacts 
USIng the Data Collection Sheet, these organizations should be 
carefully pre-screened to ensure theIr Interest In and ability to effec­
tively Integrate a FP program Factors to consider are length of tIme 
In business, number and types of employees, and number and 
types of donors 

3 Participant Specifications 

It IS prudent to Include two representatIves from each selected 
NGO to partIcIpate One particIpant should be a senior decIsion 
maker/manager the other should be a program supervIsor who IS 
conversant wIth Implementation experiences of the NGO Involving 
both offIcers In the course Improves the chances of a realistic and 
effective program design emergIng and of the proposal gaIning 
the acceptance of the NGO Management and Board For maxI­
mum effectIveness, the total number of NGOs should be no higher 
than 12 the total partIcIpants 24 

4 Administration Preparation Checklist 

PRE-Workshop 

Two Months Prior to Workshop 

o Develop a list of prospective NGOs from relevant sources 

o Send a letter of Inquiry and Data CollectIon Sheet to 
prospective NGOs requestrng 2 partIcipants one senIor 
manager and one program supervisor 
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CJ Review Data Collection Sheets and select NGOs based on 
cntena listed above 

o Find a sUitable Workshop location 

SIX Weeks Pnor to Workshop 

CJ Send an Invitation letter to the NGO Director and participants 
acknowledging their selection In the Integration Workshop 
provide logistical details regardIng the Workshop 

CJ Find appropnate resource people to match the needs of the 
participants and the focus of the Workshop 

Openmg session As designed, guest speakers are used to 
cover development Implications of Reproductive Health, Ie, 
effects of Increased population on other sectors If outside 
speakers are required family welfare, health, and donor 
agencies dealing with FP /RH and national or International 
research Institutes, e g , Population Council are good re­
sources for potential speakers It IS always helpful to have a 
representative from the fundIng source as a guest either to 
present on the tOPICS listed above or to give a short welcome 
address Letters to prospective speakers should be sent out 
one month before the Workshop IntrodUCing the program 
and the partiCipants, descnblng the speaker's tOPIC and 
asking for cooperation A personal VISit to all speakers once 
the trainer IS on-site will help answer any remaining questions 
and faCIlitate the speakers' commitment 

Depending on the focus of the NGOs Involved In the Work­
shop other tOPICS may be added or substituted for those 
suggested above Guest presenters from NGOs or sectors 
more relevant to those of the partiCipants who have Inte­
grated RH services can also be conSidered 

Contraceptive Technology Update ThiS IS an Important session 
and care should be taken to find someone familiar With the 
material particularly up to date Information Ask for recom­
mendations from research Institutes JHPIEGO other technical 
consultants and organizations Prepare an outline listing the 
tOPICS you want covered In thiS session and send It to the 
selected speaker at least 2 weeks before the session ReView 
contraceptive videos to evaluate the pOSSibility of Incorporat­
Ing them Into the session 
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Panel of Experts The role of the panel IS to provide feedback 
to each NGO on the relevance, feasibility and coherence of 
their Concept Paper and to make suggestions on what fur­
ther work needs to be carned out before a detailed program 
proposal could be developed Four to five professionals from 
a range of development organrzatlons provide the frame­
work for a well-balanced panel Ensure that the panelists 
understand they will be representing their organrzatlon In a 
consultative role and not as funding sources Helpful back­
grounds for panelists Include expenence In FP Integration 
NGO activity, donor requirements and proposal review Work­
shop leaders should begin Investigating pOSSible leads at least 
a month before the actual workshop The easiest way to 
Identify panel members IS through personal contacts and 
networking Letters to international and national donor agen­
Cies, family planning aSSOCiations, and aid agencies explain­
Ing the purpose of the panel and asking for recommenda­
tions are also helpful It IS a good Idea to enclose a copy of 
the workshop schedule, the table of contents from the Hand­
book, the outline of the concept paper and a tentative 
schedule for the proposed panel session In a letter to pro­
spective panelists (See Tralner's GUide Annex 6 and Session 
6) A follow-up personal VISit pnor to the Workshop helps to 
answer any remaining questions and bUilds the panelists' 
commitment to the workshop objectives 

Four Weeks Prior to Workshop 

o ReView meeting room/lodging and dining arrangements for 
SUitability / arrangement specifications/dietary needs/etc 

o ReView and fill equipment needs e g overhead projector 
Video slide projector computer pnnter copier 

o Buy/obtain necessary stationery Items white boards markers, 
flip charts tape writing pads, pens, additional transparencies 

o Ensure someone IS hired/available to type and copy the 
Concept Papers for the Panel of Experts session 

o DeSign and order Workshop Banner, If reqUired 

o Organize If time permits and Interest suggests a field tnp to a 
relevant family planning program 

o Organize a welcome reception, If appropnate 
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Two Weeks Prior to Workshop 

o Notify participants, send draft agenda and outline for 5 minute 
presentation by each NGO (See Annex 3) 

o Hire (If desired) local photographer for group picture 

o Prepare display matenal (IndIcate those that are for dIsplay only) 

o Prepare name tags 

o Prepare a registration packet for each participant to Include a 
welcome letter (See Annex 2) a short biographical sketch about 
each of the trainers, the finahzed schedule of activities, Important 
Information about the training SIte, the Handbook and first 
readIng assIgnment, the Pre-Workshop questionnaIre With 
Instructions for completIon and return (See Annex 4a and 4b) 

o DeCide on Inltral seating arrangement and system for 
subsequent days 

AddItIonal AdmInIstratIve DetaIls for InternatIonal Programs 

Begrn SIX Weeks Prior to Event 

D Send formal partlclpant/NGO InVitatIon letter statIng when, 
where and by whom the Workshop IS run 

D Instruct participants to submit visa applicatiOns at least 3 weeks 
before the travel date 

D Request flight details from each participant 

o Arrange logistical and financial arrangements for airline tickets 
and expenses (per diem) 

o If necessary notify or request permiSSion from appropnate 
agency for travel to and from duty station for each participant 

D Create a schedule for airport pickup If applicable 

o Organize hOUSing assignments rooming requests should be 
compiled With If possible 

11 



Dally Tasks 

D Review sessions & time allotted 

D Review matenals 

D Review equipment, ensure allis In working order and compatible 
with speakers' matenals, videos, etc 

D Ensure correct number of handouts 

[J Give homework reading assignment 

D Confirm lOgiStiCS coffee breaks, lunch, meeting room set-up etc 

Post-Workshop 

D Send thank you letters to all participants, guest speakers, panel 
members, etc 

o Prepare Workshop Report 

D Send Report to all participants With a Revised Participant list 

D Send Report to Executive Director of the participating NGOs and 
state your avaIlability If desired, to assIst In project design, 
ImplementatIon, etc 

o Send follow-up survey SIX months post-Workshop to gain 
perspective on workshop effects and need for additional 
assIstance 

DeSIgn of IntegratIon Workshop 

As desIgned the Integration Workshop IS an Intense four and half day 
course to be led by two or more trainers If additional tIme were avaIlable, 
exerCises which can reinforce or add to the matenal presented are 
Included In the TOT Workshop Outline Durrng the workshop, the partIcI­
pants are gUided through the SIX steps strengthened by presentations by 
guest speakers and the viewing of reproductive health training Videos 
SpeCially deSigned worksheets are used to reinforce and relate the 
learning to actual situations Shanng of Ideas and Information among the 
participants through group work and plenary diSCUSSions IS encouraged 
An Important component of the workshop Introduced the first day and 
built upon In each successive step IS the development of the concept 
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paper Prepanng the paper essentially a preliminary prOJect strategy IS an exercise 
designed to help Integrate the SIX steps Into an effective program The concept paper 
IS completed by participants after the SIX steps have been assimilated on Day Four 
and then presented to a 'panel of experts' for feedback on Day Five 

Integration Workshop 

Day One Day Two Day Three Day Four 

Session 1 Session 6 Session 10 Session 12 
Welcome IntroducTIon to the Identifying Managing the 
Introduction RHII Concept Paper Staffing Rnances for an 
Workshop OVerview ReqUirements Integrated Program 
Introduction Session 7 

Handbook Selecting a 
Program Strategy 

Session 8 
Sustalnablhty 

Session 2 Session 9 Session 11 Session 13 
Contraceptive Measunng Developing A Concept Paper 
Technology Program Results Contraceptive Preparation 
update Supply System 

Session 3 
Case ReView 
Introduc1lon to the 
Teaching Case 

Session 4 
Deciding Whether 
to Integrate 
Family Planning 

Session 5 ....... ........... I-Concept Paper Concept Paper 
Family Planning 

,... 
'"'8i" Preparation Finalization 

Videos 

Pre-TOT Workshop PreparatIon 

1 Participant Selection 

It IS Important for particIpants to have had the experience of an 
IntegratIon Workshop prior to their enrollment In a TOT Workshop 
Trainees should therefore be pre-selected from among the Integra­
tion Workshop partICipants Care should be taken to Include particI­
pants who have the potentIal to rephcate the traIning Inside and 
outside theIr own organIzation Explain clearly the time commitment 
expected of particIpants for workshop partIcipation, ascertaIn If thiS 
presents any conflict WIth preVIously scheduled work The Ideal 
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number of parhclpants, In this small group orIented workshop 
should be approximately half the number attending the Integration 
Workshop or 10-12 participants 

2 NGO Seledlon 

As part of the design of the TOT Workshop an optional mlnl-NGO 
Workshop IS Included to provide practlcum experIence to newly 
trained trainers and to help trainers understand the Importance of 
reaching out to potential NGO partners In the community Non­
health focused NGOs with an Interest In explorIng the potential of 
Integratrng family planning Into their current programs should be 
approached Potential candidates can be gathered from PVOs 
USAID, other International donors, National Family Welfare organiza­
tions and other NGOs The cnterIa for selection of these NGOs IS Iden­
trcal to that which IS listed for Integratron Workshop participation (See 
page 8) The distinction Ires more In the approach to the NGOs than In 
the selection cntena NGOs should be Informed that the Workshop IS 
limited In length and scope to cover the exploratron phase of deter­
mining whether Integrating family planning Into their current program 
activities IS a feasible option A complete Integration Workshop can­
not be covered In the limited time perIod however, emphasIs will be 
placed on linking participating NGOs to other resources for training, 
program development, referral and logistical support Alternatively If 
time permits, a full Integration Workshop can be considered The 
number of NGOs InVited should be based on the number of trainees 
In the Workshop, a ratio of 1 2 (trainers participants) IS most effective 

o Contact NGOs at least one month before the scheduled 
workshop 

o InVite two representatives per NGO based on the same 
partiCipant speCifications Identified for the Integration 
Workshop 

o Send a data collection sheet for Mini-Workshop (See Annex 1) 

o Follow-up with NGOs giving exact loglstlcallnformafion re 
time location and financial arrangements 

3 Post Workshop 

To encourage the development of Integration strategies the NGO 
must be made aware of local resources for help In program deSign, 
Implementation contraceptive supply and referral Newly trained 
trainers from the TOT Workshop should be assigned a role In con­
tacting the NGOs to offer assistance 
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CJ Send thank you letters 

CJ Prepare & send Workshop Report along WIth Final Participant list 

D Send Report to Executive Director of NGOs, Include listing of 
local resources who can assist In program design, 
Implementation, contraceptive supply and referral 

D Ensure newly trained trainers understand their responsibility to 
contact NGOs to offer assistance 

D Do follow-up survey SIX months post-Workshop to gain 
perspective on workshop effects and need for additional 
assistance 

DesIgn of TraInIng ofTrazners (TOT) Workshop 

As formulated, thiS workshop can be a 3 to 6 day session It bUilds on 
the matenal covered In the Integration Workshop and should not 
be used as a stand alone training activity The exercises developed 
for TOT are Intended to help deepen and apply the understanding 
of the SIX steps discussed In the Integration Workshop 

Option One Limiting the format to a three-day TOT Workshop that 
uses 5 exercises surrounding the case study, Kat/wa, bUilds on the 
knowledge and skills gained In the Integration Workshop and 
prepares partiCIpants to advocate for Integration within their 
organizations 

TOT Workshop 

Day 1 Day2 Day3 

Session 1 Session 3 Session 6 
Deciding Whether to ExercISe 3 Prepanng a Review ofT eachlng 
Integrate FP Case strategy Resources & 
Study Introduction Exercise 4 Prepanng Presentation Tips 
Katrwa Objectives & Indicators Practice Teaching 

Session 2 Session 4 Session 7 
Exercise 1 Mapping ExercISe 5 Calculating Evaluation Follow-Up 
Community Resources Contraceptive Supply 
Exercise 2 Presentation Requirements 
to the Board SessionS 

Resource AnalysIs 
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OptIon Two Although more labor Intensive, this six-day option prepares participants 
to Independently conduct the Integration workshop for partner NGOs This work­
shop gives them an opportunity to practice the art and skills of presentation by 
Including an NGO Mini-Workshop, planned and executed by the trainees, as part 
of the training Non-health focused NGOs, selected for their Interest In and capac­
Ity to Include family planning Into their present portfolio, can be Invited to partiCI­
pate In a 2-3 day training session to be planned and Implemented by the trainees 
In the TOT Workshop 

TOT & Sample MIni NGO Integration Workshop 

Day 1 Day 2 Day 3 Day 4 DayS Day 6 

TOT Workshop Exercise 4 Session 7 Mini NGO Session 9 Session 14 
Preparing Oblectlves Pre Workshop Workshop Evaluating Resource AnalYSIS 

Session 1 & Indicators Status Review (sample schedule) Local Support 
Designing an Session 15 
NGO Workshop Session 4 Continue Workshop Session 1 Session 10 Evaluation & 
Part One ForcastlOg Preparation Introduction RevieWing Service ClOSing 

Contraceptive (Part Two) Delivery Models 
Session 2 Supply Needs Session 2 
DeCiding Whether WhatlsFP? Session 11 
to Integrate FP ExerciseS Elements of 
Case Calculating Session 3 QuahtyCare 
Study Katlwa Contracephve Contraceptive 

Supply Requirements Method Review 
Exercise 1 & 2 
Mopping Session 5 Session 4 
Community Resource AnalYSIS Review of FP 
Resources & Board Services 
Presentation 

~ Session 6 Session 8 Session 5 Session 12 TOT 
Designing a Practice T eachrng CountryFP Strategy Workshop 
Workshop Part Two Overview Development 

Session 9 
Session 6 Session 13 Evaluation 

Session 3 Determining Oblectlves& 

Selecting a 
Organization Indicators 

Strategy 
Capacity 

ExerCise 3 
Session 7 

Prepanng a 
Case Study 

Strategy 
Assessing 
Organization 
Commitment 

Session 8 
Assessing 
Community Needs 
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Session! • Workshop 
• Introduction 

Session Ob,ectlves 

To gain a perspective on the development Implications of Family 
Planning 

2 To link organizational needs and expectations with the Workshop 
objectives and structure 

Session GUide 

TopIC Format Timing 

1 Welcome to Workshop/ Plenary PresentatIon 35 minutes 
Introduction to Leaders/Guests 

2 Development ImphcafJons of FP Plenary Presentation 60 minutes 

3 Overview of Workshop Plenary Presentation 30 minutes 
Objectives and Format 

4 Participant Introduction Plenary Presentation 100 minutes 
by Participants 

Total 3 hours 
45 minutes 

Preparation 

• Distribute 
- Name tags 
- Pre-workshop questionnaires (Trainer's GUide Annex 4) 

• Arrange seating assignments 

• Confirm speakers' tOPICS and logistical arrangements 

• OH 11 
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Trcmer's Notes 

The following IS a suggested format for an opening session It IS Intended 
to onent participants to the role of family planning In the larger scope of 
development, to present them with an overview of the entire workshop 
and give an opportUnity for Initial Introductions The tOPICS and speakers 
should be selected to meet the needs of the participants and the pro­
tocol reqUirements of the Workshop It IS particularly Important In thIS 
seSSIon, where many players Will share the floor, to keep a tIght sched­
ule to aVOId overrun Where pOSSIble participants should be called upon 
to self-mOnitor the use of the time 

1 Welcome to Workshop 

• Onent participants to the purpose of the Workshop and welcome 
them to the workshop site 

- The opening may be led by the trainer or, If applicable, a 
representative from the host agency 

- Leaders/speakers should give name, affiliation and role In 
workshop 

• Ask participants to state their name NGO, country and bnefly state 
their personal and organizational expectations In attending the 
workshop 

2 Development Implications of Family Planning 

• Introduce Guest Speaker on a pre-determined subject related to 
development family planning and speCifiC needs of workshop 
participants Potential tOPICS Include 

- The Relationship of FP to Health, 

- SOCial and Economic Implications of FP for Families and 
Communlftes 

- The Importance of FP Integration, 

- International Trends In Family Planning, 

- National Trends In Family Planning 
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3 Overview of Workshop Ob,ectlves and Format 

• Review Workshop Objectives 

• 

• 

To explore strategies for strengthening and expanding family 
planning as part of an Integrated package of services 

2 To develop a strategy and plan for effective Integration of 
family planning services 

Review Workshop Schedule 

- Bnefly descnbe the Concept Paper Explain the Items for the 
paper will be reviewed several times dunng the workshop and 
should be seen as a way to tie all the steps together, bUilding 
on the matenal covered each day 

- Descnbe the Panel of Experts session and ItS purpose 

- Announce that evening Video sessions are scheduled 

Introduce Handbook 

- POint out the case study and explain how It flows through the 
book and relates to each step The SAAD Case IS an example 
of Integration WIthin the program of a non-health NGO 

- POint out the field examples that Illustrate the matenal covered 
In the step The Experiences From the Field are examples of 
how health focused NGOs have Integrated family planning 

- Mention there Will be assigned evening reading In preparation 
forthe next day's activities 

- Draw participants' attention to the Annexes and the 
Bibliography 

- ReView the Worksheets and explain their relationship to the 
Steps 

• Remind participants to hand In their Pre-Workshop Questionnaires 

- Explain there IS no evaluation or grading of answers The 
questionnaires assist In establishing a baseline of 
partiCipant knowledge aid In tailoring the workshop 
emphasIs to meet participant needs and together wIth 
the post workshop questionnaire help to evaluate the 
effectiveness of the workshop 
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4 Introdudlon of Participants 

• Allow each participant five minutes to present Information about 
his or her NGO following the presentation format Included In 
Annex3 

• Altemahvely an Ice-Breaking Exercise can aid In Introducing the 
participants 

- Example Give participants a list of questions for Interviewing a 
2nd participant (Names randomly chosen) Questions should 
Include both programmatic and personal Information to make 
It Interesting and "break the Ice" The Interviewer would then 
relate the Information about the Interviewee to the rest of the 
group 
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Session2 • Contraceptive 
• Technology Update 

Session Obrectlves 

To examine contraceptive options their effectiveness safety 
and appropriate use 

2 To explore current contraceptive research and Its relevance to 
program strategy 

3 To review counseling procedures as a tool for selection, use, and 
follow-up 

Session GUide 

TopIC Format Timing 

1 Session OVervIew Plenary Presenta1lon 5 minutes 

2 Review Confracephve Methods & Plenary Presentanon 45 minutes 
Confralndica1lons 

4 RevlewCurrentResearch Plenary Presenta1lon 45 minutes 

5 Present Counseling Procedures Plenary Presenta1lon 30 minutes 

6 Summanze Main pOints Plenary PresentaTIon 5 minutes 

Total time 2 hours 
10 minutes 

Preparation 

• Analyze the pre-workshop questionnaire to shape the 
contraceptive update presentation to meet participants' 
needs and knowledge level 

Materials Required 

• OH 2 1-29 (Additional OHs on all methods are available from 
JHU) 
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Tramer's Notes 

This session presents a great deal of new and sometimes challeng­
Ing matenal, particularly for non-health NGO participants, ensure 
enough time IS available Utilizing on outside resource for session 
two IS most effectIVe, cntena to consider IS up-to-date knowledge 
about research on contraceptIVes, their Implications and specific 
Issues surrounding usage In the developing countnes To enable 
him/her to effectIVely structure the presentation, collect and pass 
on the pre-workshop questlonnOlre as soon as possible to the 
speaker Specific requests for Information to be covered, gUidance 
as to the level of participant knowledge, and contraceptIVe 
Implications for potentIal servIce delivery options by the particI­
pants should be clearly spelled out Ask the speaker to bnng con­
traceptIve samples or supply them yourself ReView videos and use 
those that will enhance understanding of contraceptive usage 
and counseling Leave the partiCIpants wIth handouts that sum­
manze the matenal presented and prOVide sources of information 
for additional publIcations Pnor to seSSion, gIVe OHs to the 
speaker and ask him/her to make a selection of overheads to 
support the presentation 

