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Introduction

Family planning 1s key to the social and physical health of commu-
nities In developing countnes, women face 38 times the sk of
dying from the complications of pregnancy, childbearnng and
unsafe abortions Children born fewer than 17 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 therr
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 therr pregnancies can make
decisions over other aspects of therr ives They have the chance 1o
take advantage of educational economic and political opportuni-
tes 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 descrnibes more than one-fiith of the developing
world’'s women of reproductive age who do not have access to
modern contfraceptive methods although they have expressed a
desire to Iimit or space therr pregnancies Further evidence of the
existence of unmet need is the 52 mililon women who annually
resort to aborfion many performed under unsafe or unsanitary
conditions ! In developing countnes, over a half milion annually die
of complications of child bearing and child birth The chalienge is to
provide preventive reproductive health services and reach these
women before a crisis occurs

Role of Non Governmental Organizations (NGOs)

It 15 in this context that community based organizations can play a
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

Turnbull Wendy P Endangered U S Aid for Family Planning Overseas issues in
Brief New York Alan Guttmacher Institute 1996



The Reproductive Health integration Intiative recognizes the contn-
bution that established NGOs and PVOs can make toward improv-
ing the demand for, access to and qualty of family planning ser-
vices The Integration Initiative seeks to enable NGOs involved in
other health and development services to respond to the family
planning needs of therr communities by helping them integrate FP
achvities into therr current portfolio and strengthen existing efforts

Background

The Handbook, Integrating Reproductive Health into NGO Pro-
grams, Volume 1 Family Planning was designed 1o help NGOs
intfegrate family planning services into their ongoing program  In six
easy to understand steps, the Handbook guides the user through
the essenhial components of program integration The contents are
based on the assumption that the participating organizations 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 essential aspects of
family planning that ensure successful integration

Volume 1 1s 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
approprnate for its service delivery and client base Once successful
integration of one aspect of RH has been accomplished and the
NGO has demonstrated sustainability, commitment and comfort
with the program, other components of RH can be introduced

Trainer’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-
ines The Annex contains supplementary matenal to assist in orgao-
nizng evaluating or implementing the workshop as well as hard
coples of the overheads The Overheads are also located in the
disk attached to the back cover



Workshop Objectives

The Integration Workshop I1s designed to

Explore strategies for sirengthening 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 1s designed to

Prepare participants for therr role as advocates of integration
by reviewing and practicing the FP integration steps

Prepare parficipants to conduct integration workshops
through practice in workshop design and organization,
teaching methods and evaluation



Part
One:

PRE-WORKSHOP
GUIDANCE
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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 matenals 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 disketie)

Workshop Preparation

1 Data Collection NGOs

Collecting contact information about each participant and gen-
eral Information about the NGO makes i1t easier to

=« Pre-screen the organizations for workshop surtability

« Tailor the workshop to meet specific needs of participating
organizations

« Produce a parficipant 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
st 1s compiled and distributed

2 Selection of NGOs

The Data Collection Sheet assists in the selection of appropnate
NGO:s for the Workshop The Workshop can be adapted to meet the
needs of the participating organizations, however, it 1s important that
a division 1s 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-simplfication and
frustration on both sides The workshop should not be viewed as a
complete guide for mplementing family planning programs, it 1s

o 7
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geared rather for NGOs who have proven success In therr current
achvities, a strong infrastructure and the potential to commit to new
services These cntena help to ensure sustainability 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 mplementing 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 therr 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 1s 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 iImproves 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
Q Develop a list of prospective NGOs from relevant sources

U Send a letter of Inquiry and Data Collection Sheet to
prospective NGOs requesting 2 participants one senior
manager and one program supervisor



U Review Data Collection Sheets and select NGOs based on
cnitena listed above

0 Find a suitable Workshop location

Six Weeks Prior to Workshop

Q Send an invitation letter to the NGO Director and participants
acknowledging therr selection in the Integration Workshop
provide logistical details regarding the Workshop

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

Opening session As designed, guest speakers are used to
cover development implications of Reproductive Health, 1 e,
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 potenhal speakers It 1s always helpful to have a
representatfive from the funding source as a guest erther 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, describing the speaker's topic and
asking for cooperation A personal visit to all speakers once
the trainer 1s 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 1s an important session
and care should be taken to find someone familiar with the
maternal parficularly up to date information Ask for recom-
mendations from research institutes JHPIEGO other technical
consultants and organizations Prepare an outline Isting 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 info the session