OH 2 1 1 ReView Session ObJectives 

OH 22-2 3 2 ReView Contraceptive Methods 

• Identify types of contraceptives for males and females Use 
display matenals for clanty (ReView Pre-Workshop questionnaire 
and data collection form to gear the Information to the correct 
level of the participants) 

• DISCUSS appropnate use of method contralndlcatlons, and 
effectIveness 

- EmphasIze Importance of personal hIStOry, family SItuation and 
environment and preferences In making contraceptive 
chOIces 

• Encourage questIons and exchange of expenence 

3 ReView Current Research 

• Present natIonal trends, costs, and effectiveness studies 

• DISCUSS Importance of research for program strategIes and 
how to keep abreast of new developments 
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4 Present counseling procedures 

• DISCUSS methods and Importance of counseling for Initial, method 
specific and follow up 

5 Review oblectlVes and summanze main pomts 

Reference Matenals for Contraceptive Technology Update 

Blumenthal, P D , Mcintosh, N Pocket GUide for Family 
Planmng Service Providers, JHPIEGO, 1995, 

2 Hatcher, et 01 Contraceptive Technology (Seventeenth 
Edition) Irvington Publishers, Inc, 1998 JHPIEGO, 

3 OH JHU/PCS 1995 
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Session3 . Introduction to 
.SAAD Case 

Session Ob,ectlves 

To use the SAAD Case Study as an Interactive learning tool for 
Integration strategy development 

2 To Introduce the relationship between the case study and the SIX 
steps 

Session GUide 

TopIC Format Timing 

1 Session Overview Plenary DIscussion 5 minutes 

2 Introduction to SAAD Plenary DIscussion 30 minutes 

T utal 35 minutes 

Materials Required 

• Handbook Page 11 

• Flip Chart/White Board 

• OH 3 1-32 
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OH 31 

OH 32 

Tramers' Notes 

This session IS designed to establish the SA AD Case Study as the 
Informative but enjoyable thread that umtes the Handbook by 
relating the SIX key concepts to a 'real life 'situation To bUild 
Interest In SAAD and ItS helpful exerCises, be espeCially enthusiastic 
In introducing this Imtlal SAAD session Allow participants enough 
time for a routine of case reading and analytical diSCUSSion to 
develop 

1 Review Session oblectlves 

2 Introduction to SAAD 

• Use thiS session to Introduce participants to the NGO, SAAD, 
descnbed In the Case and to descnbe how the Case will be 
used for learning 

- Explain that the Case has • chapters I which correspond to each 
of the Steps In the Handbook The Case provides an example 
of how one NGO dealt With each Step 

- State that they Will benefit more from the Case If they read the 
appropnate sections of the Case In advance Say that you Will 
remind them each evening of the Case sections they should 
read In preparation for the next day 

• POint out that the case questions are Inserted In the box on 
each chapter of the SAAD case and Will be projected on the 
overhead screen Ask participants to read the first chapter of 
the Case (page 11 of the Handbook) and consider their 
answers to the questions 

- When they have read thiS Chapter, lead a diSCUSSion of the 
case asking them to respond to each of the questions list the 
key responses on a flip chart or white board as the diSCUSSion 
proceeds GUide the diSCUSSion to ensure that the key pOints, 
which are Included on the opposite page, are covered 
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Quest,on 1 What do we know about 
thIs NGO and ,ts programs? 

Information to be covered dUring discussion 

Area of expertise • Small scale agricultural development 

Programs • Dairy farming scheme In one district 
covering 120 women In 35 Villages 

Staff • Has a management Board a management 
team at head office, and agncultural 
development officers at district level 
providing training and technical support 

Quest,on 2 How successful,s the daIry farmmg program? 

Information to be covered dUring discussion 

Scale • 120 women across 35 Villages 

Duration • More than 4 years 

Loan repayments 

Commitment of 
dairy farmers 

• Only 12 women have defaulted on their 
loans 

• Is high The women participating In the 
program are concerned about the 
success of their dairy farming efforts 

Quesflon 3 What problems ,s the program facmg? 

Information to be covered dUring diSCUSSion 

• Women find It difficult to continue work when pregnant 

• Cost of new child causes financial problems 

• Access to health care IS difficult 

• Need to seek health care (such as Immunizations) 
results In the mother haVing to take a day off work 
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QuestIon 4 What can we say about SAAD's approach? 

Information to be covered dunng discussion 

Collaborative style • SAAD sees the dairy farmers as Important 
partners In their program (The dairy 
farmers were asked their views on how to 
Improve the program) 

• SAAD staff listened to the dairy farmers I 
concerns and made sure that these were 
reported back to their director 

30 



Session 4 • Deciding Whether to 
• Integrate Family 

Planning 
Session Oblectlves 

To examIne the opportunItIes and constraints your organIzatIon 
may encounter In the process of IntegratIng famIly plannIng 

2 To revIew InformatIon about your community that will help you 
IdentIfy members' needs and demands for family plannIng 
services 

3 To practice mapping eXisting resources and facIlities as an aid 
to decIsion-makIng 

Session GUide 

TopIC Format Timing 

I Session Overview Plenary 5 minutes 

2 Defining Family Planning Plenary DISCUSSion 10 minutes 

3 Assessing organizational commitment Plenary Introduction 10 minutes 
to family planning ACtiVity In NGO Pairs 30 minutes 

(Worksheet I aJ 

4 Defining community needs and Plenary DISCUSSion 20 minutes 
evaluating local support for family 
planning 

5 Identifying eXlSling services and Plenary Introduction 30 minutes 
resources ACtiVity In NGO Pairs 

(Worksheet I b) 

6 SAAD Case ReView Plenary DISCUSSion ExerCise 20 minutes 

7 ReView Session Plenary Presentation 5 minutes 

Total Time 2 hours 10 
minutes 

Matenals ReqUired 

• Worksheet 1 a and 1 b 

• Handbook Step 1 Pages 5-18 

• OH 4 1-46 

• Handbook pg 18 (Case Study) 

• Handbook Annex 1 USing DHS Data To Define Program Objectives 
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OH 41 

OH 42 

OH 43 

Tramers' Notes 

This session reviews the Internal and external analysIs that needs to 
be undertaken before a decIsion to mtegrate family plannmg can 
be made It looks at the JustIficatIon for Integration the organtza­
t,onal and communtty strengths and weaknesses and the support 
network needed to help establIsh and sustaIn an IntegratIon com­
ponent The tramer should explore how SAAD gathered the neces­
sary mformatlon to make their decIsIon 

1 Overview 

• Review session objectives 

2 Defining Family Planning 

Note The tramer should use hIs/her Judgement as to the necessIty 
of revlewmg thIs pomt PartIcIpants may be qUIte knowledgeable 
m thIs area or the tOPIC may have already been covered In prevIous 
seSSIons, makIng pomt 2 Irrelevant 

• Ask participants for suggestions re definition of family planning 
Wnte components on board until concept IS defined 

- Definition should Include VOluntary, couple based, decIsion 
making and access 

• Ask for Justifications for Integrating FP Into other programs 

- List pOints on board Look for mortality reduction, access to 
clients Improve opportunities to Improve eXisting program by 
redUCing family and child-birth related obstacles, Increase 
general health of community Have partiCipants explain how 
these factors relate to family planning 

OH 4 4-4 5 3 Assessmg organizational commitment to family planning 

• Stress first step In adding new services IS to be certain of 
organization I s deSire and capability ReView (amplify) Issues 
related to organrzatlonal commitment USing the questions 
listed on the OH ask what effect Integrating FP would have 
on the follOWing Issues 

- Organizational miSSion and goals 
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Consider complementanty between eXisting program 
scope and proposed Introduction of FP services and effect 
on client health 

- Organizational Image 

Consider how Image will affect client willingness to accept 
FP services 

- Political Influences 

Consider national and community pnorltles 

- Financial Implications 

Consider funding possibilities 

• Introduce Worksheet 1 a Direct participants to break Into NGO 
pairs to complete the Worksheet Explain the purpose of the 
exercise IS to help the NGO analyze the Impact Integrating FP 
would have on ItS organIZation After completion of thiS actIVIty, 
the NGO pairs may be asked whether they wish to share any of 
their conclusIons With the group, thiS IS not mandatory Suggest a 
more thorough review can take place at their agency 

Worksheet 1 a Assessing Orgamzatlonal Commitment 

illustrative Example 

Organizational Issues Questions to Ask Views 

Organizational MIssion & Would FP conform with Yes objective IS to 
Goals your NGO's eXisting Improve health welfare 

mlsslon2 and economic status of 
village women 

Would FP help your NGO Indeed as fewer and 
to achieve ItS missions & better spaced children 
goals will allow time and 

energy to be put Into 
the Income generating 
power of women 

4 Defining Commumty Needs and Evaluating Local Support for 
Famrly Plannrng 

• POint out need to assess community needs as well as 
organization support 

• Confirm that participants are familiar with the term "unmet 
need for family planning" and are able to give the correct 
definition 

33 



OH 46 

• Ask participants what Information would help them 
determine If there IS an unmet need for family plannrng In their 
communrtles (See pages 12 and 13 of the Handbook) Ask 
them how they might gather this Information 

• Ask how they would determine whether local support IS available 
for family planning Initiatives 

5 Identifying EXisting Services and Resources 

• Review why It IS Important to Identify what family planning services 
already eXIst Explain that to estabhsh what, where and when 
services are missing and where opportunities eXIst to form service 
networks, It IS Important to take stock of what services eXist 
Elaborate by uSing the questions on page 16 and the example 
on page 17 In the Handbook to descnbe the type of Information 
that should be collected 

• Introduce Worksheet 1 B and explain Its relationship to the Concept 
Paper Have each NGO pair work separately to complete this 
activity Participants may Wish to review ways In which they can 
obtain Information to provide a more complete picture of their 
community 

6 SAAD Case Review 

• Direct participants to read the case study and case questions on 
page 18 of the Handbook 

- Lead a discussion of the participants' responses to the case 
questions Key pOints that should come out of the discussion 
are given below 

Question 1 What mformatlon might the SAAD 
Director have been gIVen that would 

mdlcate a need for Family Plannmg services? 

Information to be covered dunng discussion 

a) Data from a recent Demographic and Health Surveyor other 
survey, such as 

- Total fertility rate 
Mean number of children surviving 
Percentage of women currently uSing a modern method of 
contraception (CPR) 
Percentage of women who do not Wish to become 
pregnant who are not presently uSing any method of 
contraception (unmet need for family plannrng) 
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QuestIon 1 Continued 

- Infant mortality rate, number of children under one year 
of age who die per 1,000 live births (IMR) 

- Maternal mortality ratio, maternal deaths per 100,000 births 
(MMR), or maternal mortality rate, number of maternal 
deaths per 100,000 women of reproductive age per 
year The ratio IS used more commonly than the rate 

b) Information from their own expenence With their community 
such as 

- Community statements about their needs and problems 
- PerceptIons of hIgh numbers of chIldren per family 
- InCIdence of teenage pregnancy and school drop outs 

for reasons of pregnancy 
- HIgh InCIdence of abortIons (and complicatIons of abor-

tions) 
- Reported problems WIth STOs 
- Poor access to health servIces, particularly for women 
- HIgh InCIdence of reported maternal deaths dunng 

pregnancy and labor 

Quesflon 2 What indications of need for health and family planmng 
services did the dairy farmers express? 

InformatIon to be covered dunng diScussIon 

• Access IS currently restncted due to distance to nearest 
government health faCIlity and dIfficultIes WIth 
transportatIon 

• The VIllagers do VISIt private health practItIoners when they 
are SIck but they cannot obtaIn either ImmunIzations or 
family planning services from these sources and the pnvate 
practitioners have high charges 
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OH 41 

QuestIon 3 What can we say now about SAAO's approach to the 
concerns of the daIry farmers? 

Information to be covered dunng discussion 

• SAAD staff are stili following up the dairy farmer's concerns 
and requests 

• Following the SAAD Director's meeting with the IPPF affiliate 
SAAD went back to the dairy farmers to discuss their findings 
and to agree on follow-up actions to be taken 

• SAAD asks the dairy farmers to partiCipate In a program - not 
Just to be passive reCIpients of some further assistance 

• SAAD has recognized IPPF's expertise and IS continuing to 
Involve them In program deCISions and diSCUSSions 

7 ReView objectives and summarize main pOints 
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SessionS: Introduction to 
Evening Videos 

Session Ob,ectlves 

To acquire addItIonal InformatIon about contraceptIve method 
options Including how they protect against pregnancy, theIr 
effectIveness, gUidelines for use, contralndicatlons and 
mIsconceptions 

2 To see examples of successful program strategies such as 
communIty based care and cliniC services Implemented by other 
organizatIons 

3 To observe the steps of counseling clients for FP 

Session GUide 

Topic Format Timing 

1 Session Overview Plenary Presentation & 10 minutes 
DIscussion 

2 Video Presentation Plenary Presentation 30 minutes (vanable) 

3 Feedback Plenary DIscussion 20 minutes 

Total Time 1 hour 

Preparahon 

• Preview Videos (See Annex for Annotated ListIng of VIdeos) 

• Check equIpment for compatIbIlity with vIdeo 

Materials Required 

• Handbook Annex 2 ContraceptIve Method Chart 

• Optional OH 5 1 

• Annotated BIbliography 
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OH 51 

Trainer's Notes 

VIdeos may be shown In auxIliary sessions or be Incorporated Into 
the body of the Workshop, supplementing the diScussion In relevant 
sessions ReVieWing the contents of the vIdeo and checking the 
eqUipment beforehand will Improve the effectIVeness of the session 
Post-viewing diScussIon can be led by a trainer, outSide facilitator 
or partIcIpant 

1 Session Overview 

• ReView Objectives 

• Introduce Video choices providIng a bnef deSCription of each 

• Decide on order of presentation for each evening 

- Post list for follOWing evenings on a poster, white board or 
overhead 

- Develop a facIlitation system for diSCUSSion either chOOSing 
a leader from participants or trainers 

• Continue evening sessions as long as Interest prevails 

2 ShowVldeo 

• Remember to check the condition of equipment and ItS 
compatibility With Videos on a dally baSIS 

3 Feedback 

• Lead a diSCUSSion on the Video and ItS relevance to program 
integration 
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Session 6 • Introduction to the 
• Concept Paper 

Session Obredlves 

1 

To understand how the Concept Paper gUides the organization 
of the integration strategy 

Session GUide 

TopIC Format Timing 

Session Overview Plenary Presentation 5 minutes 

2 Introduction to the Plenary Presentation and 30 minutes 
Concept Paper DIscussion 

Total 35 minutes 

Materials Required 

• Concept Paper Outline Trainer's GUide Pg 40 

• OH 6 1-64 

• Handbook Annex 4 Prepanng a Project Proposal 
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OH 61 

OH 62-64 

Trainer's Notes 

The concept paper allows the participants to transform the theo­
retical knowledge gatned tn the Workshop tnto a practical form It 
IS Important to tntroduce the outltne and expectations for the 
paper early In the Workshop so focus IS geared toward the fInal 
task Explatn that the worksheets, handouts and the Handbook 
act as supportIVe material tn the preparatIon of the paper and 
that It IS drafted by the NGO representatIve and his/her partner 
Time should be set aSide on the 2nd and 3rd eventngs and 4th day 
to begtn the thtnklng and wrlttng process, thIs WIll also gIVe par­
tIcipants a chance to ask relevant questIons The 'Panel of Experts' 
sessIon should be presented as an excitIng opportUnity to receIve 
feedback on the proposed plans 

1 Session Obledlve 

2 Introdudlon to Concept Papers 

• Relate the purpose of the Concept Papers 

- To organize and present participant's Ideas about how 
their NGO might Integrate Family Planning Into Its eXIsting 
programs 

- To summarize the work accomplished by partIcIpants 
dUring the workshop 

- To organize and structure Ideas for Integration Into a 
presentation for NGO Boards/staff 

• Describe the format of Concept Paper 

- Review each component wIth participants Answer ques­
tions to clarify the purpose of each sectIon and the pro­
duction expectations 

• DIscuss the process of developIng the Concept Paper 

- Each Integration "Step" IS accompanied by worksheets 
that will help participants to formulate the elements of 
their Concept Paper 
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- Participants are encouraged to start on the development 
of the Concept Paper after Step 2 IS completed and to 
add to the Paper as each step IS completed They may 
also wIsh to refer to Handbook Annex 4 for additional 
gUidance 

- PartICipants wIll have the afternoon of the 4th day to 
prepare/finalIze theIr Concept Papers - however they can 
start at any pOint dunng the week 

- Trainers are available to help, at any reasonable hour With the 
development of the Concept Papers 

• Remind partICipants that the Concept Papers should not be more 
than three pages In length 

- All Concept Papers must be submitted to the trainIng team the 
last evenIng to ensure their abIlIty to be photocopied and 
dlstnbuted 

• DISCUSS the presentation of Concept Papers 

- Panel of Experts 

Explain that participants Will be given the opportUnIty to 
present their concept papers to a panel of experts on the 
final morning Stress that the panel members are develop­
ment experts who have agreed to 'volunteer' their time 
to give feedback, based on their expenence and skill and 
not In their capacity as representatives of funding sources 

- Panel of Resource People (Alternative) 

If you are unable to Identify outSide experts to conduct 
the panel the trainers should be prepared to review and 
crItique the Concept Papers 
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Concept Paper Outhne 

Descnptlve Title Include agency name and location 

II Background 

a) Population Coverage 

b) Charactenstlcs of people currently served by the 
organization 

c) Current program activities 

d) Problem Statement 

e) Justification for Integration 

III Strategy 

a) State obJective, list indicators and performance targets 

b) Descnbe the approach, Include the target group, the 
service delivery strategy, and the referral network 
Include who Will carry out the strategy and how they 
Will be supervised 

c) Descnbe what organizations you Will work with to Imple­
ment your strategy 

d} Descnbe how this strategy Will fit with the 
organization's current set of programs Consider the 
Impact of adding this strategy onto eXisting systems 
and procedures for planning, mOnltonng, staffing, fi­
nance and logistics 

e} State how the program IS to be monitored 

IV Sustainabillty 

a} Descnbe the organization's finanCial strategy to sup­
port FP Integration, Include fund-raiSing, grants, shared 
costs 

b} Descnbe how you will continue activities once funding 
IS ended 
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Session 7. Selecting a Program 
• Strategy 

Session ObJectives 

To review the elements of quality of care for family planning 
programs 

2 To examIne famIly planning servIce optIons 

3 To revIew and apply the pnnclples of referral system desIgn 

4 To select a servIce delivery strategy that responds to 
community needs and meets accepted quality standards 

Session GUide 

TopIC Format Timing 

1 Session Overview Presentation 5 minutes 

2 SAAD Case Review Case Reading and 30 minutes 
Group DIScusSion 

3 Family Planning Services and Presentahon/DlScuSSlon 25 minutes 
SeTVIce Delivery Strategies 

4 Defining Quality Care for FP Large Group Exerclse/ 30 minutes 
SeTVJces DIScuSSIon 

5 Referral System Design ExerCise Worksheet 2a 30 minutes 
In plenary session 

6 Matching Community Plenary Presentahon 30 minutes 
Needs and Service ExerCise Worksheet 2b 
Strategies 

7 Summarize Main POints Plenary 10 minutes 

Total TIme 2 hours 
40 minutes 

Matenals Required 

• Integration Handbook Step 2 Pages 19-38 

• Worksheet 2a & 2b 

• Orlil-713 
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OH 71 

OH 72 

Tramer's Notes 

ThIS session reviews the different famIly planntng services and service 
delIVery strategies, the elements that make up qualIty programs 
and the Importance of des/gntng referral systems PartICipants 
should see these 3 components as an Integrated whole service 
optIons should be decided on the baSIS of organtzatlonal capacity 
and target population need, Incorporate elements which ensure 
high quality programs, and Include a weI/-defIned referral network 
The traIner should emphaSize how completIon of thiS step IS cntlcal 
to the concept paper preparation 

1 Overview 

• ReView session objectives and session plan 

2 SAAD Case ReView 

• Direct partiCipants to read the Case Study and review case 
questions on pg 32-33 of the Handbook ThiS exercise sets the 
stage for strategy development by assisting partiCipants to 
conSider how the SAAD strategy was developed 

• Lead a diSCUSSion of partiCipants' responses to case questions 
Key pOints to cover for each question are given below Write 
partiCipant comments on the Board and summarize after all 
questions are discussed 

QuestIon ,. Why were farmers selected to be CBDs? 

Information to be covered dUrIng diSCUSSion 

• Farmers are known to the communIty and had hIgh status 

• FInanCIal IncentIve pOSSible 

• Farmers are natural link to the corr-munlty 

• Farmers actually live In communIty, have regular contact and 
trust of communIty 

• SAAD extensIon workers were too few and had Infrequent 
contact WIth farmers 
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QuestIon 2' What support dId SAAD receive from the IPPF? 

• 

Information to be covered dunng discussion 

IPPF staff designed the strategy and shared Information 
about Family Planning with SAAD staff 

• Trained farmers as CBDs 

• IPPF staff supervised CBD/farmers at the mobile cllnrc 

• Provided supplies of contraceptives 

• IPPF Mobile cliniC served as the first referral pOint for farmers 

• Clinical staff provide reproductive health services 

QuestIon 3' What FP servIces dId the SAAD 
project make available to the community? 

Information to be covered dunng discussion 

• Pills and condoms dlstnbuted at communrty level 

• Referral for cllnrcal services for IUDs, InJectables 

• DiagnosIs and treatment of sexually transmitted infections 

• Ante-natal care/Immunizations 

• Family planning method Information and counseling 

QuestIon 4" What was the role of the SAAD 
Board In facdltatlng the proiect? 

Information to be covered dUring diSCUSSion 

• Approved the expenditure of seed money to start the program 

• Made provIsion for staff to address Issues not directly related 
to running the cooperative 

• Recognized the bUSiness benefits of a healthy work force and 
was Willing to Invest In promoting health 

• Strengthened the Image of IPPF In the community 
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OH 73-75 

OH 76-79 

OH 7 10 

3 Family Planmng Services and Service Delivery Strategies 

• Review the approaches to FP Services and the optimal conditions 
for prOVIding these services IEC, Counseling, and method 
services 

• DIscuss speCific strategies for CliniC based services I e static cliniC 
and mobile cliniC, and CBD I e Community Based Agent, 
Communrty Based Supply Depot and Communrty Based 
RetOlI Distribution (Social Marketing) 

• Ask partiCipants to share their experiences In dehverlng other 
services to draw out the need for skilled manpower, 
organizational commitment, source of supplies, dlstnbutlon 
networks and monitoring system when delivering any 
community service 

• Use chart on page 27 of the Handbook to review 
requirements for provIsion of FP services through CBDs and 
cllnrcs DIscuss how the final chOice of strategy relates to 
NGO's ability/capability to meet these standards 

4 Defmmg Quality Care 

The table on page 21 of the Handbook descnbes elements of high 
quality FP services In order to bring thiS out use the follOWing exercise 

• Ask participants to picture their favonte shop, one they often VISit 

- Have them respond as to what makes the shop their favonte 
Write their responses on board They Will descnbe elements 
of high quality care, e g , accessibility, constant supply, 
fresh Items qUick service, good prices, full range of serVices, 
fnendly Informative, competent and competitive, etc 

- Ask partiCipants to characterize family planning services 
they have experienced or observed 

Relate the participants I concern for high quahty services to 
their plans for prOVIding family planning services 

- Display the OH listing the elements of quality FP services to 
summanze the session 

- Include a speCIfic diSCUSSion of "Informed ChOice" as a 
cntlcally Important element of family plannrng 
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5 Referral System Design 

• Begin the discussion of referral systems by obtOlnlng the 
participants' views on the question-Why IS It Important to 
have an effective referral system2 

• DIscuss different approaches to bUilding referral networks 

- Referral to IPPF Govemment services, other pnvate agenCIes 

- Reference the earlier mapping exercise which Included 
IdentificatIon of service delivery sites, 

- Direct participants to the Expenence from the Field on 
page 31 of the Handbook which describes a referral 
network In Nlgena 

• Review the steps In establishing an effective r3ferral system 

1 Identification of Referral Sites 
2 Formalize Referral RelationshIPs 
3 Train Staff 
4 Develop an Information System 
5 MOnitor and Analyze Referral Information 

• Direct participants to the Case Study Session on page 34 of 
the Handbook describing the SAAD referral network After 
studYing the chart and reviewing the referral patterns 
depicted by the lines and arrows ask the follOWing questIons 

1 Are the referral sites defined for all required servlces2 
2 Will the referral patterns ensure full service for cllents2 
3 Have the details been documented and dissemInated to 

all staff2 
4 Have referral staff been oriented to the program2 
5 Have CBDs been trained In referral network e g when to 

refer2 

6 Has a record system been designed for support and 
monitoring of referral system2 

• Ask the partiCipants to suggest how SAAD could strengthen 
the referral network 

• Direct the partiCIpants to Worksheet 2a Designing the 
Referral System Ask them to complete, In plenary seSSIon, thiS 
worksheet for theIr NGO's proposed FP strategy 
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Worksheet 2a Designing the Referral System 

illustrative Example 

Method Referral Site 

1 Have you defined the Condoms caD 
referral sites (at least one for 

Surgical IPPF Clinic each method offered by your 
program) 2 Injectables Mobile Cllmc 

STD Control Mobile Clinic 

2 Have you documented and Location of site .-' 
disseminated details of the 

.-' referral ne1work to all program Transportation options to site 
staff? 

Hours of service .-' 
Services available .-' 

Cost of services tI' 

6 Selecting a Service Strategy 

• POint out the 'Expenence from the Field' on page 331n the 
Handbook descnblng a strategy for provIding services In Uganda 
Ask participants to assess the Uganda program strategy and 
referral arrangements 

• Use the table on page 38 In the Handbook to gUide a discussion 
on selectIng a strategy 

• Prepare participants to complete Worksheet 2b Parts I & II To 
complete Part I participants should conSider each Service Activity 
Option for their NGO and complete the column liNGO Focus" 
With details of the proposed actIVIties If that service IS one which 
the participants feel the NGO can offer 

• To complete Part II, partiCipants should consider which service 
delivery model IS most appropnate for their organization and 
complete the column "Descnbe NGO Capablhty" With relevant 
details about their proposed approach 

• The ensuing discussion Will allow the partiCipants to learn from the 
expenences of others and think more carefully about their own 
strategy 

• Alternately you can have them complete worksheet 2b uSing 
the SAAD case Information 
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Worksheet 2b Framework for Strategy Seledlon 

illustrative Example 

Part I 

Program Element Service Activity Options NGOFocus 

Reproductive Health IEC Prepare wildlife protectIon 
offIcers employed by the NGO 
to share natIonal famIly 
plannIng messages In the 
communrtles they serve 

Counseling for FP 

ServIce Delivery Add pIlls and condoms to the 
supplies dlstnbuted by offIcers 

Part II Selecting a Service Strategy 

Service Delivery Model Service Standards DeSCribe NGO CapabIlity 

ClinIc-Based ServIces Manageable dIstance from 
communIty 

ConvenIent hours of operatIon 

CommunIty-Based ServIces PotentIal Chent population Wildlife protectIon officers 
AvaIlable travel throughout the Villages 

borderIng on national reserves 
approxImately 100 000 people 

ExtenSIon workers available Each of 30 offIcers covers an 
area where approximately 3500 
people live 

7 Summarize Main POints OH 71 

• Ask the participants to revIew the session objectives and 
summarize the main pOints 
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Session 8 : Sustainability 

Session Ob,ectlves 

To define what IS meant by program sustalnablhty 

2 To explore the factors that contnbute to the sustalnablhty of an 
Integrated family planning program 

Session GUide 

TopIC Format Timing 

1 Session Overview Plenary DIscussion 5 minutes 

2 What Is Sustalnablhty2 Plenary Presentation 10 minutes 

3 Review of Factors that Promote Prcr Plenary Presentation 15mlnutes 
gram (and OrganIZational) Sustalnabnliy & DIScussion 

4 Review of Factors Leading to Plenary Presentation 15m1nutes 
Financial Sustalnablhty & DIScussion 

5 Session overview Plenary 5 minutes 

Total time 50 minutes 

Materials Required 

• Handbook Step 2 Page 35 & 36 

• OH 8 1-84 

• Handbook Annex 3 BasIc Pnnclpals of Fund-Raising 
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OH 81 

OH 82 

OH 83 

Trainers' Notes 

How can an NGO design Its program to adapt effectIVely to the 
ever-changmg demands of Its envlronment2 This question leads the 
partIcipants mto a review of how program and fmanclal factors 
can contnbute towards bUlldmg a sustOlnable program 

1 Introduction to Session 

• Present session objectives 

2 What IS Sustalnablhty2 

• Ask participants what they understand by 'sustalnablhty' 
Wnte key words on a board as they are mentioned (refer to 
the sustalnablhty definition on OH 82 for gUidance) 

• Close session by shanng with them the definition of 
sustalnablhty as given In the OH 

3 Review of factors that promote program (and organizational) 
sustalnablhty 

• Lead participants through the factors given on the OH uSing 
the follOWing notes to assist you on each factor 

- Ask participants for examples of ways In which they Incor­
porated the factors Into their present program 

Institutional Factors 

- Strategic Planning Encourages an organization to pay at­
tention to Its environment and to consider how ItS pro­
grams and activities may be affected by (or can be made 
to respond positively to) thiS environment 

- Program MOnitoring & Evaluation Processes by which Infor­
mation about how a program IS performing IS regularly 
reviewed by managers, deCISions made to promote the 
achievement of the program obJectives, and changes In 
program design made to enhance ItS progress 

- Marketing The steps that an organization takes to create a 
positive Image for ItS program/s and to create demand for ItS 
products Public recognition helps governments and tenders 
to support the program Public demand also promotes further 
support and reduces the unit costs of service provIsion 
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- Supply Management The availability of the required sup­
plies at the places where they are needed IS key to both 
the quality of service provIsion and, through thiS, to the 
effectiveness of marketing efforts 

- Human Resource Planning & Management Having suffiCient 
staff, with the correct knowledge, skills and attitudes, to 
deliver the program's services IS also key to service quality 
and to the effectiveness of marketing efforts A sustain­
able program also anticipates future staffing needs as 
part of ItS strategic planning process and takes the neces­
sary steps to meet these needs 

4 Financial Sustalnablhty 

• Lead a discussion of the factors affecting financial sustain ability 

• Ask partIcipants for program examples of the follOWIng factors 

- User Fees Client contributions towards the cost of services IS 
the most effective means over the long-term of achieVing 
financial sustainabillty But these user fees need to be care­
fully established, Introduced, and monitored to see their 
effect on client usage (For additional Information, refer to 
Designing a Family Planning System, A Handbook for Pro­
gram Managers, L Day SEATS/JSI Washington DC 1993) 

- SubSidies Where a group of clients IS unable to contribute 
towards the cost of services, there may be opportunities to 
Introduce sliding scale fees or for a program to be subSIdized 
by Income derived from another of the organization's 
programs (For example rental of clinIC faCIlities for use by 
private practitioners Rental Income could then be used to 
subSIdize the proVISion of family planning services) ThiS has 
the advantage of redUCing the need for external assistance 

- Decreasing the Umt Cost of Services By IncreasIng the vol­
ume of clients served a program can reduce the unit cost 
of the services proVided I e the staff costs and other fixed 
costs of the program can be spread over a larger number 
of clients ThiS makes the program more aitractlve to 
potential funding sources and reduces the amount that 
may need to be charged to IndiVidual users/clients 

- Increasing Cost-EffiCiency ThiS means Improving the use of 
available funds such that more services can be obtained 
for the same cost ObViously thiS reduces the Unit cost of 
services and therefore makes available funds go further 
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OH 82 

- Fund-Raising Fund-raising covers many different ap­
proaches to procuring donations of money, services and 
goods to support a program 

• GUidance on fund-raising IS gIVen In Annex 3 of the 
Handbook and participants should be directed to review 
this materIal on their own 

5 Session review 

• Return to OH 8 2 giving the definition of sustalnablhty Bnefly 
remind participants of the factors that promote sustalnablhty 
Ask If there are any further questions 
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Session 9. Measuring Program 
• Results 

Session Oblectlves 
1 To examine the Importance of obJectives, Indicators and targets In 

structunng the program 
2 To review how data collection contnbutes to management and 

service delivery deCISions 
3 To examine the use of a monltonng plan as a program 

management tool 
4 To c1anfy the roles of mOnltonng and evaluation In program 

management 
5 To explore ways that NGOs can ensure successful Integration 

Session GUide 

TopIC Format 

1 Session OVerview Plenary Presentation 

2 Case Review Planning for Results IndiVidual Work Plenary DISCUSSion 

3 Objectives Indicators & Presentation 
Targets Review/dIScuss Handbook Annex5 & 6 

Optional Exercise Worksheet 3A 

4 Record Keeping ReView HandbookAnnex7 
Group ExercISe Plenary DISCUSSion 

5 Monltonng and EvaluaTIon PresentaTIon 
Case Review DIscussion 
OpTIonal ExercISe Worksheet3b 

6 ManaQing IntegraTIon Indivldual/NGO ExercISe Worksheet 3c 

7 Summarize Main POints Plenary Presentation 

Matenals Required 

• 
• 
• 
• 

Worksheets 3a 3b 3c 
Handbook Step 3 Pages 39-51 
OH91-922 
Handbook Annex 5 Illustrative Indicators 

Timing 

5 minutes 

30 minutes 

1 5 minutes 
1 5 minutes 

30 minutes (OP) 

45 minutes 

25 minutes 
20 minutes 

30 minutes (OP) 

30 minutes 

5 minutes 

T otalTIme 3 hours 
lOmlnutes 

Optional exercISes 
additional 1 hour 

• 
• 

Handbook Annex 6 Conversion Factors for Calculating CYP 
Handbook Annex 7 Routine Records for Family Planning Services 
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Trclner's Notes 

Much of the material In this session IS not unique to family plan­
nmg The session assists participants to understand and apply basIc 
prmclples of mOnitoring and eva/uatlon to family plannmg pro­
grams Careful review of Handbook Annexes 5 and 6 Will assIst 
tramers In preparing for the session The discussion on record keep­
mg should be used as an opportUnity for sharing systems presently 
used by the participants Familiarize yourself with the sample 
records for CBO and cliniC based programs contOined In Handbook 
Annex 7 before leading thiS discussion 

1 Overview 
• Present session obJectives, descnbe the actIVIties and timing 

2 SAAD Case Review 

• Direct participants to the case study and case review questions 
on page 44 of the Handbook 

• Display the questions on OH before the partiCipants start reading 
Ask them to conSider these questions while they read the case 
After 10 minutes lead a discussion of the case Bnng out the 
follOWing Information dunng discussions 

QuestIon 1 Does the SAAD objectIve meet the 
criteria for a good program obJectIve? 

Information to be covered dunng discussion 

The SAAD objective has the follOWing charactenstlcs 
• States the task to be accomphshed 
• SpeCifies the scope of the task (who Will be served and what 

Will be accomphshed) 
• PrOVides a tlmeframe for completion 
• SpeCIfies how results Will be measured 

Note An objective can be wntten In two ways as a speCific compre 
henslve statement which Includes all of the above elements or as 
two statements When two statements are used, the first IS a general 
descnptlon of the task Including a time limit for completing the task, 
the second statement addresses how achievement Will be mea­
sured In the SAAD case, the achievement IS quantified In a 
separate statement which Includes Indicators (measures) and 
targets (quantity) for documenting results 
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• 

• 

QuestIon 2 What are the mdlcators that SAAD 
has chosen? Can you suggest others? 

Information to be covered dUring discussion 

New acceptors, I e people who are first time users of modern 
contraceptive methods 
Trained CBDs active In their communrty 

Other possible Indicators Include 
• Continuing acceptors 
• Drop out rate 
• Acceptors new to the faclhty (people who have used contraceptives 

In the past but who Will now receive their supply from thiS source) 

QuestIon 3 What do you thmk IPPF 
means by performance targets? 

Information to be covered durmg discussion 

• Number of women expected to receive services from Individual 
CBDs ThiS number IS determined by the CBDs after a communrty 
household survey IS completed 

• Additional Question What Will SAAD/IPPF accomphsh by 
requesting that the CBDs establish their own performance 
targets2 

DISCUSSion 

• Differences In population size and density among the 
communrtles served by the CBDs make It inappropriate to Impose 
achievement goals by diViding the total populahon among the 
CBDs 

• Before a CBD can set a realistic performance target she must 
know the number of potential clients In her catchment area and 
become famIliar with their needs and Interests ThiS IS an 
essential step In prOViding good communrty based service 

• 

• 

• 

Performance targets determined by CBDs are lIkely to be realistic 

A CBD who sets his/her own level of performance has greater 
commitment to achIeVing the performance target 

Use the diSCUSSion to reinforce elements of the Handbook related 
to ob,ectlves, performance indicators, difference between 
Indicators and targets 
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QuestIon 4 What else can the record be used for, 
besIdes helping the CBD's to plan their work? 

Information to be covered dunng diScussion 

• To provide data to help In developing a new strategy or 
Improving an eXIsting strategy 

• To help the supervisor Identify problems 

• To provide Information for reports to the Board or other 
supervisory bodies 

3 Settmg ob,edlves, seledmg Indicators and estabhshlng 
targets for a FP program 

GUided DIScussion 

• ReView the definition of objectives and elicit examples of 
objectives from the group! s expenence 

• ReView the definition for performance Indicators and diSCUSS 
gUidance for selecting Indicators 

• Make the connection between Indicators and data collection 
efforts DISCUSS the Importance of keeping Indicators Simple, 
that IS selecting Indicators which can be measured uSing 
routine data collection records whenever pOSSible Spend 
some time diSCUSSing the level of effort required to collect 
data for surveys and observations Ask the group to suggest 
Indicators that would be appropnate for their programs and 
explain how they would collect the Information reqUired to 
measure achievement of that Indicator 

• 

• 

Direct the group to Handbook Annex 5 which contains 
examples of FP Indicators for monitoring quality, service 
utIlization traInIng and Integration POint out examples of 
Indicators to measure quality and service and eliCit examples 
or experiences uSing these Indicators 

Introduce CYP calculations and diSCUSS eyp as a 
performance measure Refer to Handbook Annex 6 and use 
examples to give partiCipants expenence In applYing the 
formulae 
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• OptIonal Classroom ExercIse DIrect the group to worksheet 
3A PlannIng to Measure Results Each NGO should complete 
thIS worksheet for the FP servIce strategy they have selected 
It can be completed In the classroom or In the evenIng 
DraftIng objectIves IS an Important step In clanfYlng a 
partIcular strategy ObjectIves also proVIde a framework for 
completIng each subsequent step In prepanng theIr 
IntegratIon program concepts PartICIpants should be 
encouraged to wnte an objective as a startIng pOInt and feel 
free to revIse It as they conSIder the addItIonal elements of 
the Integratron strategy 

Worksheet 3a Planning to Measure Results 

illustrative Example 

Program Obledlves Indicators Source of Data for 
MOnitoring Progress 

1 To Increase the use of 80 farmer/CBOs Will Tralnrng Records 
modem family planning prOVide FP & ORS ser- Program Reports 
methods by 50% among vices and education to Summanes of IndiVidual 
couples In 25 rural com- their communities chent records 
munltles Within 3 years CSO register 

3 360 new acceptors CSO register 
achieved through CSO Mobile CliniC Register 
services and referrals 

4 Group ExerCise Record keeping and data collection 

• Direct the group to the Handbook - Chart Data Collection 
Instruments on page 43 and to Annex 7 RoutIne Records for 
Family PlannIng servIces 

• ReView the Chart and draw the group's attention to the 
columns "Purpose" "Data "and "Used By" Make the pOInt 
that data collectIon should be very focused and proVIde only 
the InformatIon that IS essentIal to ensure quality servIce and 
the InformatIon to monItor and measure results 

• Work In small groups assIgn each group (up to 8 people) 
responsIbility for revIewIng the set of records (Handbook 
Annex 7) for either the cliniC or CBD program and ask them to 
answer the follOWing questIons 

- Can you suggest ways to Improve these records2 

- Is there a way to Incorporate the Information on these 
records With your eXisting service records2 

59 



OH 98- 9 15 

- How would you go about Introducing this set of records 
Into your organlzatlon2 

- What problems might you encounter In uSing these records2 

• In plenary, conduct a diScussIon of the records and answers 
to questIons Reinforce the fact that these are sample records 
and that they may need different Information I e more or 
less, dependIng upon their ongoing program activItIes 

5 MOnitOring and Evaluation 

• Introduce the concepts of monltonng and evaluatIon Wnte 
"Monltonng" and "Evaluation" as the headings of two 
columns on the board Ask the group to defIne and descnbe 
the characterIstIcs of each D,scuss theIr answers and put on 
the board those that are approprIate Summanze by showing 
the overheads containIng definitIons and the comparIson 
chart 

• Direct partIcipants' attention to the Handbook's MonitOring 
Plan (pg 45) and the EvaluatIon Plan (pg 47) D,scuss the 
benefIts of uSIng these tools dUring program planning 
actIvItIes HighlIght the relationship between the ObJectlve/ 
IndIcators developed to gUide the program and the 
monltonng plan which builds upon the same ObjectIve and 
IndIcators DIrect them to Worksheet 3b "Preparing a 
Monltonng Plan", ask them to complete thIs worksheet either 
In the classroom or after class 
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Worksheet 3b Preparing a MOnitoring Plan 

illustrative Example 

Objective Wnte the objective for your new Integrated program 

- To decrease the number of pregnancies by 50% among 
adolescent girls attendIng schools In the 15 communIties In 
2 years 

Indicators LIst the Indicators you WIll mOnitor to measure program 
success 

- Number of teachers dellvenng FP Information 
- Number of new adolescent users by method 
- Number of pregnancies among adolescent women 

MOnltonng Process Descnbe how you WIll collect Information about 
progress 

- Quarterly mOnltonng of teacher/nurse teams 
- ReVIew of monthly MobIle Clinic reports 

Records Descnbe what records you WIll use to collect monltonng 
InformatIon 

- MobIle ClinIc RegIster 

Action Descnbe how you plan to use the mOnltonng results 

- Supervisor reviews reports of achievements With teacher/ 
nurse teams and mobile clIniC staff 

• Direct participants to the case study and case revIew 
questions on pages 50-51 of the Handbook Display the 
questions on OH before the participants start reading Ask 
them to consIder these questIons whIle they read the case 
After 10 minutes lead a diSCUSSion of the case 
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Question J: Who was involved in the evaluation, what was 
their input and what was their interest In the results. 