Panel of Experts The role of the panel is to provide feedback
to each NGO on the relevance, feasibility and coherence of
therr Concept Paper and to make suggestions on what fur-
ther work needs to be camed out before a detalled program
proposal could be developed Four to five professionals from
a range of development organizations provide the frame-
work for a well-balanced panel Ensure that the panelists
understand they will be representing their organization in a
consultative role and not as funding sources Helpful back-
grounds for panelists include expernience 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
idenfify panel members 1s 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 1s a good iIdea 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 Tramer's Guide Annex 6 and Session

6 ) A folliow-up personal visit prior to the Workshop helps to
answer any remaining questions and builds the panelists'
commitment to the workshop objectives

Four Weeks Prior to Workshop

0 Review meeting room/lodging and dining arrangements for
suitability/arrangement specifications/dietary needs/etc

U Review and fill equipment needs e g overhead projector
video shde projector computer pnnter copier

W Buy/obtain necessary stationery items white boards markers,
fip charts tape wrting pads, pens, additional transparencies

U Ensure someone 1s hired/available to type and copy the
Concept Papers for the Panel of Experts session

(1 Design and order Workshop Banner, if required

O Organize if tme permits and interest suggests a field tnp to a
relevant family planning program

U Organize a welcome reception, If approprate

10



Two Weeks Prior o Workshop

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

0 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 aregistration packet for each participant to include a
welcome letter (See Annex 2) a short biographical sketch about
each of the trainers, the finalized schedule of activities, important
information about the training site, the Handbook and first

reading assignment, the Pre-Workshop gquestionnaire with
instructions for completion and return (See Annex 4a and 4b)

L Decide on inihal seating arrangement and system for
subsequent days

Additional Admirustrative Details for International Programs
Begin Six Weeks Prior to Event

O Send formal participant/NGO invitation letter stating when,
where and by whom the Workshop is run

Q Instruct participants to submit visa applications at least 3 weeks
before the travel date

U Request fight detalls from each participant

Q Arrange logistical and financial arrangements for airine tickets
and expenses (per diem)

U If necessary notfy or request permission from appropriate
agency for travel to and from duty station for each participant

U Create a schedule for arport pickup If applicable

QO Organize housing assignments rooming requests should be
complied with If possible

11



Daily Tasks

O Review sessions & time allotted
O Review matenals

O Review equipment, ensure all is In working order and compatible
with speakers’ matenals, videos, etc

O Ensure correct number of handouts
O Give homework reading assignment

O Confirm logistics coffee breaks, lunch, meeting room set-up etc

Post-Workshop

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

O Prepare Workshop Report
O Send Report to all participants with a Revised Participant List

O Send Report to Execuhive Director of the participating NGOs and

state your avallability if desired, to assist in project design,
Implementation, etc

0 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 1s an intense four and half day
course to be led by two or more trainers If additional iime were available,
exercises which can reinforce or add to the matenal presented are
included in the TOT Workshop Outline Dunng the workshop, the particr-
pants are guided through the six steps strengthened by presentations by
guest speakers and the viewing of reproductive health tfraining videos
Specially designed worksheets are used to reinforce and relate the
learning to actual stuations Shanng of iIdeas and information among the
participants through group work and plenary discussions I1s encouraged
An important component of the workshop intfroduced the first day and
buillt upon 1IN each successive step 1s the development of the concept

12



paper Prepanng the paper essentially a preliminary project strategy s an exercise
designed to help integrate the six steps into an effective program The concept paper
1s completed by parhicipants 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 Day Five

Session 1 Session é Session 10 Session 12 Session 14

Welcome intfroducton to the | Identifying Managing the Presentation to

intfroduction RHIl | Concept Paper Staffing Finances for an Panel of Experts

Workshop Overview Requirements Integrated Program

introduction Session 7 Session 15

Handbook Selecting a Planning the
Program Strategy Next Step/
Closure &

Session 8 Evaluation
Sustainability

Session 2 Session 9 Sesston 11 Session 13

Coniraceptive Measunng Developing A Concept Paper

Technology Program Results Contracephve Preparation

update Supply System

Session 3

Case Review

Infroducton to the

Teaching Case

Session 4

Deciding Whether

to Integrate

Family Pianning

Session 5 Concept Paper | Concept Paper

Famiy Planning™ % €= preparation Finalization

Videos

Pre-TOT Workshop Preparation

1 Participant Selection

It 1s iImportant for participants to have had the expenence of an
Integration Workshop pnior to therr enrollment in a TOT Workshop
Tranees 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 replicate 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 i1deal