Information to be covered dunng diScussion 

• Nurse Midwife prepared the monrtorrng and evaluation plan, 
gathered documentation and established a review process 

• CBDs Discussed documentation, provIded clanflcatlon, 
discussed obstacles, re-planned work 

• IPPF and SAAD Staff Participated In end of project 
evaluation and deCISions about future direction 

• The nurse-midwife and CBDs focused on achievement of 
program results and quahty of service to the community 

• SAAD and IPPF Interested In finding resources to strengthen 
and expand the project 

QuestIon 2: Do you thInk that IPPF should have shared 
Information about income among the C8Ds? 

InformatIon to be covered durrng dISCUSSion 

There IS no correct answer to thiS questIon PartIcIpants may have 
strong feelings on either SIde of the Issue The question IS rOlsed 
here to help partiCipants think about Issues that may emerge If 
theIr program prOVIdes CBD Income whIch reflects achievement 
The trainer should be prepared to diSCUSS partiCIpant concerns 
Participants' comments are likely to Include 

• CBD Income IS a tangIble meaSL..re of success that 
motivates performance 

• Concentrating on financial rewards dIminishes the 
emphaSIS on commitment to community welfare 

• Low performing CBDs Will be discouraged from continued 
partiCipation 
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QuestIon 3: If you were IPPF, would you 
change the program and, if so, how~ 

Information to be covered dUring discussion 

• The IPPF should consider the benefits of addIng another 
nurse midWife to the mobile clinic service and perhaps 
Increasing the frequency of cliniCS 

• The IPPF may want to Introduce a sliding scale for fee payment 
to defer the addItional costs of service 

• Expansion of the CBD cadre may also be considered 

6 Managing Integration 

• Review and discuss the chart "Guide for Monitoring 
Organization Impact" page 49 of the Handbook with the 
group EliCit examples of obstacles that may be encountered 
by the participants and discuss how these problems can be 
avoided 

• Introduce Worksheet 3c Managing Obstacles to Integration and 
explain how thiS should be completed Ask the participants to 
work In teams of 2, Ideally representatives from the same 
organization to complete the worksheet 

Worksheet 3C Managing Obstacles to Integration 

Illustrative Example 

Column 1 Column 2 Column 3 Column 4 

Item to Monitor Some Predictable Obstacles Your NGO Actions You Can Take 
Obstacles May Encounter to AVOid Obstacles 

Internal Factors 

Management Confusion over new role Loyalty to Child Survival Include eXisting staff 
Support diVided commitment to Project In planning sesslonsl 

new program setting objectives 
Discomfort In discussing FP 
Issues Provide training In 

counseling & service 
delivery 

I 
PrOVide supervisory 
support 
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• Conduct a plenary discussion to review the participants' 
efforts and summarize the session uSing the OH GUidelines for 
Successful Integration 

7 Summarize main pOints 

• Review the session objectives to reinforce the main learning 
pOints 
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Session! 0 · Ident!fy Staffing 
• Requirements 

Session Oblectlves 

To examine the process for determining staffing needs for a new family 
planning program 

2 To review the Issues Involved In designing the supervision of a new 
family planning program 

3 To explore the steps In determining training needs 

SessIon GUIde 

TopIC Format TImIng 
1 Session Overview Plenary Presentation 5 minutes 

2 SAAD Case Review Plenary DIscussion 20 minutes 

3 Estimating Staff Plenary Presentatron 10 minutes 
Requirements Review of eg on Handbook pg 54 15 minutes 

and Worksheet 4a (p 1) 
Review of eg on Handbook pg 55 15 minutes 
Pairs activity - Worksheet 4a (p 2) 15 minutes 

4 Designing a Plenary DISCUSSion 15 minutes 
Supervision System 

5 Defining Training Plenary Presentation 15 minutes 
Needs Triad actiVity -Worksheet 4b 20 minutes 

Plenary Review 15 minutes 

6 Session Review Plenary 5 minutes 

Total 2 hours 30 
minutes 

Materrals Required 

• Worksheet 40 (Pages 1 & 2) and 4b 

• OH 10 1-105 

• Handbook Step 4 Pages 53-62 
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Tramer' 5 Notes 

In session 10, the focus IS on helping participants to determine 
their staffmg needs and understand the difference between 
knowledge and Skills, and on designing a program that addresses 
the tramlng needs of different levels of staff 

1 Overview 

• Review Session Objectives 

2 SAAD Case Review 

• Direct participants to read the case and case questions on 
page 61 of the Handbook 

• Lead a diScussion of the participant responses to the case 
questions Key pOints that should come out In relation to each 
question are below 

QuestIon J What are the staffing needs that IPPF has IdentIfied 
for the daIry farmer family planning program? 

Information to be covered dUring diSCUSSion 

Mobile cllmc One nurse/midwife 2 days/month 
One nurse aide 2 days/month 

Other IPPF Staff Trainers for CBDs 

QuestIon 2 Why do you think IPPF Included all these areas In the 
proposed CBD tralnmg program? (AlternatIvely How do you think 

IPPF determined the CBD's training needs?) 

Information to be covered dUring dIscussIon 

• IPPF developed Job descnptlons (task list) then probably 
Identified the knowledge and skIlls required to carry out 
these tasks 

66 



QuestIon 3 What IS the" trammg strategy trymg to achIeve? 

• 

Information to be covered dUring discussion 

Inform all staff - to make them feel Involved and take 
ownership of the program 

• To give providers and supervisors the understanding, knowledge 
and skills to do their jobs effectrvely 

• Use knowledgeable and experienced trainers (IPPF) 

• Recognizes need for refresher training 

3 Estimating Staff Requirements 

• Review first two bullets on page 54 of the Handbook (steps 1 
and 2 of process for estimating staff requirements) 

• To determine the number of staff required for a project, have 
partiCipants fill out Worksheet 4a (Page 1) In paIrs 

Worksheet 40 Estimating Staff ReqUirements (p 1) 

illustrative Example 

Task Staff Category 

1 PrOVide Information about FP CSO 
2 Meet With users CSO 
3 Meet With potential clients CSO 
4 Supervise all CSOs Supervisor 

• Reinforce concept by reviewing example on page 54 

Example shows a "task list" which 
1 Defines Jobs - helps to design Jobs 

2 Helps In determination of number of staff required 
3 Helps to define training needs 
4 PrOVides foundation for job descnptlon 
5 Helps to determine level of Job and salary 

• Review three bullets at top of page 55 (steps 3-5 of process 
for estimating staff requirements) 

• Work through example Handbook pg 55 
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250 women not uSing family planning, perhaps from target 
population register (refer to SAAD Case on pg 28 of the 
Handbook) 

The figure of # of women per village not uSing FP IS obtained by 

dividing the 8,610 (total no of women not uSing FP) 
by 35 (number of Villages) 

50% of current non-family planning users are targeted to be­
come FP users - I e 125 Of those 125 who may not accept FP at 
the first attempt, the CBO will try a second time 

70 users to be vIsited each month to resupply pills and condoms 
as follows 

45% x 125 = 57 users of pills 

10% x 125 = 13 users of condoms 

Total = 70 

70 users/month x 12 months x 3 years x 0 4 hours = 1008 hours 

Calculating no of staff required 

Standard working hours/week x 52 weeks 
minus # days public holiday/year x hours/day 
minus # days vacation/year x hours/day 
minus average # days Sick/year x hours/day 

Total net hours available for work each year 
by one staff member 

= 
= 
= 
= 

= 
Note These figures Will depend on the country and 
IndiVidual organization 

• Ask participants to practice their projection skills by 
projecting the CBD Supervisor time that Will be reqUired 
from the example on pg 54 of the Handbook and uSing 
Worksheet 4a (pg 2) Tell them they can use their own 
experience/Judgment to estimate how much tlme/ 
activity Will be needed for each of the 3 listed tasks Tell 
them they can add other tasks If they feel thiS IS 
appropriate 
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Worksheet 4a Estimating Staff Requirements (p 2) 

illustrative Example 

Staff Category CBD Supervisor 

Task Time/Task No Tasks/Yr 
(0) (b) Ic) 

Meet With each CBD bImonthly (80CBDs) 
2 hours/each 480 per year 

at clinIc/communIty Include CBD- CBD 
client observatIon) 

Compile sum manes of dJents contracep- 2 hours/each 12peryear 
fives ISSUed and cosh recelved monthly month 

Total time requIred In one year 

4 DeSigning Supervision System 

• ReView purpose of supervision, diSCUSS benefits of uSing 
eXIsting supervisory staff or hIrIng new ones for the purpose 
(refer to pg 56 of the Handbook) 

5 Defining Training Needs 

• ReVIew why traIning IS needed 

- (RemInd participants of theIr earlIer responses to 
the SAAD Case) 

• DetermIning trOlnlng needs 

- ReVIew steps on page 57 of the Handbook for determinIng 
traInIng needs (for a new program) 

- Stress the dIfference between skills (abIlIty to do) and 
knowledge 

• Ask participants to refer back to theIr task lIst for the CDB 
Supervisor (page 54) whIch they used for theIr projectIon of 
supervIsory staffIng needs Now ask them to complete 
Worksheet 4b for a CBD SupervIsor, IdentIfYing the skIlls and 
knowledge requIrements for a SupervIsor to be able to carry 
out the defIned tasks effectively (Use example on pg 54 of 
the Handbook as a reference) 
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Total Tlme/Yr 
Id) 

960 hours per year 

24 hours per year 

984 hours per year 
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Worksheet 4b Determining Trammg Needs 

illustrative Example 

Staff Category AcfMttes RequredKnoMedge RequredSkill 

CBOSupeMSOI' Meet With each CBO Responslblfitles of CBO Coaching 
monthly 

Knowledge of FP methods Interpersonal skills 
use & side effects 

Problems faced byCBOs Problem solving skills 

Compile summanes of Content of records Accounting & cross 
chents contraceptives referenang 
used and cash received Proper recording 

procedures 

Cash handling 
procedures 

Resupply CBOs Number of 
contraceptives needed 

6 Session ReView 

OH 101 • ReView session obJectives, content, and actIVIties 
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Session11- Developing a Contraceptive 
- Supply System 

Session Oblectlves 

To prepare a forecast for contraceptive supply needs 

2 To calculate contraceptive stock requirements 

3 To review cntena for selecting a reliable supplier of contraceptive 
methods 

4 To consider altematlve approaches for dlstnbutlng contraceptive 
supplies 

Session GUide 

TopIC Format Timing 

1 Session Overview Plenary Presentation 5 minutes 

2 Forecashng ContracepiJve Plenary Demonstra1lon 20 minutes 
Supply Needs Prachce Session Worksheet 5A 45 minutes 

3 Case Study Review IndiVidual Work and Plenary DIScuSSIon 30 minutes 
NGO Exercise SelecfIng Supphoo 25 minutes 

4 Iden'hfylng Suppfiers NGO ExercISe PlannlngforDlStnbufIon 20 minutes 

5 Storing and Dlstnbutlng Worksheet 5B Assessing 30 minutes 
Contraceptives Requirements for Contraceptive 

Supply System 

6 Session Review Plenary 5 minutes 

Total 3 hours 

Matenals Required 

• Handbook Step 5 Pages 63-76 

• Worksheet 5a and 5b 

• OH 11 1-11 10 

• Handbook Annex 8 Formula for Forecasting Contraceptive 
Needs 

• Samples of Contraceptives 
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OH 11 1 

OH 11 2 

OH 11 3 

Tramer's Notes 

This session IS designed to help participants develop an effective 
process for managing contraceptive supplies to ensure a steady 
supply based on an analysIs of client need, anticipated method 
mix and projections for yearly usage A review of appropriate or­
denng, storage and dlstnbutlon systems will also be covered 

1 Overview 

• Present the session obJectives, outhne the planned activities 
and the session tlmeframe 

2 Forecastmg Contraceptive Supply Needs 

• Special Characteristics of Contraceptive Supply Systems 

- Introduce the supply system discussion by hlghhghtlng the 
slmllantles between providing contraceptive supphes and 
supplYing other Items needed by field workers Ask the 
participants to tell you what steps they currently follow to 
ensure a steady supply of Items needed by their field staff 
such as seeds, fertlhzer, books, nutntlonal supplements, 
drugs Write the hst of the steps mentioned by the particI­
pants on the board 

- The hst generated by participants IS hkely to Include the 
following the number of field workers receiving supphes, 
the rate of consumption per field Site, the amount of time 
between ordering and delivering supphes, the seasonal 
variations of demand, and the shelf life of the Item 

- Next highlight the differences between supplYing contra­
ceptives and supplYing most other Items by IntrodUCing 
the special characteristics of the contraceptive supply 
system (See Handbook page 64 for details) 

• Forecasting Contraceptive Needs 

- ReView the steps to conSider when deCIding what types of 
contraceptives should be offered (See the list on page 64 
of the Handbook) 

- Present the steps to follow when forecasting the quantrty 
of contraceptives needed by a program (See Handbook 
page 65) 
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• 

• 

• 

• 

Review the concepts of Contraceptive Prevalence Rate and 
Method MIX 

- Define Contraceptive Prevalence Rate (CPR) and discuss 
the use of CPR as an Indicator of program success Since 
CPR measures contraceptive use within the entire popula-
tion and those people may be receiving supphes from 
more than one source, It IS seldom used as a measure of 
success of a single program CPR IS generally used to moni-
tor prevalence trends In the case of the Dairy Coopera-
tive, SAAD used CPR as a measure of success since SAAD 
was the only supplier 

- Use the board or the OH to present and calculate the 
method mix for the SAAD Case Study Check comprehen-
sion by changing the percentage for a given method and 
asking the group to partiCipate In recalculating the pro-
Jection for the number of clients to receive the method 

Calculating Supply Requirements 

Direct the participants to the Example CalcLlatlng Supply 
Requirements on page 68 of the Handbook Review each of the 
4 steps In the calculation uSing the OH projection sheets 

- Step 1 Calculate the number of new clients per year of 
the program for each method 

- Step 2 For each year calculate the quantity of each 
contraceptive method needed to supply new clients 

- Step 3 For each year calculate the quantity of contracep-
tives needed to supply continuing users 

- Step 4 For each year total the amount of supplies needed 
for both new and contInuIng clrents 

Introduce and explaIn the formulae for forecastIng 
contraceptive needs given In the Handbook Annex 8 

- ExplaIn Annex 8 In the follOWIng manner Under the 
headrng "Continuing User" the Annex gives the quantIty 
reqUired to supply a woman/man for one year Under the 
headrng "New Acceptor" the amount IS one half of the 
yearly requirement ThiS IS a plannrng calculation which 
allows for the fact that new clients Will seek services 
throughout the year 
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OH 11 6 • Review the Stock Requirement Calculation for Year 1 New PIli 
Acceptors 

- Highlight the follOWing Information 

1) 45% of all new clients Will take pills, thus the total number of pIli 
acceptors IS 1512 women over three years 

2) The project planners assume that 30% of all new clients who 
accept pills Will receive services In the first year of the project I 
Ie, 30% of 1512 women or 454 women Will receive pIlls as 
their method of contraceptIon In the first year of the project 

3) Annex 8 contains the formulae to:> assist participants In 
calculating the quantity of pIli packets required for 454 women 
In the first year 

4) ASSIst the group to calculate the stocks required for women 
receivIng Depo Provera In the first year of the project uSing the 
Information provided In the example list the results on the 
board orOH 

Calculating Contraceptive Supply for Oepo Provera Over Three Years 
(Use With information In example on Handbook Page 68) 

Depo Chents (New/Year One) 1010 x 20% (Projected % of Users) =200 
(New/Year Two) 1348x20% =269 
(New/Year Three) 1010 x 20% =202 

Year One Supply 200 (New Chents) x 2 doses (Year One) =400 
Total Doses for Year One =400 

Year Two Supply 269 (New Chents) x 2 doses (Year One) =538 
200 (Continuing C)hents x 4 doses =800 

Total Doses for Year Two =1338 

Year Three Supply 202 (New Chents) x 2 doses (Year One) =404 
200 (Year One) + 269 (Year Two) (Continuing Chents) =1876 

Total Doses for Year Three =2280 
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• Review the Stock Requirement Calculation for Year 2 New 
and Continuing Clients accepting Pills and Depo Provera 
(Calculate uSing the directions given 1-4 above) 

• Introduce minimum and maximum stock levels and discuss steps 
to prevent stock shortages (See pages 68-70 of the Handbook for 
more Information) 

• Complete Worksheet 5A Calculating Contraceptive Supply 
requirements (See page 68 of the Handbook) 

3 Case Study Review 

• Direct the participants to read the Case Study and review 
case questions on page 76 of the Handbook The case 
discussion should strengthen participants' ability to 

- Project contraceptive supply requirements 

- Select suppliers 

- Review the ments of charging fees for contraceptives 

Question 1 What specific informatIon dId IPPF requITe In order to 
calculate the contraceptive supply needs? 

Information to be covered dUring diSCUSSion 

• Since no specific Information about this community was 
available the IPPF used the cliniC records for a nelghbonng 
community to project the method mix for the area served 
by the farmers 

• The projections Will be changed to reflect actual utilization 
rates as soon as the Information IS available from the CBDs 
After 3 months a pattern should emerge 

• The IPPF Will share their projections with the referral cliniCS to 
ensure adequate supplies 
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Question 2: If, at the end of year one, Depo-Provera 
acceptance IS 30%, what quantity of Depo 
would be needed In Year 2 of the project? 

Information to be covered dunng discussion 

The demand for Depo-Provera IS greater than the onglnal projection 
of 20% Now the project must plan to meet the expected Increase In 
demand dunng year two The project should use the actual de­
mand expenenced In year one to project the year two demands 
The starlmg pOint remains the same, I e 3360 acceptors but now the 
project should plan to prOVide 1008 women With Depo-Provera over 
the life of the project Since 40% of new acceptors for all methods are 
expected to be served In the second year, the project should be 
prepared to supply approXImately 403 new clients With Depo­
Provera To calculate the quantity of Depo reqUired for 403 new 
clients, refer to Annex 8 for the formula 403 X 2 doses (per new ac­
ceptor) The prOJection for the quantity of Depo needed to serve 
new acceptors In year 2 IS therefore 806 doseS/InJections 

Yes 

No 

Question 3: Do you think the approach selected 
to fmance the purchase of contraceptive 

resuppl,es will be eRective? Why? 

Information to be covered dunng diSCUSSion 

aJ Since the fanners are accustomed to handfing money eamed 
through the dairy cooperaTIve actlwles they should be able to 
set up and monitor thiS additional source of revenue 

b) The community has a clear need of and deSire for family 
planning services by prOVIding these services the farmers' 
stature In the community Will rise 

c) Family planning services offered by the farmers are linked 
to additional MCH services which are highly pnzed by 
the farmers 

a) Community members may have extremely limited 
resources and be unable to pay the cost for 
contraceptives 

b) The charge for contraceptives may be InsuffiCient to 
pay for replacement stocks 

c) Free supplies which are given to start a revolVing fund 
for resupply are sometimes wasted, generating little 
Income to finance resupply 
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4 Idenhfymg Contraceptive Suppliers 

• 

• 

• 

Introduce the tOPIC by restating the session objective Ask 
the group why It IS Important to malntOln an uninterrupted 
supply of contraceptives Bnng out the following pOints a} a 
break In supply can result In an unwanted pregnancy b) 
women who do not receive contraceptives due to 
Inadequate supplies will lose confidence In the program and 
may Simply not return when the supply IS avalloble 

Review and discuss the vanous sources of supply Ask the 
participants to share their knowledge about sources of 
contraceptive suppIJes In their area Refer to the "Expenence 
from the Field" page 75 of the Handbook and discuss 
alternattve strategies for ensunng an uninterrupted supply of 
contraceptives 

Lead a discussion of the cntena for selecting a reliable supplier 
Ask the participants to contnbute their Ideas for selection, 
put the list on the board Review and discuss the list of 
questions presented on page 71 of the Handbook Answers to 
these questions Will assist the NGO to select a reliable supplier 

5 Storage and Distribution 

• Review the requirements for contraceptive storage space 
and conditions given In the Handbook Describe the pnnclple 
of "First to Expire First Out" (FEFO) In managing contraceptive 
supplies Give out contraceptives and pOint out labeIJng 
Information particularly expiration dates or In the case of 
condoms manufactUring dates EmphaSize the Importance 
of monltonng expiration dates and advise them not to 
distribute expired contraceptives 

• Inquire about participant experiences In distributing any type 
of supply to their field Implementation sites Ask the group to 
describe the characteristics of an effective distribution system 
and list the Information on a board or chart The list should 
address the follOWing reliabilIty, frequency, secunty, capacity, 
protection from climatiC conditions and cost 

• DISCUSS alternatives for distributing contraceptive supplies to 
field workers/field sites Make a list of distribution alternatives 
that starts With the follOWing distribution options aJ other 
NGOs serving the area b) government dlstnbutlon systems 
c) publiC transportation 
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OH 11 1 

Ask for other Ideas from the group Form small groups, either 
members of the same organIzation or participants from the same 
country/region Ask the groups to review each distnbutlon option 
by answering the following questions listed on page 74 In the 
Handbook 

1 Does the distnbutlon route serve your area2 

2 How often can delivery be made2 

3 Is the capacity of the vehicle sufficient to carry your supphes2 

4 Is the service rellable2 
5 Is the service secure from theft2 
6 Can the commodities be protected from sun, Wind and raln2 
7 What IS the cost of dlstnbutJon, I e delivery charges, fuel, 

personnel2 

Optional Exercise Complete Worksheet 5B Assessing Requirements 
for the Contraceptive Supply System The SAAD Information can be 
used 

6 Session Review 

• Review the session objectives and summarize the main pOints 
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Session12. Managing Finances 
• for an Integrated Program 

Session Oblectlves 

To explore Issues Involved In developIng and mOnltonng a 
budget for an Integrated program 

2 To revIew key concepts In managing cash 

3 To examIne why cost effectiveness studIes are Important 

Session GUide 

TopIC Format Timing 

1 SessIon OvervIew Plenary Presentatron 5 mInutes 

2 Prepanng a Budget for Plenary DIScussion 20 mInutes 
an Integrated Program Group ActiVIty (Worksheet 6) 30 minutes 

Debnefing/Revlew 20 minutes 

3 Cost EffectIveness Plenary Presentation & 30 minutes 
DIscussIon 

4 SAAD Case RevIew Plenary RevIew 30 mInutes 

5 SessIon RevIew Plenary 5 minutes 

Total 2 hours 
20 mInutes 

Materials Required 

• Activity Bneflng Sheet Mallka 

• Handbook Step 6 Pages 77-84 

• Worksheet 6 

• OH 121-1210 
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Tramers' Notes 

This session IS designed to develop an understanding of the effects 
that integration may have on budgeting, and of what IS meant 
by cost-effectIVeness, how It IS measured, and ItS usefulness In 

reviewing program results and assessing the need to adjust Imple­
mentation strategies 

1 SessIon Overview 

OH 12 1 • ReView session objectives 

2 Prepartng a Budget for an Integrated Program 

OH 12 2 • ReView a definition of a budget and ItS purpose 
(See Handbook pg 78) 

OH 12 3 • Explore budgetary Implications of Integration 

OH 124 

OH 12 5-12 7 

- Donor Constraints 

Ask participants to relate their expenences With donors over 
funding conditions/regulations Stress Importance of finding 
these out early 

- Chart of Accounts 

Define Chart of Accounts as 'categones of Income and 
expenditure defined by an organization I Explore how an 
NGO I s chart of accounts may need to be expanded If FP IS 
Integrated New Items would probably have to Include cost 
of contraceptives Income denved from contraceptives (If 
these are to be sold), IEC matenals purchased 

- Shared Cost 

ExplOln what IS meant by shared costs 
(Page 79-80 of Handbook) 

• ReView common examples of shared costs for Integrated family 
planning programs 

• ReView examples of shared costs and how they could be 
apportioned 

• Introduce and diSCUSS The Case of Mahka 
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Group Activity 
The Case of Ma/lka 

You work for an NGO called Mahka Mahka works with rural women 
to train them and support 

The development and mOintenance of Income-generating 
activities (IGAs). 

2 The gathenng of Information about their legal and CIVIC nghts, 

3 The estabhshment of day care centers for Infants so that 
the mothers are free to leave home for work 

Mahka has recently decided to Integrate family planning actlvltres 
Into Its eXisting IGA program It Will train selected women from the 
communities In which It has already estabhshed IGA groups These 
women Will become CBDs, providing information about family plan­
ning benefits and methods, and proVIding those who request ser­
vices With regular supphes of pills and condoms 

Mallka's eXisting field officers VISit the communities every three 
months, uSing a Mallka vehicle and driver, to check on the IGA pro­
grams In the future, the officers Will take on the task of resupplYing 
the CBDs With contraceptives and record forms The field officers Will 
take on the task of resupplYing the CBDs With contraceptives and 
record forms The field officers Will also collect the CBD' s records of 
their actiVities and take these back to the Mallka Head Office for 
collation and analYSIS At the end of each year, the data Will be 
summarized and published In the annual report, which covers the 
overall actiVIties and costs of Mahka's four different programs 

Directions 

Identify the cost Items that may need to be shared 
between programs and record these on the Worksheet 6 
In Column 1 

2 Identify across which programs these cost Items may have 
been apportioned and record these In Column 2 

3 Make an Initial deCISion as to the baSIS upon whIch these 
costs Will be apportioned across the relevant programs and 
record these In Column 3 

1. N B Do not try to complete the final column of the Worksheet 
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OH128 

OH 129 

• Ask participants to divide Into pairs or triads to complete the 
activity. Worksheet 6 Determlnrng How to Apportion Shared 
Program Costs Ask each pair or triad to suggest one of the 
Items they have Identified where costs will need to be shared 
across Mahka' s programs and also ask them to define which 
programs should share the cost and how these costs might 
be apportIoned Use the notes In the table below to help you 

Worksheet 6 Determining How to Apportion Shared Program Costs for 
Budget Preparation (pg 2) 

illustrative Example 

Cost Item Programs That BasIs for Calculating Cost 
Share Costs Apportionment 

Field Officer Salanes IGA Proportion of total working time 
Family Planning devoted to family planning 

Dnver Salary IGA ProporTIon of total working time 
FP devoted to family planning 

(or maybe easier to divide by 4) 

Field Officer Per Diems IGA % of time spent on each 
FP program (average/year) 

Vehicle Operation IGA % of field officer time spent 
(petrol/oil) and FP on average on each pro-
maintenance gram or 50% each 

Head Office Salary/ All 4 programs Proportion of data analysIs 
Stationery Costs for data time devoted to each pro-
collection & analysIs gram or 25% each 

3 Cost effectiveness 

• Define cost effectiveness 

• ReView the steps required to assess the cost effectiveness of a 
program 

- ReView the examples on pg 83 of the Handbook Ask partIcI­
pants to pOint out the difference between the two ex­
amples (I e Example 1 compares the NGO's CBD program 
with other CSD programs In the country Example 2 com­
pares 2 approaches to service delivery (CBD & cliniC) Within 
the same NGO ) POint out the example of cost effectiveness 
companson on page 83 of the Handbook Refer partIcIpants 
to commonly used cost-effectiveness indIcators on pg 85 

- Warn partiCipants of the Importance of conSidering 
whether a program may be more expensive for good 
reasons (e g difficulty of access) 
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• Close this part of the session by repeating that cost 
effectiveness IS not an absolute, one can only say that a 
certain approach or strategy IS more or less cost-effective 
than another approach or strategy 

• Remind participants that In measunng program costs In order 
to compare the cost-effectiveness of two programs or 
approaches, It IS very Important that the ways In which costs 
are allocated (apportioned) to the family planning 
component of each of the programs being compared are 
the same, or at least "fair" 

4 SAAD Case Review 

• Direct participants to read the Case along with the 
associated case questions on pg 86 of the Handbook 

- Lead a discussion of the participants' responses to the 
case questions Key pOints that should be come out of thiS 
diSCUSSion In relation to each question are given below 

QuestIon 1: What costs dId the 'PPF affilIate decide to 
apportion between the daIry farmers' CBD program and other 
'PPF programs, and how dId they decide to apportIon them? 

Information to be discussed dunng diSCUSSion 

• Trainers/supervisors of CBDs % of staff time devoted to the 
CBD program 

• Fuel costs of mobile cliniC Estimated actual cost 

QuestIon 2 What costs of Implementing the 
program do not appear In the budget? 

Information to be discussed dunng diSCUSSion 

• Accounting costs (head office staff) 
• Stationery costs 
• IPPF senior management costs 
• Other overhead costs (such as IPPF office rent and utilities) 
• Cost of services provided to clients referred to the cliniC 
• Maintenance cost of mobile cliniC vehicle 
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OH 121 

QuestIon 3 Why do you think they dId not Include 
these costs In the budget? 

Information to be discussed dUring discussion 

• Difficult to apportion 
• Costs may make CSD program appear too expensive 
• Donor rules about OH costs 

QuestIon 4 How have the costs of contraceptIves 
been dealt wIth In the budget? 

Information to be discussed dUring diSCUSSion 

• 3 months supply only then revolVing fund 

5 Session Review 

• Review session objectives and session content 

• Optional DIscussion You have now completed all chapters of 
the "SAAD" story To bring closure to the experience, you may 
want to pause and ask participants to project where they 
feel the family plannrng project Will be In 5 years time 
Obviously, there are no correct answers but participants 
should Justify their responses based on Issues of Institutional 
and financial sustalnablhty and communrty Involvement 
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Session13- Concept. Paper 
_ Preparation 

Session Oblectlves 

To formulate a FamIly PlannIng Integratron strategy whIch Incorporates 
the SIX key components of IntegratIon 

Session GUide 

Topic Format Timing 

1 Session Overview Plenary Presentation 5 minutes 

2 ReVIeW 0uIine & Concept Plenary Presentation & 25 minutes 
Paper Preparation DIscussion 

3 Determine Plenary DIscussion 10 minutes 
Presentation Logistics 

4 Wnte/Type Concept Individual ActiVity 4 hours 'as required) 
Paper 

Total Time 4 hours 
40 minutes 

Preparation 

• AdmInIstratIve support for tYPIng/coPYIng 

• Computer/word processor 

• Photocopy capabIlity 

• Concept Paper Outline (See Session 6) 
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Tramer's Notes 

The trainer should provide a final review of what IS expected In the 
concept paper and facIlitate a diScussion In whIch the structure of 
the presentatIon session IS defIned 

1 Review Outline 

• Review purpose of concept paper and outline 

- Stress It IS not a proposal or a 'finished product I It should reflect 
the matenal from the past 4 days, Integrating the components 
Into a "concept" relevant for their own organIZation 

2 DIscuss Presentation LOgiStiCS 

• Review panel of experts schedule and time limitations 

• Participants should decide how to organize and manage 
presentations, Including who will present for each 
organization, how the Information will be shared with panel 
members, and how time will be managed Presentation 
options Include but are not limited to 

- Making a verbal presentation to accompany the wntten 
submission of some or all of the papers 

- Presenting Just the content of the concept paper 

- Presenting supplementary Information to reinforce the concept 

- Submitting wntten papers only 

• Agree on optIons so that a schedule can be prepared 

3 Prepare Concept Paper 

• Instruct particIpants to find a comfortable workplace and to return 
WIth their draft by a specIfied time Ensure them that you are 
avaIlable for consultatIon dunng the working process 

• Have all partIcIpants return to trainers to finalize and type papers 
All papers should be photocopied and ready for dlstnbutlon to the 
panel members Be assertive about thiS or It will be a long night 

• Ask If any participants have special requests forthelrpresentahon 
overheads white boards etc 
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Session14 • Presentation to Panel 
• of Experts 

Session ObJectives 

To present draft concept papers to experts In the field of 
development 

2 To analyze proposals forfeaslblhty, relevance and coherence 

3 To revIew suggestions 

Session GUide 

TopIC Format Timing 

1 Introductions Plenary Presentation 15mlnutes 

2 Oral Presentations IndivIdual Presentations 60 minutes 

3 Panel DIscuss Panel DIscussIon 45 mInutes 
"In camera" 

4 Feedback Panel PresentatIon 90 mInutes 

5 ClosIng Plenary Presentation 10mlnutes 

TotalTIme 3hours 
40 mInutes 
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Tramer's Notes 

It IS helpful to allow time for the panel members to meet before 
this session so that they (1) have an opportUnity to meet each 
other, (2) develop a system for listening, reviewing and responding 
to the papers, and (3) appoint a panel chalf Once Introductions 
and instructions are completed, the trainer should take an ancil­
lary role and allow the panelists and partiCipants to gUIde the 
session 

1 Welcome and Introdudlons 

• Introduce panel members, participants and trainers 

• For clanty, give a bnef overview of the Workshop objectives and 
content, Including the 6 steps and the purpose of Concept 
Paper/Panel Session 

• Present a copy of the Concept Paper Outline to famlhanze 
panehsts with the paper's expectations 

• Emphasize that the panel members are there to prOVide 
feedback and not In their role as donors 

2 NGO Oral Presentations 

• ReView logistics of presentations with Panel Members Tell them 
who Will be presenting their plan verbally and that written forms 
of all papers Will be provided The panehsts Will then remove 
themselves from the group for one hour to discuss the papers 
and comment on relevance, feaSibility, and shortcomings Each 
panelist Will be responsible for In-depth diSCUSSion for 
approximately 3 NGOs Typically, panelists Will discuss all the 
Concept Papers and the aSSigned panelist Will present the 
comments for his/her NGOs 

• Proceed with agreed upon presentation format 

AllOWing 6-10 minutes per NGO, depending on the number 
of NGOs has worked well 
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3 Panelists Meet In Pnvate 

• Closing Workshop detaIls can be handled whIle panelists are 
secluded or, If desired, In SessIon 15 

• Dlstnbute and collect evaluatIon sheets, answer any remaInIng 
questIons, discuss possIble follow-up actIvItIes, such as need for 
additIonal traInIng, traInIng of traIners or technical assIstance for 
proposal development 

4 Panel Members Feedback 

• Panelists WIll speak on each concept paper for no more than 10 
mInutes TraIners should ask panelists If they WIsh to conduct thIS part 
of the sessIon or If they would like the traIners to moderate 

• After the panelists gIve theIr Input, other partIcIpants should be 
encouraged to add theIr comments 

• The NGO particIpants should be gIven trme to address the panel for 
clanficatlon or further Input 

5 Thanks and Closure 

• The panelists should be thanked by the trainers and the 
particIpants If deSired the panelists may leave theIr contact 
InformatIon to enable contact at a later date If appropnate 
the panelists should be Invited for tea or lunch 
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Session15: Closing 
Session 

Session Obrectlves 

To evaluate the Workshop 

2 To discuss possible follow-up options 

Session GUide 

TopIC Format 

1 Dlstnbute EvaluatIon Plenary Presentation 
Forms 

2 Feedback DIscussion Plenary 

3 Follow-up Ulscusslon Plenary 

4 Farewell 

Matenals Required 

Tlmrng 

1 o minutes 

25 mInutes 

20 minutes 

5 minutes 

Total Time 1 hour 

• Evaluation Form Trainer's GUide Annex 5a and 5b 
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Tramer's Notes 

Depending on time, the evaluation session can be treated as a sepa­
rate entity or be combined with Session 14 In either case, sufficient 
time for filling out the evaluation forms should be allotted The sample 
proVided should be adapted to meet your needs Final photographs 
follow-up options and clOSing comments should be programmed Into 
the session 

1 ReView Session Ob,ectlves 

2 Evaluation 

• Distribute evaluation forms (sample Annex Sa/b) or deSign your 
own and allow 5-10 minutes for completion Ensure all forms are 
collected 

3 Feedback 

• Open floor for comments on workshop format, contents and 
suggestions for revIsions 

• DISCUSS need for follow-up training, technical aSSistance, etc 

4 Farewell 

• Thank participants, remind them you Will mall a workshop report 
and final participant list and tell them whom they can contact 
for further Information or training requests 
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Session 1 • Designing an NGO 
• Workshop: Part One 

Session Ob,ectlves 

To develop an understandrng of how to design Integration 
Workshops that meet the content and logistical requirements of 
the participants 

Session GUide 

Topic Format TimIng 

1 Workshop Objectives Plenary Presentation 5 minutes 

2 Session Overview Plenary Presentation 5 minutes 

3 Review Background Plenary DIScussion 60 minutes 
of NGOs 

4 Defining Mlnl- Plenary - Brainstorming 30 minutes 
Workshop Objectives 

5 Defining Content Plenary - Brainstorming 60 minutes 
Areas 

Total time 2 hours 
40 minutes 

Preparation 

• Bnef on PartIcIpatIng NGOs (NGO Data Sheet) 

• LogIstical parameters for Mini-Workshop 

• OH TOT 1 1-1 3 
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Trainer's Notes 

The TOT will prepare participants for the process and content 
aspects of runmng a workshop The purpose of thiS session IS to 
begin the planmng for the NGO-Mlnl Integration Workshop Par­
ticipants should define obJectives, review the background of the 
NGOs invited, and outline the content of the Workshop 

1 Overview 

OH TOT 1 1 • Present the workshop objectives 

OH TOT 1 2 2 Review the session obJectives, activIties and tlmeframe 

OH TOT 1 3 

3 Review Background of NGOs 

• Use NGO data sheet to review population served, current 
program activities, expenence In family planning and reason for 
attending workshop 

• DIVide participants Into small groups and based on data sheets 
have them score NGOs on knowledge of FP (high, medium, low), 
attitudes towards family planning (pOSitive, negative) and potential 
benefits to NGO through Integration 

• Collate all responses to provide a final picture of training needs 

4 Define MIni-Workshop Objectives 

• As the NGO Mini-Workshop IS an abndged version of the 
Integration Workshop, the trainer should help participants to 
determine the obJectlve(s) that can be realistically reached given 
the time allotted background and needs of the participants 

• Give an example of a mIni workshop objectIve If the 
particIpants need assistance In constructing an objective 

5 Defining Content Areas 

• Review the key pOInts presented In the beginnIng of each of the 
SIX steps In the Handbook and have partIcipants deCide on 
whIch are appropriate to Include In the Mini-Workshop 
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Session2: Deciding Whether 
to Integrate 

Session Ob,ectlves 

To Increase knowledge about organizational capacity and 
community needs for family planning 

2 To gather an understanding of potential community resources to 
assist In designing and Implementing a family planning program 

Session GUide 

TopIC Format Timing 

1 Session Overview Plenary 5 Minutes 

2 Presentation of Case Plenary 30 Minutes 

3 MapPing Small Group Exercise 1 30 Minutes 
Communrty Resources 

4 Preparation of Brief Group ExerCise 60 Minutes 

5 Presentation to Board Small Group Exercise 2 60 Minutes 

6 Debriefing Small Group 30 Minutes 

Total TIme 3 hours 
35 minutes 

Matenals Required 

• Katlwa Case Study 

• Exercise 1 Mapping Community Resources 

• Exercise 2 Presentation to Board 

• OHTOT21 
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Tramer's Notes 

UStng the case exercise and simulated board presentation the 
focus should be on helptng participants to consolidate their 
understandtng of the organtzatlonallssues, communIty needs 
and communtty resources 

OH TOT 2 1 1 Session Overview 

• Review objectives of the session and planned activities 

2 Presentation of Case 

• Hand out the case study, Katlwa, and allow time for silent reading 

• Review content community served, community and 
organIZational resources 

3 Mapping Commumty Resources 

• Introduce the mapping exercise and explaIn that the It relates to 
the community descnbed In the Kahwa case study 

- Have particIpants work In pairs to fill out the worksheet 

- Review In small group sessions 

4 Preparation of Bnef 

• Break Into small groups, Ideally of not more than SIX members 
Each group of SIX should then break Into pairs to begin 
preparation for the presentation to the board Allow 40 minutes for 
this assIgnment and then choose one paIr to actually make the 
presentation The objective of this presentatIon IS to 

Convince the management team that your organIzatIon 
should conSider Integration 

2 ObtaIn their support for a further Investigation of the need for 
such a program among your constituents and the 
operational feaSibility of adding famIly planning to your 
organization's current program portfolio 
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5 Presentation to the Board 

• The trainer should select one pair In each group to present 
the bnef to the Board exhorting them to consider adding FP 
to their current portfolio All other participants Will be Board 
Members, with one elected as Chairperson Other possible 
roles Include school director, politICIan, land owner, banker 
The Board WIll be responsIble for asking pOInted questIons 
whIch requIre the presenters to defend theIr POSition and 
ensure that they have taken Into consideratIon all aspects 
community needs, organizational capacity and local 
conditions 

6 Debneflng 

• Lead a discussion about the Board Presentation by asking the 
group the follOWIng questions 

- Old the presenters make It clear what decIsion they 
wanted the Board to make2 

- Old the presenters present a convincIng case to support 
theIr posltlon2 

- Were the presenters able to bUild on their case when 
questions were asked by the Board2 

- Were the Board's questIons appropnate2 

- Were there questions that the Directors should have asked 
but did not2 

- Did the Board honestly keep the Interests of the organiza­
tion In mind when asking questlons2 

- What things were said by presenters that really engaged 
the Interest and commitment of the Board2 

99 

raining of 

Trainers 
orksho 

xtended VerSlo 



raining of 

Trainers 
Worksho . -. • 

Kahwa 

Katlwa IS an NGO whose miSSion IS to support the Improvement In 
the lives of rural communities In one of the poorest areas In the 
country, the District of Marangwanda Marangwanda has a total 
population of approximately, 80,000 people, of which about 17,600 
(22%) are women of reproductive age (WRA) and 50% are of the 
Muslim faith Katlwa started work In Marangwanda 5 years ago, 
following a severe 5-year drought dunng which the population of 
the Dlstnct capital grew from 20,000 to more than 35,000 due to the 
urban migration of subsistence farmers and their families In search of 
water and work In rural areas In the Northern part of the Dlstnct, 
Katlwa provides support to small-scale farmers In the form of loans 
to buy seeds, fertilizer and technical advice In the Dlstnct capital, 
Katlwa has more recently started an evening literacy program for 
rural women who have migrated to the town with their families The 
population of the Northern part of the Dlstnct which Katlwa sup­
ports IS 15,000, with families hVlng m widely-scattered households 
The Dlstnct capital has a lively market on Saturdays, to which the 
rural farmers and their families bnng their produce each week to sell 
to the women vendors 

Health Indicators show that Marangwanda Dlstnct IS lagging be­
hind the progress made In other parts of the country The average 
number of surviving children per family IS over 7, with one In five 
children dYing before the age of 5 In the country as a whole, the 
contraceptive prevalence rate has reached almost 25%, In 
Marangwanda It IS estimated at less than 10% 

The north part of the District has no health center and people have 
to travel to either the hospital In the Dlstnct capital (ca 30kms) or 
to a miSSion cliniC Just over the Dlstnct border (ca 10kms), where 
there are 2 nurse/midwives The Marangwanda Dlstnct Hospital 
proVides family planning services on one afternoon In mid-week, the 
two nurses at the mission cliniC are trained to proVide family plan­
ning but are qUite busy proViding their clinic-based services and 
outreach Immunizations There are a number of pnvate doctors 
practicing In the Dlstnct capital 

Katlwa employs a full-time Director two program officers, each 
responsible for one program area, and an administrative officer at 
ItS office In the District capital Also working out of thiS office are 6 
agricultural field officers who travel to the northern communities, 
uSing motorbikes proVided by a Dutch NGO, to meet with the farm­
ers to distribute seeds and fertilizer, and to give adVice The literacy 
program was the Idea of a retired teacher In the Dlstnct capital 
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(now the literacy program officer), and she has found 3 volunteer 
teachers to provide the evenIng classes In exchange for a small 
honoranum Katiwa has a Board of Directors, consistIng of local 
bUSIness people and one or two large scale farmers 

ApproxImately 250 kms away In the country's capital are the head­
quarters of the Mimstry of Health and the Planned Parenthood 
Association, who are working In close collaboratIon to support Im­
provements and coverage of famIly planmng and reproductive 
health servIces In the country The PP A has developed IEC materrals 
which It IS Willing to prOVide to national orgamzatlons working In 
famIly planmng The PPA also proVIdes gUidance and adVice on FP 
lOgiStiCS and record systems development to ensure that these 
comply WIth national standards The Mlmstry of Health (through Its 
Dlstnct offIces) proVides MCH/FP traIning to clinIcal and communlty­
based family planmng workers so long as travel and per diem costs 
are reImbursed, and contraceptIve supphes free of charge UNFPA 
has Just inItIated an NGO grant program to support health and 
family planmng efforts for underserved populations 
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Exercise 1- Mapping Family 
- Planning Community 

Resources 

D,rect,ons 

Use the Information In the case example to develop a "map" of 
eXisting family planmng commumty services Include the following 
resources and information 

Organizations offenng services, such as IEC, counseling, 
contraceptive services 

2 Organtzatlons offenng referral services 

3 Organtzatlons providing training In family planning 

4 Organtzatlons providing techntcal assistance In family 
planning 

5 Organizations providing financial support for family 
planntng activities 

6 Sources of IEC matenals 

7 Sources of contraceptive supplies and 

8 Location/Distance of each, I e walklng/motonng distance 
from the communtty 
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Worksheet Mapping Existing Family Plannmg Services 

This worksheet IS Intended to help you Identify the FP and related 
services that are currently available In Marangwanda Once It IS 
completed, the worksheet may reveal gaps In services WhiCh, when 
compared with community needs, Will assist you to define the gaps 
that Katlwa might fill 

Directions Place the name of the resource organlZaflon(s) across the top 
row Indicate In the column below the type of support they provide 

Source) 
eg Planned 

Commumty Parenthood 
Resources AssocIatIon 

v 

FPServlces 

Referral 

TrOll1lng 

TechnIcal 
AssIStance 

Rnanaal 
Suppat 

lEe Matenals 
Free At 

CaprtaJ-250 
Kmsaway 

Contraceptive 
SuppfleS 

Other 
Resources 
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Exercise 2 · Presentation to the 
.Management Team: 

Brief for Presenters 

You and your partner are members of the NGO Katlwa which 
selected you to attend the Family Planning Integration Workshop 
Prior to departure for the workshop, the management team re­
quested that you present a summary of workshop proceedings 
upon your return The workshop convinced you that Katlwa should 
explore the POSSibility of Integrating family planning and now you 
plan to present the rationale for Integration In your report to man­
agement 

You know that In order for an Integration strategy to be effective It must 
have the support and commitment of the communtty being served as 
well as the management team of the organlzatton You have prepared 
the following outline to gUide you In prepanng the presentation 

Orgamzatlonal Concerns 

Organizational mission and goals 

2 Public Image 

3 FinanCIal Implications 

Commumty Concerns 

Unmet need for family planning 

2 Local support of communtty leaders religious groups, etc 

3 Service gaps 
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DirectIons 

• Prepare a 10 mInute presentatIon for the management team 
uSing the InformatIon In the Case Study Katlwa to prepare your 
presentation Use your ImagInation on any pOInts that are not 
presented In the case Don't forget. not everybody understands 
the benefits of famIly plannIng 

The objectIve of your presentatIon IS two fold 

To convInce the management team that your organrzatlon 
should consider IntegratIon 

2 To obtaIn theIr support for a further Investigation of the need for 
such a program among your constItuents and the operatronal 
feasIbility of adding famIly planning to your organIzation's current 
program portfolio 

Be prepared to answer questIons from the management team 
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Session 3. Selecting a 
• Strategy 

Session Ob,echves 

To select and defend an appropriate service delivery strategy 

2 To demonstrate skillin defining and explaining objectives and 
Indicators 

Session Guide 

TopIC Format Timing 

1 Session Overview Plenary 5 Minutes 

2 Case Bnef Service Plenary Bnef 20 Minutes 
Dehvery Models Exercise 3 60 Minutes 

3 Presentation Plenary 60 Minutes 

4 Prepanng Objectives Small Group Exercise 4 40 Minutes 
& Indicators 

Total time 3 hours 
5 minutes 

Preparation 

• ExerCise 3 Selecting a Strategy 

• Exercise 4 Prepanng Objectives & Indicators 

• OHTOT31 
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OH TOT 31 

Tramer's Notes 

The purpose of this session IS to review the 3 types of CBD programs 
to help participants choose a strategy that IS appropnate for the 
needs of the organization, the clients and the community They 
should learn how to Justify their selection The second part will 
make them think about mOnltonng and evaluation 

1 Session Overview 

• Review objectives of the session and planned activities 

2 Case Brief Service Dehvery Models 

• Introduce Exercise 3 and have the group review the 3 types 
of CBD programs 

• Break Into small groups and review the directions for the 
exercise 

• Clanfy any outstanding Issues 

3 Presentation 

• Have groups present their strategies In plenary session and 
allow time for questions 

• You may choose to use the framework on page 107 to help 
you summarize the group presentations Copy the framework 
onto a white board and record the group's responses 

4 Preparing Oblectlves & Indicators 

• In their small groups the partiCipants should review Exercise 4 

- Review the definition of objectives and Indicators and 
remind them that their objectives and Indicators should 
relate to the strategy chosen In Exercise 3 
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Kahwa Case 

Framework for SummarizIng Strategy Selection PresentatIons 

Factor Group A Group B 

Area of Focus 

Total WRA 

Program Target 

Service Delivery Model 

Clients Per Worker 

Supervision by 

Referral to 

IEC Supphes from 

Contraceptives from 

Other 
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Exercise3. Preparing a 
• Strategy 

The management team of Katlwa has given permission for an Inte­
gration strategy to be prepared The two staff members assigned 
responsibility for the task have reviewed the community needs 
mapped family planning resources available to them and analyzed 
their organization's resources They prepared the following list of 
characteristics of a high quality, sustainable program to keep In 
mind as they conSider the various service delivery models 

1 Choice of family planning methods supply and storage, referral 

2 Information and client counseling 

3 Staff technically competent 

4 Attitudes of family planning proViders and Interpersonal skills 

5 Mechanisms to encourage continuity follow-up, schedule return 
VISitS posItive relationship With prOVider 

6 Appropriate services location, day/hours of operation, privacy, 
variety, physical faCIlities 

They also made a list of options for family planning services that 
seemed feaSible for theIr organization These Included 

• Type 1 CBD Community Based Agent 

• Type 2 CBD Community Based Depot Holder 

• Type 3 CBD Community Based Retail Distribution 
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Review the Information sheet on Katlwa and decide what strategy 
would be most appropriate for the communities they serve Prepare 
a description of the strategy, Include the follOWIng Information 

Target group (characteristIcs and number to be served) 

2 Type of service delivery strategy recommended If CBD strategy 
IS selected, prOVide InformatIon about selectIon process and 
number of CBDs/depot holders needed to serve the community 

3 Supervisory arrangements 

4 Referral arrangements 

5 TraIning needs 

6 Supply arrangements 

Prepare a description of the strategy for presentation to your small 
group Be prepared to defend your strategy 
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Exercise 4 · Preparing Obiectives 
• and Indicators 

DirectIons 

Prepare objectives and Indicators for the family planning service 
dehvery strategy selected In Exercise 3 

Objectives 

Indicators 

Remember objectives descnbe the desired situa­
tion at the end of the project penod Objectives 
are SMART specific, measurable, attainable, 
realistiC and time bound 

Measures used to Identify whether the Intended 
changes are happening Remember, Indicators 
are measurable, observable and easy to collect 
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Session 4 · Forecasting 
• Contraceptive 

Supply Needs 

Session Ob,ectlves 

To demonstrate an ability to forecast contraceptive supply needs 

Session GUide 

TopIC Format Timing 

1 Session Overview Plenary 5 minutes 

2 Calculating Plenary 30 minutes 
Contraceptive Supply Case Exercise 5 In Pairs 15 minutes 

Total time 50 minutes 

Preparation 

• Exercise 5 Calculating Contraceptive Supply Requirements 

• OHTOT41 

113 

raining of 

Trainers 
orksho 

Extended VersJo 



raining ot 

Trainers 
Worksho 

•• • 

Tramer's GUide 

This session revIews one of the most strOlghtforward concepts -
ensuring adequate supply The participants will calculate supply for 
the service delivery strategy chosen for Katlwa 

OH TOT 4 1 1 Session Overview 

• Review objectives of the session and planned activities 

2 Calculating Contraceptive Supply 

• Review the methods used to calculate the appropnate supply of 
contraceptives for one year, two years and three years 

• Introduce Case ExerCise 5 Calculating Contraceptive Supply 
ReqUirements, have the participants work In pairs to fill out 
the worksheet 

- ReView In plenary session 
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Supply Requirements 

Give the total number of potential clients In 
the area of your program 

2 Estimate the number of people that will be 
served by your program 

3 Estimate how many chents (point 2) Will use 
each of the contraceptive methods offered 
by your program 

The method mix for your area Indicates that 25% of the 
women Will accept pills and 20% of the men Will take 
condoms 

Pills 

Condoms 

4 Calculate the total number of each type of contraceptive to 
be used dUring the life of your project 

Multiply the number of clients for each of the above methods 
by the quantity of contraceptives needed to provide 
protection for the chosen period 

Pills Number of users X number of 
packets needed for one year 

Condoms Number of uses X number 
of packets needed for one year 
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SessionS: 

Session ObJectives 

Resource 
Analysis 

To demonstrate an understanding of "what" resources are 
needed to effectively Implement a FP strategy and "where" to 
find them 

Session GUide 

Topic Format Timing 

1 Session Overview Plenary 5 Minutes 

2 Resources Needed Plenary 20 Minutes 

3 Potential Resources Plenary 20 Minutes 
Optional Guest Presenter 60 Minutes 

TotalTime 45 minutes 
Optional Total 1 hour 

45 minutes 

Matenals Required 

• OHTOT51 

• Optional Local Expert on FP Resources 
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Tramer's Notes 

In this seSSion, you will review the "where can /" or "how do /" of 
projects Allow enough time for diScussIon to bUIld or alternatIvely 
brtng In 'experts' or 'consultants' who can provide additIonal 
mformatlon about resource avaIlability 

1 Session Overview 

• Review objectives of the session and planned activities 

2 Resources Needed 

• Ask for suggestions as to the type of resources required to 
Implement a feasible strategy (Examples Include staff, 
finance, tralnrng, lEe materials) 

3 Potential Resources 

• Review where assistance In obtalnrng these resources can 
be found In the organrzatlon, communrty and extended 
communrty Alternatively, It may be helpful at thiS pOint to 
bring In local resources, e g FP support groups, funding 
sources, to discuss ways of uSing resources 
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Session 6. Designing a 
• Workshop: Part Two 

SessIon Ob,edlves 

To review the steps Involved In designing a Workshop 

SessIon GUIde 

TopIC Format TImIng 

1 Session Overview Plenary 5 Minutes 

2 Workshop DesIgn Plenary 40 Minutes 
Session Sequencing & 
TimIng 

3 AssIgnIng TraIner Roles Plenary 20 Minutes 

4 Defining Preparatory Plenary 30 Minutes 
Assignments 

5 Preparation Paired ActIVIty 4 Hours 

Total tIme 
5 Hours 35 MInutes 

Preparatron 

• Word Processor 

• Copy Machine 

• Distribute Trainer's GUide 
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Tramer's Notes 

In thIs sessIon, all detaIls regarding the program, logIstIcal and 
admInistrative details and trainee responsibilities should be Ironed 
out leaving time for particIpants to practIce their teachmg ses­
sIons before the Workshop begins The objectIve of this sessIon 
should be to develop on effectIve program schedule that meets 
the time limits and objectIVes stated In session one 

1 Session Overview 

• Review objectives of the session and planned activities 

2 Workshop Design Session Sequencing & Timing 

• Participants should refer to the content teaching areas chosen In 
session one and list them on the white board In the order they feel 
they should be presented With an understanding of the total time 
available for the Mini-Workshop, each session should be assigned 
a time limit The combined time for all sessions should not 
exceed the total workshop time available Be sure time IS 
Included for discussion and tea breaks 

3 Asslgmng Trainer Roles 

• Participants should volunteer to research and teach each of the 
sessions Depending on the number of trainees participating, thiS 
can be done In teams of teachers 

4 Defining Preparatory Assignments 

• Those who are not teaching should be assigned administrative 
functions, e g drafting program schedule copYing worksheets, 
designing a Mini-Workshop evaluation form and ensunng that all 
matenals are ready for distnbutlon 

5 Preparation 

• The remaining time IS for executing all administrative Jobs In 
preparation for the Mini-Workshop prepanng session 
objectives and content material 

120 



Session7. Pre-Works~op 
• Status Review 

Session ObJedlves 

To practice presentation skills 

2 To further knowledge of working as a team to prepare a 
workshop 

Session GUide 

TopIC Format Timing 

1 Session Overview Plenary 5 MInutes 

2 PresentatIon SkIlls Plenary 20 MInutes 

3 Status Report Group PartIcIpation 40 MInutes 

Total tIme 65 MInutes 
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Tramer's Notes 

This IS the only tIme style of teaching and tIPS on speaking wIll be 
revIewed As some participants may be anXIOUS, allow tIme for 
questIons and d,scuss,on Help particIpants review what tasks 
remain, ensure responsIbIlity IS assIgned and see If adjustments are 
needed 

1 Session Overview 

• Review objectives of the session and planned activities 

2 Presentation Skills 

• A short review of the Important speaking tiPS to Improve the 
effectiveness of the presentation should be made 

- Explain the Importance of making eye contact, speaking 
loudly and clearly, avoIding monotones, and maintaining 
good posture Stress the Importance and proper usage of 
supportive matenal, e g white boards, flip charts, 
overheads, to make pOints TIps Do not stand In front of 
matenal, writing should be legible, message should be short, 
uSing key words only, lists should use parallel construction, Ie 
begin all with verbs or nouns but do not mix In a brain­
stormIng fashion review types of presentation styles diSCUS­
Sions, lectures, group work, exerCises, brainstorming, case 
studies worksheets and videos etc 

3 Status Report 

• Participants should report back on theIr accomplishments, 
tasks remaining and whether they require any assistance 

- ReaSSign participants as needed to complete last minute 
tasks 

• ReView session objectives and content wIth each teaching 
team 
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Session 8 · Practi~e 
• Teaching 

Session Obledlves 

To use feedback to Improve use of content and style of 
presentation 

SessIon GUide 

TopIC Format Tlmmg 

1 Session Overview Plenary 5 Minutes 

2 Practice Teaching Small Group Activity 3 Hours 

Total time 
3 Hours 5 Minutes 

Preparation 

• Overhead Projector 

• White Board 

• Video Camera (optional) 
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Tramer's Notes 

ThIS IS the tIme to assIst participants to Improve theIr speaking and 
presentation skills before the Workshop The facilitator should set 
up the session so that all receive feedback and have a second 
chance to present after feedback IS gIVen 

1 Session Overview 

• Provide overview of session 

2 Practice Teaching 

• Participants should practice their presentation In front of facIlitators, 
other trainees, and (If available) a video camera and be 
cntlqued as to style and content Do not force people to be 
video taped but suggest It IS helpful to receive feedback either 
through watching the video or listening to fellow 
participants A sample schedule can be found on page 16 

Mini NGO Workshop 

Sessions 1-15 of the NGO Mini-Workshop mImiC the sessIons de­
sCribed In the Integration Workshop but should be revised as 
necessary to fIt the needs of the trainers and partICipants EXisting 
supporting documents e g agenda OHs, worksheets, evaluation 
forms should also be reViewed and adapted 
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Session 9. Evaluation 
• (Follows Mini-Workshop) 

Session Ob,echves 

1 

2 

3 

4 

To determIne the effectIveness of the TOT and MinI-IntegratIon 
Workshop 

Session GUide 

TopIC Format Timing 

Session Overview Plenary 5 minutes 

TOT Evaluation Participant Wntten 10 minutes 
Response/DIscussion 

Mini-Workshop Plenary DIScussion 30 minutes 
Evaluation 

Farewell Plenary 5 minutes 

Total time 50 minutes 

Matenals Required 

• TOT EvaluatIon Form-Annex 5c 

• Mini-Workshop Evaluation Form (to be developed by traIners) 
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Tramer's Notes 

This IS the time for cntlcal diScussion of the TOT workshop, the pro­
cess of deslgnmg and Implementmg a Workshop, reactions to 
NGO evaluatIons, and how to Improve the Workshops 

1 Session overview 

• Provide overview of session 

2 TOT Workshop 

• Dlstrrbute evaluation forms (sample can be found In Annex 
5c) and allow time for completion 

• Lead a discussion about strengths and weaknesses of the TOT 
Workshop as preparation for planning and conducting one's own 
workshop 

3 MIni-Workshop Evaluation 

• Review MinI-Workshop participants' evaluations 

• Allow participants time to discuss their feelings regarding the 
expenence and their effectiveness as workshop designers and 
trainers 

• Close the workshop by discussing how participants WIll use their 
new training 

4 Farewell 

• Thank all for their partiCipation 
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Annex 1- Family Planning 
- Integration Workshop 

Data Sheet 

1 PVO/NGOHeadquarterName Contact Person 

Mailing Address 
Telephone 
Fo< 
&nail 

2 CounfryPVO/NGOContact Proposed PVO/NGO Parhapant 
Name 

Deslgnaflon 
Telephone 
Fo< Mailing Address 
&nail 

3 NGO/GovemmentPartner Proposed PartIcipant 
Contact Person 

DeSignahon 
Tel 
Fo< 
Email Adctess 

4 Present program actlvlnes Provide a bnef descnpnon of the program to which you are 
thinking of adding orexpandlngfamilyplannlng services? 

Iffamliy planning IS presently Included to what extent 
lEe __ Referral __ Service ProVISion __ Other __ 

5 Presentchentgroup(s) Esflmated number of people served/accessed 

6 Types and number of present staff Types numbers & activities of volunteers associated With 
present acflVlnes 

7 OtherRelevantlnformaflon 
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Family Planning Integration Workshop Data Sheet (continued] 

8 Please Indicate any special tOPICS you would 
hke dIScussed at the workshop 

Optional Additions 

9 PresentDonorSupport Donor 

AdvOCClD/ 
StrategiC Planning 
Contraceptive Technique Update 

Others 

Activities Amount/Period 
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Annex 2 Participant 
: Introduction Letter 

Given at Registration 

Welcome to the Integration Workshop 

Date 

Dear Delegate, 

We are pleased that you are JOining us for this NGO Integration Workshop 
and hope you have had a pleasant Journey The Workshop Will begin at 
8 30 AM In the main conference room 

By this time you should have received a copy of the Handbook, "Inte­
grating Reproductive Health Into NGO Programs, Volume 1 Family 
Planning" This Handbook Will be the main reference document for the 
Workshop In the pocket of the Handbook you Will find a Workshop 
Agenda and a list of the other participants 

In order to prepare for the first session we would like you to read, Step 1 
Deciding Whether to Integrate FamIly Planning" You may also wish to 
browse through the rest of the Handbook to famillanze yourself With the 
content 

We have Included a pre-Workshop questionnaIre which we would like 
you to complete and bnng to the first session The questIonnaIre Will help 
us to understand your current knowledge about family planning so that 
we can taIlor the course content to meet the needs of the participants 

We look forward to an Interesting Workshop 

The TraInIng Team 
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Annex3- NGO 
- Presentation 

Please limit yourself to five minutes 

Bnefly State 

• Your Name 
• Organization 
• Location 
• Number and Types of Staff 

Descnbe current program actIVIties 

• Number & General Charactenstlcs of Population Served 
• Current Programs 
• Current Program Objective 
• Staff 
• Target Population 

With which specific program have you thought about Integrating 
family plannlng2 
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Annex4a: Pre-Workshop 
Questionnaire For 
Health-focused NGOs 

In order to help us bUild your expenence and concerns Into the 
meeting, please offer your views on the following Issues 

How does family planning contnbute to the reproductive health 
ofwomen2 

2 Comment on the modern family planning methods that you feel 
most comfortable recommending to couples and explain why 

3 Comment on the modern family planning methods that your feel 
most uncomfortable recommending to couples and explain why 

4 At what age do you think one should start uSing any method of 
family plannlng2 Please give reasons for your answer 

5 Please descnbe your views with regard to the age when women 
should begin and complete their families 



6 Please share your experience and views regarding reproductive 
health program for adolescents 

7 Please share your expenence and views regarding male 
Involvement In family planning programs 

134 



Annex 4b. Pre-W?rkshc;>p 
• Questionnaire 

For Non-Health NGOs 

1 What IS Family Plannlng2 

2 LIst the modern family planning methods of which you are 
aware 

3 List at least 3 advantages of family planning 

4 At what age do you think one should start uSing any method of 
family plannlng2 Please give reasons for your answer 

5 At what age do you think a woman should start having 
chlldren 2 Give reasons for your answer 
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6 At what age do you think a woman should stop having 
chlldren2 Give reasons for your answer 

7 What do you consider to be a large famlly2 Please explain your 
answer 

8 How old should the youngest child be for a couple to think of 
having another Chlld2 Give reasons for your response 

9 How do you think your organization can benefit If most of the 
people In the area In which It operates practice family plannlng2 

10 List at least 4 disadvantages of family planning 
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Annex 5 Workshop a: Evaluation 
Questionnaire 

In what ways did the workshop meet your expectatlons2 

2 In what ways dId the workshop fall short of your expectatlons2 

2 How did you fInd the organIzatIon of the workshop2 

3 How did you frnd the presentatIon of the matenals2 

4 Old you like the way you were grouped2 Explain your response 

5 What did you like most about the workshop2 

6 What did you like the least about the workshop2 
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7 How did the workshop Increase your understanding of family 
planntng2 

8 How nas the workshop helped you to plan Integration of Family 
Planning Into your present actlvltles2 

9 To Improve the effectiveness of the workshop, what changes 
would you suggest2 
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AnnexSb: Workshop 
Evaluation 
Questionnaire 

Please rate (using a scale of 1-5 with 1 being low) how well each of the following 
Steps contributed to your understanding and how relevant It was to your 
program 

Step 1 
Step 2 
Step 3 
Step 4 
Step 5 
Step 6 

Increased Understanding of Relevance of Step to future 
the process of Integration program activities 

2 Please rate each Step {using a scale of 1-5, with 1 being low} on the following 
factors 

Step 1 
Step 2 
Step 3 
Step 4 
Step 5 
Step 6 

Time Allotted Sequence of MIX of Teaching 
Content Methods 

3 Please comment on the usefulness of the following 

Pace of 
Teaching 

Handbook ____________________________________________ _ 

Worksheets ___________________________________________ ___ 
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Examples 

Case Study 

Expenence from the Field 

Overheads 

Videos 

Concept paper 

4 Please rate on a scale of 1-5 (1 = low) how helpful the follOWing were 
to your learning 

• Having your Implementing partner With you 

• Having representatives from other organIZations at your table 

5 What did you like most about the workshop2 

6 What did you like least about the workshop2 

7 How Will the workshop help you to plan for or strengthen the 
Integration of family planning Into your present actlvltJes2 

8 To Improve the effectiveness of the workshop, what changes 
would you suggest2 

9 Add general comments or Impressions 
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AnnexSc. Family Planning 
• Integration Workshop 

Week 2-Training of 
Trainers Evaluation 

Please rate how well each of the following components of the TOT contributed 
to your confidence In preparing and teaching a family planning Integration 
workshop 

Review/RevIsion Phase 
a Mapping community resources 
b Presentation to the Board 
c strategy selection 
d Objectives and Indicators 

Program Design and Preparation 
e Designing workshop objectives 

and schedule 
f OrganiZIng training resources 
g Teaching practice 

Training Implementation 
h Practice In training administration 

Teaching 
Evaluation training 

Very 
Well 

Adequate 

2 Please give us your comments on the usefulness of actually designing and 
Implementing a workshop for NGO participants 

3 What did you like most about the TOT2 
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4 What did you lIke least about the TOT2 

5 Do you now feel capable of Implementing a FP IntegratIon 
workshop2 Please give reasons for your answer 

6 What changes would you suggest to Improve the effectIveness of the 
wakshop2 

7 Please add any general comments or Impressions 
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Annex 6. Sample Letter to 
• Panel of Experts 

Dear 

Re Bnefrng for Panel Members 

Panel Date 
Venue 
time 

Dunng the workshop, participants will work through the 6 decIsion steps 
contained In the Handbook, "Integrating Reproductive Health Into NGO 
Programs, Volume 1 Family Planning" On the penultimate day, particI­
pants from each NGO/PVO Will JOintly prepare a concept paper on why 
and how their own organization Intends to Implement an Integrated 
family planning program 

These concept papers will be presented (In written and verbal 
forms) to a panel of experts drawn from development agencies The 
role of these experts will be to provide verbal feedback to particI­
pants from each PVO on the relevance, feasibility, and coherence 
of their Ideas and to make suggestions on what further works would 
need to be carned out before detailed program proposals can be 
developed Please note that the panel of experts are not expected 
to respond as representatives of their particular agency to any 
requests for funding 

There Will be a total of (Insert number) participants at the workshop 
representing (Insert number) different PVOs from (Insert number) 
countnes This Will mean (Insert number) concept papers to be 
presented and reviewed by the Panel of Experts We are hoping to 
have at least 5 panel members which Will mean that each member 
Will be responsible for reviewing 2-3 concept papers 

We anticipate that the program for the panel session Will consist of 
the follOWing 

0900 - 09 15 Welcome and Introductions 
09 15 - 10 15 Verbal Presentations of Concept Papers (6 minutes per PVO) 
10 15 - 1 1 00 Panel Members review Concept Papers/discuss In camera 
11 00 - 1240 Panel Members Feedback (10 minutes per PVO) 
12 40 - 1245 Thanks and Closure 
12 45 Lunch (optional) 
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Annex7a: Family Planning 
Integration 
Workshop 
Prototype Program 

Date 

Day 1 

Oay2 

Time 

AM 

TopIC 

Welcome 

Introductions & Expectations 

Introduction to FP 

Development ImplicatIons of Family Planning 
Programming 

Workshop Objectives & Schedule 

Introduction to Handbook 

NGO Program Introductions 

PM Contraceptive Methods & Messages 

Evemng 

AM 

Introduction to the Teaching Case 

Introduction to the Concept Paper 

Videos on Family Planing Methods, Communlty­
based Dlstnbutlon, & IEC Strategies 

Step 1 DeCIding Whether to Integrate FamIly 
Planning 

Step 2 Selecting a Program Strategy 

PM SustOinablhty 

Step 3 MeasurIng Program Results 

Evemng Videos on Family Planing / Concept Paper Preparation 

PC3vious Pags Blank 
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Date Time TopIc 

Day 3 AM Step 4 IdentifYing Staffing ReqUirements 

PM Step 5 Developing a ContraceptIve 
Supply System 

Evening Preparation of Concept Paper 

Day 4 AM Step 6 Managing the Finances for an Inte-
grated Program 

PM Concept Paper Preparation 

Evening Concept Paper Finalization 

DayS AM Presentation and Review of Concept Papers 

DIscussion and Planning for Next Steps 

Workshop Evaluation & Closure 
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Annex 7b. TOT 
• Workshop 

Date Time TopIc 

Day 1 AM Welcome 

Workshop Objectives 
Designing a Workshop-Part 1 

Deciding Whether to Integrate 
Katlwa Case Study 

Exercise Mapping Community Resources 

PM Preparation Presentation to the Board 
Presentation to Board & Debneflng 

Selecting a Strategy 

Day 2 strategy Presentation 

Prepanng Objectives & Indicators 

Forecasting Contraceptive Supply Needs 

Resource AnalysIs 

PM Designing a Workshop-Part 2 

Preparation of Teaching Objectives & Key POints 

Day 3 AM Status Review 

DIscussion of Teaching Resources, Methods 
Presentation Skills 

PM Practice Teaching 

Day 4-6 Mini-Workshop 

Evaluation & Closing Session 
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Annex 8. Annotated List of Videos 
• and Resources 

GATHER 

A 19 mInute traInIng fIlm from ZImbabwe on Interpersonal 
communicatIons skIlls for famIly plannrng counselors, thIs 
productIon outlines the elements of successful famIly plannIng 
counseling based on the acronym GATHER It also models 
correct behavIor for famIly plannIng counselors 

Produced by the Zimbabwe National Family Planning Council 

JIGGASHA (InquIry) 

A 28 minute documentary from the Tnshal Thana Project In 
Bangladesh It describes the attempt to extend the reach of 
fIeld workers by establishIng communrty meetIngs called 
Jlggashas These meetIngs enable fIeld workers to help others 
make Informed chOIces for famIly plannIng The fIlm explaIns how 
representatives are chosen and traIned and shows reactIon 
form community members 

Produced by A VCom Bangladesh 

Videos may also be obtained from the followIng organrzatlons 

• Local Planned Parenthood AssocIatIons and offIces of the 
Unrted NatIons Population Fund and USAID 

• ASSOCIation for Voluntary and Safe Contraception (AVSC) 
79 Madison Avenue 
New York NY 10016 

• Development through Self-Reliance (African films and Videos) 
9111 GUilford Road # 100 
Columbia MD 21046 

• Family Health InternatIonal 
Research Triangle Park 
North Carolina 27709 
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• John Hopkins Program of International Education In 
Reproductive Health (JHPIEGO) 
Brown's Wharf 
1615 Thames Street 
Baltimore, MD 21231 

• John Hopkins University/Center for Communication Programs 
111 Market Places, SUite 310 
Baltimore, MD 21202-4024 
email mmc@Jhu edu 
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Overheads: Family Planning 
Integration Workshop 

Session 1 Workshop ObJectives 

• To explore strategies for strengthening 
and expanding family planning as part 
of an Integrated package of services 

• To develop a strategy and plan for 
effective Integration of family planning 
services 

M e.hod Frmalr Male 

SurgIcal Tubal Ligation V asectom y 

Hormonal P,li, 
Implants 
In tc(ables 

IntrauteTlnc IIUD, 
De Ices 
B arrll:r DIaphragm Condoms 
Method s Cervical Caps 

Sponec 
Spermlcldes Foam 

I VagInal TablelS 
Jell' 

Pasl COllal M oTnlng A her Pills 

I M ornang after IU Ds 
R L 486 

151 

Session 2 Contraceptive 
Technology Update 

Session Objectives 
• To examine contraceptive options, their 

effectiveness, safety, and appropriate use 

• To explore current contraceptive research 
and Its relevance to program strategy 

• To present counseling procedures as a 
tool for selection, use, and follow-up 

s.-l C-...,...T ..... 'l .. :1.1 

Traditional Methods 
Metbod Female Malt 

Absunence X X 

LaclallooaJ X 
Amenorrhea 
Melhod (LAM) 
Natw"al Family COIIIIUS Inlemiptus COUIIUS 

PlannIng Calender Melhod InlelTUptus 
Basal Body 
Temperature (BBT) 
CervIcal Mucus 
Melhod 
Symplothcnnal 
(BBT + cervIcal 
mucu» 



Counseling 

Counseling IS a VItal though often poorly 
performed part of family planmng that helps 
clients make an Informed choice among 
reproductIVe options 

Counseling is based on 

• Shanng Infonnatlon 
• Establishment of trust and respect 

• Confidentiality and pnvacy 

Client assessment 

The primary purpose of chent 
assessment is to determine 

• that the client IS not pregnant 
• whether any conditions requmng 

precautions eXist for a particular 
method 

• whether there are any speCial problems 
that reqUire further assessment or 
regular follow-up 

2. 

DISCUSS 

• The reproductive goals of the woman or couple 
• Subjective factors Including time costs or any 

pain or dlacomfort the client might experience 

• Acceulblllty and availability of other products 
that may have to be procured to use the method 

• Reversibility 
• Short or long term side effects 
• The need for protection against GTls and STD. 

" 

Skills & Responsibilities 
• Focus on chents needs and charactenstJcs 

• Ask open-ended questions hsten attentively 
and ensure pnvacy 

• FaCilitate diSCUSSion and deciSion making 

• Demonstrate method use 

• Refer to appropnate follow up 

• Understand chents nghts 

• Make chent comfortable 
• ProVide accurate and unbiased Information 

• Counter mISconceptions 

2' 

GATHER 

G Greet client 
A Ask about contraceptive needs 

T Tell and share Infonnatlon 
H Help choose 
E Explain and demonstrate 
R Retum and reinforce 

Phases of Counseling 

• Imtlal counseling Methods are 
descnbed and client IS helped to choose 
a method most appropnate for hlm/her 

• Method speCIfiC counseling Pnor to and 
ImmedIately follOWing service prOVISion, 
includIng Instructions on use and Side 
effects 

• Follow-up counseling dunng the retum 
VISIt use of method, satIsfactIon and 
any problems that may have occurred 
are d,scussed 
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Session 3 Introduction to SAAD 
Case 

Session Objectives 

• To use the SAAD Case Study as an 
interactive learning tool for 
integration strategy development 

• To Introduce the relationship 
between the case study and the SIX 

steps 

Session 4 DeCiding Whether to 
Integrate Family Planning 

Session ObJectives 

31 

• To examIne the opportunities and constraints 
your organization may encounter In the process 
of rntegrating family planning 

• To revIew rnformatlon about your community that 
WIll help you Identify members needs and 
demands for family plannrng servIceS 

• To practIce mapprng existing resources and 
facilitIes as an aid to decision-making 

BENEFITS OF FAMILY PLANNING 

Reduces and prevents maternal and Infant 
morbidity (sickness) and mortality (death) rates 
due to pregnancy and delivery 

• Empowers women by providIng them with 
Increased opportunities for participation in 
educatIonal economic and soclal activities 

Improves general economIc status of rndlvlduals 
the famIly and the community 

CASE REVIEW QUESTIONS 

• What do we know about thiS NGO and Its 
programs? 

• How successful Is the dairy fanning 
program? 

• What problems Is the program facing? 
• What can we say about SAAD s approach? 

DEFINITION OF FAMILY PLANNING 

+ The practice of using traditional or 
modem contraception to enable couples 
and Individuals In the reproductive age 
group to make free Informed decIsions 
about the timing spaCing, and number of 
children deSired, as well as the method of 
contraception used 

OJ 

- AsseSSing Organizational Commitment 

ISSUES TO CONSIDER IF FAMILY PLANNING 
SERVICES ARE TO BE ADDED OR EXPANDED 

• Would the addition (or expansion) of FP 
be compatible with your organization s 
mission and goals? 

• How would FP Impact your organizational 
Image? Would this Image affect people. 
use of family planning services? 

•• 



Assessing Organizational Commitment 
cont'd 

• Is FP a national and/or government 
policy? 

• Would adding/expanding FP services 
Increase the financial strength of your 
organization? 

• Would current funding agencies be 
supportive of the addition/expansion of FP 
services? 

Session 5 Introduction to Evening 
Videos 
Session Objectives 
• To acquire eddltlonallnformatlon about 

contraceptive method options Including how 
they protect against pregnancy their 
effectlveneu, guidelines for use 
contralndicetions and misconceptions 

• To see eump ... of succeuful program strategl .. 
such as community baaed care and clinic services 
Implemented In other developing nations 

• To observe the steps of counseling chents tor FP 

Concept Paper Outline 

I DeSCriptive Title 
Include agency name and location 

II Background 
e) Population Coverage 

" 

b) Charactenstlcs of people currently served 
by the organization 

c) Current program activities 
d) Problem Statement 
e) Justification tor Integration 

CASE REVIEW QUESTIONS 
• What information might the SAAD 

Director have been given that would 
Indicate a need for family planning 
services? 

• What indications of need for health and 
family planning services did the dairy 
farmers express? 

• What can we say about SAAD's 
approach to the concerns of the dairy 
farmers? 

Session 6 Introduction to the 
Concept Paper 

Session Objective 

•• 

• To understand how the concept paper 
guides the organization of the Integration 
strategy 

" 

III Strategy 
a) State Objective list Indicators lind performance 

targets 
b) DescrIbe the approach, Include the target group, 

the service delivery strategy and the refenal 
network Include who will carry out the strategy 
and how they will be supervised 

c) Deacrtbe what organizations you will work with to 
Implement your strategy 

d) DescrIbe how this strategy will fit with the 
organization s current set of programs Consider 
the Impact of adding this strategy onto e.lsting 
systems and procedures for planning, 
monhorlng staffing finance and logistics 

e) State how the program will be monitored 
.~ 



IV SustaJnabihty 

a) Describe the organizlltlon s financial strategy to 
support family planning Integration Include fund­
raising grants and shared costs 

b) Describe how you will continue activities once 
funding Is ended 

•• 

CASE REVIEW QUESTIONS 

• Why were the farmers selected to be 
CBDs? 

• What support did SAAD receive from 
the IPPF? 

• What FP services did the SAAD project 
make available to the community? 

• What was the role of the SAAD board in 
faCilitating the proJect? 

B Counseling for Method Selection 

• Counseling enables clients to decide what action 
Is best for them 

• Counseling assIsts chents to decide If they Wish 
to use a family planning method and which 
method to use 

• Counseling assists continuing users to 
understand and cope with barriers to use such lIS 

fear of slda effects misinformation and rumors 

II Counseling assIsts continuing users to select 
alternative methods or discontinue contraception 
when reproductive goals change 

a Program 
Strategy 

Session Objectives 
• To review the elements of quality of care 

for family planning programs 

• To examine family planning service 
options 

• To review and apply principles of referral 
system design 

• To select a service delivery strategy that 
responds to community needs and meets 
accepted quality standards 

11 

..r 1=1 ... lm ... nm of Family Planning Services 

A Information, Education and 
Communication (IEC) 

• Family planning messages can be offered 
In any venue I e clinics, communities, 
schools, meetings etc 

• Messages can be offered even If no 
contraceptives are provided 

• IEC messages should Identify service 
centers 

__ 7 ~ Pqr..5l1W1J' 
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C Contraceptive Method Services 

• Method services Include support for new 
acceptors and for clients who require re­
supply 

• Facilities and training requirements are 
method specific and range from basic to 
complex 

• Referral networks are required when 
method services are offered 



Type 1" Commumty Based 
Agent 

• Pel'8On MIected from within the community 
• Trained to guide method _lectlon and to 

dlstrlbuta a IImn.d range of contraceptivas 

• Trained to ldenUfy side effects 
• Refers for other methods and for additional 

_Istance 
• Service offerad at a variety of locations homas 

.hops workplacea 
• Unked to facility for auppliea and .upervlaion -,--.... , ISklpl) 

Type 3 Community Based Retail 
Distribution 

• Provides a source of supply/re-supply 
through existing commercial outlets 

• Commercial sales-force trained to screen 
clients and to refer side effects 

• Regular supply maintained through 
commercial distribution systems 

• Typically a wider range of brands and 
price are available 

" 

ELEMENTS OF HIGH QUALITY CARE 

• ChOice of family planning methods 

• Clients given Intormatlon and counseling 

• Staff technically competent 

• Positive Interpersonal relations 

• Support tor continuity ot care 

• Appropriate services 
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Type 2 Community Based Supply 
Depot 

• Provides a source of .... upply In communities 
where ac:ceas Is limited 

• Clients have received counseling and Inltisl 
• supply from trained health worker 
• Ospot holders receive Ilmltad.job specifiC 

training Including method UR side eftecta 
recording and reporting .torage and dl.trlbUtion 

• Referral and _pply linked to health .ystem 
• Re.ults linked to national .tatlatlc:s 

-'--­..... " 

Clinic Based Services 
• Service offered from fixed facilities 
• Range of services offered 
• Part of the referral chain 

• receiving clients from community 
based agents, and 

• sending clients for higher level 
services 

• Permanent professional staff trained In 
IEC, counseling, and provision ot 
contraceptive services 

DeSigning the Referral System 
1 IDENTIFY REFERRAL SITES 
• location of the referral 

• Service achecIule 
• Services offered 
• Coat of methods 
2 FORMALIZE REFERRAL RELATIONSHIPS 
• Formal commitment from clinical raferral points 
• ceca Informed about details of clinical referral 

RrVlces 

• Clinics and ceo worksrs have written detslls of 
the raterral Network to share with clients 

Til 



3 TRAIN STAFF FOR REFERRAL 
RESPONSIBILmES 

• Referral network Information 
• Practice In referral counseling 
• Guidance regarding when to refer 
• Practice In referral 

4 DEVELOP AN INFORMATION SYSTEM 

• Document program SUCCESSES 
• Monitor the referral process 
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Session 8 Sustatnabllity 

Session Objectives 

• To defme what IS meant by "program 
sustamablhty" 

• To explore the factors that contribute 
to the sustamability of an mtegrated 
family plannmg program 

...... L-....... II 

Institutional Factors 

• Strategic Planning 
• Program MOnitoring and Evaluation 
• Marketmg 

• Supply Management 
• Human Resource Management 

" 

5 MONITOR AND ANAL VZE REFERRAL 
INFORMATION 

• Referrals by method/reason 
• Staff referral patterns 
• Referral completion rates 

71l 

Deftnltlon of Sustainablllty 

• Sustamabllltv IS the capacity of a 
program to continue Its actiVities, over 
the long term, despite changes In Its 
environment A sustainable program 
IS able to make plans for the future, 
fulfill those plans, and develop 
diversified sources of Income for Its 
activities so that the program IS not 
threatened by the loss of a Single 
funding source _ .. -

Financial Sustatnablllty Factors 

• User Fees 
• SubSidies 

• DecreaSing the cost of services 
• Increasing cost-efflclency 

• RaiSing funds 

u 



Session 9 Measunng Program Results 

SESSION OBJECTIVES 
• To examine the importance of ob)8Ctives 

indicators and targets in structuring the progrlllm 
• To review how data collection contributes to 

management and .. rvice delivery decisions 

• To examine the ue of a monitonng pian as a 
program management tool 

• To clarify the roles of mon"orlng and evaluation 
in progrlllm nwnagement 

• To axplore ways that NGOs can ensure suc:ceastul 
integration 

OBJECTIVES & TARGETS 
An objective 
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Is a specHlc statement of the work that 
will be carried out 

An objective should specify 
WHO will do 

HOW MUCH 
of WHAT and 

by WHEN 
NOTE Sometimes the UHOW MUCH" Is separlllted 

from the objective and named UfARGET' 

INDICATORS 

• Indicators are measures used to Identify 
whether the Intended changes are 
happening 

• Indicators offer evidence that progress Is 
being made toward achieving the 
objective 

• Indicators do not contain specHlc targets 
An Indicator Is a observable and 
measurable demonstration of 
achievement 

.s 

Case ReView Questions 

Planning for Results 
• Does the SAAO objective meet the criteria 

for a good program objective? 

• What are the Indicators that SAAO has 
chosen? Can you suggest any others? 

• What do you think IPPF means by 
performance targets? 

• What else can the records be used for­
besides helping the ceos to plan their 
work? 

s..., ........ ,...... ...... ..... ' .J 

CHARACTERISTICS OF SMART 
OBJECTIVES 

• Specific 

• Measurable 
• Attainable 
• RealistiC 
• Timebound 

.. 

GUIDANCE FOR SELECTING INDICATORS 

• Select only a few 
• Choose indicators for which data will 

be readily available 
• Choose indicators that are easy for 

staff to understand and use for 
deCision making 

• Keep data collection to a minimum 



Examples of Indicators for monitoring FP 
program achievements 

Quality of service Indicators 
• Percentage Of service delivery sites offering a full 

range Of serYIces 

• Client continuation rates 

Service utilization indicators 
• Number of acceptors new to the service delivery 

site 

• Number Of acceptors new to modem methods of 
family planning 

'7 

Benefits of Evaluation 
Evaluation provides evidence of program 
effects and the relationship between 
inputs and effects 

Evaluation assists the organization to 
adJust the following elements 

• Program focus 
• OrganlZahonal structures needed for program 

support 

• Program size 

•• 

PURPOSE OF PROGRAM MONITORING 

• To Improve programs by Identifying those 
aspects that are working according to plan 
and those that are in need of mid-course 
correction 

• To track changes m the services provided 
and the desired results 

911 

Evaluation 

A formal review of achievements that 
compares actual results with the ongmal 
goals and obJectives of a program 

•• 

Program Monitoring 

A type of evaluation that enables 
managers to routinely observe and 
measure program achvitles to 
determine if they are proceeding as 
scheduled and if they are prodUCing 
the deSired results 

910 

The Evaluation Continuum 

Process Results Impact 

How well did Old the Can change 
the program expected be attributed 
work? change occur? to the 

program? 

s._9- .......... ....,..a.-a... 
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Process Evaluation 

• How well did the program work? 
• What and how many activities were 

Implemented? (Quantitative 
Assessment) 

• How well were they Implemented? 
(Qualitative Assessment) 

til 

Impact Evaluation 

• To what extent can the change be 
attributed to the Intervention? 

• Evaluation follows a theoretical 
model 

• Data Gathered USing 
• an experimental or quasi experimental 

design, or 
• Multilevel longitudinal analysis 

~_9Mc:a~~Rc:.I 91S .... 

A MOnitoring Integration Obstacles to 
integration Within the organization 

• Management Support 
• Contusion over the organization s new role 
• Divided commitment to the new program 

• Staff Acceptance 
• Complaints about workload 
• Poor acceptance of new staff 

." 
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Results Evaluation 

• Old the expected change occur 
• At the program level? (outputs) 

• At the population level? (outcomes) 

Case ReView Questions 
Evaluation 

... 

• Who was Involved In the evaluation, what 
was their Input, and what was their Interest 
In the results? 

• Do you think that IPPF should have shared 
Information about Income among the 
CBDs? 

• If you were IPPF, would you change the 
program and, " so, how? 

". 

Monltormg Integration Obstacles to 
mtegration within the organization 
Cont 

• Program coordination 
• Variations In pay for almllar work 
• Competition for organizatlolllli ruourcu 

tIl 
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MOnltormg Integration External 
Obstacles to mtegratlon 

• Relationship with other agencies 
• Competition or poor coordination with 

other service providers 

• Client relations 
• Clients unable to accept the 

organlZRtlon s role 

GUIDELINES FOR SUCCESSFUL 
INTEGRAnON 

.,, 

• Highlight how the goals and objectives for 
Integration complement the existing 
program 

• Obtain a clear commitment from 
management regarding the financial and 
staff resources that will be required for the 
program 

• Develop agreements between departments 
that will share resources 

• Develop a system for sharing Information 
among departments and programs 

Xuton9 Mc--c Prop.. Neall 
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Session 10 Identlfymg Staff 
ReqUirements 

Session ObJectives 
• To examine the process for determining 

staffing needs for a new family planmng 
program 

• To review the issues involved In designing 
the supervision of a new family planning 
program 

• To explore the steps in determining training 
needs 

,0, 

- Monltormg Integration External 
Obstacles to mtegratlon cont 

• Community relations 
• ActIVe opposition by religious groups or 

community leaders 

• Donor relations 
• Competing Interests of donors 

GUIOEUNES FOR SUCCESSFUL 
INTEGRA nON Cont. 

.20 

• Coordinate program activities with other .. rvIce 
organizations to reduce duplication and Inere_ 
cooperation 

• Provide equal pay for equal Jobs of equivalent 
responsibility 

• Provide staff with clear and written descriptions of 
their responsibilities 

• Maintain the existing supervision structura 
whenever possible 

• Establish mechanisms for communication 
between new and existing staff 

SAADCASE 

• What are the staffing needs that IPPF has 
Identified for the dairy farmer family 
planning program? 

• Why do you think IPPF Included all these 
areas In the proposed CaD training 
program? 

• What Is their training strategy trying to 
achieve? 

,02 



ESTIMATING STAFF REQUIREMENTS 

Step 1 Define the activities thlt are required to 
Implement the progrem 

Step 2 Decide who will carry out these 
activities 

Step 3 

Step 4 

Estimate how much time will be 
required to carry out uch activity 
according to the type of ataff 
Estimate the number of times uch 
activity needs to be carried out (over 
one specified period) 

StepS Eatlmate the total number of staff 
required by Job title 

103 

STEPS IN DETERMINING TRAINING 
NEEDS FOR A NEW PROGRAMME 

• Clearly define responslblhbesltasks for each 
type of worker 

• Define required knowledge and skills to 
perform each task 

• Determine If proposed workers already have 
the reqUired knowledge or skills 

• Identify Gaps = INITIAL TRAINING NEEDS 

SELECTING TYPES OF 
CONTRACEPTIVES NEEDED 
CRITERA 

• Contraceptive methods permitted and 
available 

• Program strategy (CBO/Cllnlc) 
• Staff skills and training 
• Number of potential chents 

,05 

"' 

Uses of a "task list" 

• Defines Jobs - helps to deSign Jobs 
• Helps to determine the number of 

staff required 

• Helps to define training needs 
• Foundation for Job description 
• Helps to determine Job levels and 

salaries 

Session 11 Developing a 
Contraceptive Supply System 
Session Objectives 
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• To prepare a forecast for contraceptive 
supply needs 

• To calculate contraceptive stock 
requirements 

• To review criteria for selecting a reliable 
supplier of contraceptive methods 

• To consider alternative approaches for 
distributing contraceptive supplies 

"' 

Calculating the amount of 
contraceptives required 

• Eatlmate the totel number of potentia' clients 
• Eatlmate the number of people that your progl'llm 

will serve 

• Eatlmate how many of the clients to be served 
will use each of the contl'llC8ptlve methocla 
offered by the program 

• Calculate the totel number of each type of 
contl'llC8plives 
• Number of clients for each method multiplied 

by 
• The quantity needed to provide protection for 

one year 

"' 



Formula for Forecasting Supply 

NewCbent ContlDwng 
Cbent 

PIll Packets 65 13 

Depo-Provera 2 4 
InJecnons 

-- PrOjections for Year 1 
NEWa.IENTS FORMULA STOCKS 

REQUIRED 

Pill alents Packets per New Packets/Cycles 
Year 1 alent 

30% of 1512 = 6.5 2,951 
454 

Depoalents In.JedlOIlS per New InJecUOllS 
Yearl alent 

30% of 672 = 2 -
202 

:)CS_IIDeov~C~IYCSwpplS_ .. "" "' 

Projections for Year 2 

CONTINUING FORMULA TOCKS 

II 

USERS QUI RED 

454 

epo 202 

"' 

Calculating Supply ReqUirements 

TOTAL NEW CUENTS 
3.360 

Total Pill ClIents 45 'li: 
3.360 X 45 % = 

1.51~ 

Total Depo ClIents 20% 
3.360 X 20% = 

672 

'" 

Projections for Year 2 

NEW CLIENTS FORMULA STOCKS 
REQUIRED 

Pills 
40% 605 
Depo 
40% 269 

," 

CASE REVIEW QUESTIONS 

• What specific Information did IPPF require 
In order to calculate the contraceptive 
supply needs? 

• If, at the end of year one, depo-provera 
acceptance Is 30%, what quantity of depo­
provera would be needed In year 2 of the 
project? 

• Do you think the approach selected to 
finance the purchase of contraceptive re­
supplies will be effective? Why? 

"' 



Selecting a Supplier 
Check the reputation of the supplier with 
others 

Ask the following questions 

• Is the supplier reliable? 
• Is the time between ordering and delivery 

within an acceptable range? 

• Does packaging meet standards I e 
adequate seals and appropriate labels? 

• Does the supplier deliver products with 
sufficient time before the expiration date? 

• Is the price acceptable? 
.s-..II ~ c~s."tyS __ 
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A Budget 

1110 

Is a financial plan that details the types 
and amounts of resources needed to 
Implement your program 

A Budget 
• provides potential donors with 

Information about what Is needed 
• guides spending decisions 
• provides a baseline against which to 

measure actual spending 

FOR EXAMPLE 

12 

• Staff who work on more than one program 
• Transport that Is used for more than one 

program 
• Supplies that are used by more than one 

program 

'24 

i 

/c'f 

Session 12 Managing Finances for an 
Integrated Program 

Session Objectives 

• To explore Issues Involved In developing 
and monitoring a budget for an Integrated 
program 

• To review key concepts In managing cash 

• To examine why cost-effectiveness 
studies are Important 

'" 

When FP IS being added to an existing 
program 

1) Find out about your donorls constraints 

Check your ·chart of accounts· 

3) Decide how to deal with costs shared by 
several programs 

'" 

IF YOUR NGO OR YOUR DONOR WANTS YOU TO 
ESTIMATE THE COSTS OF EACH PROGRAMME 
THEN YOU HAVE TO 

1 Identify the costs that have to be divided 

2 Determine all the programs that must 
share each cost 

3 Decide how you will divide each cost 
..1!!!.!L among the programs 

"' 



EXAMPLE 1 
• A staff member may spend two days (16 

hours) per week on family planning 
actlvHles and three days (24 hours) per 
week on adult literacy activities The 
standard working week is 40 hours 

• You could divide the total salary cost 
of the staff member as follows 

16140 = 40% to the family p/lrnnlng program 
24140 = 60% to the adult literacy program 

... 

Cost Effectiveness 

To assure quality and excellence, 
you should always try to evaluate 
the success of different strategies 
or service sites Within the program 
It IS also helpful If you compare the 
success of your program With those 
of other organizations 

Ses on 12 M.ulq:q hmnccstor_laqnlal~ 

' .... 

SAADCASE 
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• What costs did the the IPPF Affiliate 
deCide to apportion between the Dairy 
Farmers ceo Program and other IPPF 
programs and how did they decide to 
apportion them? 

• What costs of Implementing the program 
do not appear in the budget? 

• Why do you think they did not Include 
these costs In the budget? 

• How have the costs of contraceptives 
been dealt with In the budget? 

EXAMPLE 2 
You may decide that the costs of renting 
your office space plus the costs of 
electricity at headquarters should be 
diVided across each of your programs 

You could diVide the total costs USing one of the 
follOWing formula 

• The proportion of all staff who work In each 
program 

• The proportion of headquarters staff time spent 
on each program 

To assess cost-effectiveness, the NGO 
must 

• assign costs to the service to be assessed 

• select a quantifiable Indicator as a measure 
of the program s effectiveness 

• calculate the cost per Indicator by dividing 
the total costs of the service by the value 
of the indicator from the program 

Session 13 Concept Paper 
Preparation 

SessIon ObjectIve 
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To formulate a Family Planning 
IntegratIon Strategy whIch 
Incorporates the SIX key components 
of integratIon 

III 



Overheads: Training 
of Trainers 

TOT Workshop Objectives 

• To prepare participants for their role as 
advocates of Integration by reviewing and 
practlcmg the FP Integration Steps 

• To prepare participants to conduct 
mtegratlon workshops through practice in 
workshop design and orgamzatlon, 
teaching methods and evaluation 

" 

(EXAMPLE) 
NGO Mml-Workshop Objective 

To Introduce Ideas and strategies for 
integrating FP Into the eXisting 
programs of NGOs 

IJ 

TOT Session 1 Designing an NGO 
Workshop - Part 1 

• 

• 

To develop an understanding of how 
to design integration workshops that 
meet the content requirements of 
participants 

u 

TOT Session 2 DeCiding Whether to 
Integrate 

To increase knowledge about 
organizational capacity and community 
needs for family planning 

To gather an understanding of 
potential community resources to 
assist in designing and implementing a 
family planning program 

" 



TOT Session 3 Selectmg a Strategy 

• To select and defend an appropriate 
service delivery strategy 

• To demonstrate skillin defining and 
explaining objectives and Indicators 

" 

TOT Session 5 Resource AnalysIs 

To demonstrate an understanding of 
'what resources are needed to 
effectively Implement a family planning 
strategy and "where" to find them 

" 

TOT Session 4 Forecasting 
Contraceptive Supply Needs 

To demonstrate an ability to forecast 
contraceptive supply needs 

" 