13




number of participants, in this small group onented workshop
should be approximately half the number attending the Integration
Workshop or 10-12 participants

2 NGO Selection

As part of the design of the TOT Workshop an optional mini-NGO
Workshop is Included to provide practicum expenence to newly
trained tramners and to help trainers understand the mportance of
reaching out to potential NGO partners in the community Non-
health focused NGOs with an interest In explonng the potential of
integrating family planning into therr 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 cntena for selection of these NGOs 1s 1den-
tical to that which is isted for Integration Workshop parhicipation (See
page 8) The distinction lies more in the approach to the NGOs than in
the selection cntena NGOs should be informed that the Workshop s
imited in length and scope to cover the exploration phase of deter-
mining whether integrating family planning into therr cumrent program
achvities 1s a feasible option A complete Integration Workshop can-
not be covered in the Imited time penod however, emphasis will be
placed on linking participating NGOs to other resources for framning,
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, aratio of 1 2 (traners participants) 1s most effective

U Contact NGOs at least one month before the scheduled
workshop

U Invite two representatives per NGO based on the same

participant specifications identified for the Integration
Workshop

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

Q Follow-up with NGOs giving exact logistical information re
time location and financial arangements

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
frainers from the TOT Workshop should be assigned a role in con-
tacting the NGOs to offer assistance

14



O Send thank you letters
O Prepare & send Workshop Report along with Final Participant List

O Send Report to Executive Director of NGOs, include listing of

local resources who can assist iIn program design,
implementation, contracephve supply and referral

O Ensure newly frained trainers understand therr responsibility to
contact NGOs to offer assistance

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

Design of Trairung of Trainers (TOT) Workshop

As formulated, this workshop can be a 3 to 6 day session |t 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

Optfion One Limiting the format to a three-day TOT Workshop that
uses 5 exercises surrounding the case study, Katiwa, bullds on the
knowledge and skills gained in the Integration Workshop and
prepares participants to advocate for integration within therr
organizations

TOT Workshop
Day 1 Day 2 Day 3
Session 1 Session 3 Session 6
Deciding Whether to Exercise 3 Prepanng a Review of Teaching
Integrate FP Case Strategy Resources &
Study Intfroduction Exercise 4 Prepanng Presentation Tips
Katwa Objectives & Indicators | Prachce Teaching
Session 2 Session 4 Session 7
Exercise 1 Mapping Exercise 5 Calculating | Evaluation Follow-Up
Community Resources Contfraceptive Supply
Exercise 2 Presentation | Regurements
to the Board Session 5
Resource Analysis

15



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 pracfice 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 therr 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 Minit NGO Integration Workshop

16

Commitment

Session 8
Assessing
Community Needs

Day 1 Day 2 Day 3

TOT Workshop | Exercise 4 Session 7 Mmni NGO Session 9 Session 14
Preparing Objectives | 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 Forcasting Preparation introduchon Reviewing Service Closing
Contraceptve (Part Two) Delivery Models

Session 2 Supply Needs Session 2

Deaiding Whether What s FP? Session 11

fo Integrate FP Exercise 5 Elements of

Case Caleulating Session 3 Quality Care

Study Katiwa Contracephve Contraceptive
Supply Requirements Method Review

Exercise 1&2

Mapping Session 5 Session 4

Community Resource Analysts Review of FP

Resources & Board Services

Presentation

% Session 6 Session 8 Session 5 Session 12 TOT
Designinga Practice Teaching Country FP Strotegy Workshop
Workshop Part Two Overview Development
Session 9
Session 6 Session 13 Evaluation
Determining Objectives &

:;::;:;cs Organization Indicators

Strategy Capactty

Exercise 3 Session 7

Prepaning E:Sse Study

Strategy 0 essing

rganization
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Session] « Workshop

e Introduction

Session Objectives

1 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

by Participants

Topic Format Timing
1 Welcome fo Workshop/ Pienary Presentation 35 minutes
infroduction to Leaders/Guests
2 Developmentimplicahons of FP Plenary Presentation 60minutes
3 Overview of Workshop Plenary Presentation 30 minutes
Objectives and Format
4 Participant infroduction Plenary Presentation 100 minutes

Total 3 hours
45 minutes

Preparation

« Distnibute
- Name tags

- Pre-workshop questionnaires (Trainer's Guide Annex 4)

= Arrange seating assignments

« Confirm speakers’ topics and logistical arrangements

« OHITI

19
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Trainer’s Notes

The following 1s a suggested format for an opening sesston It is intended
to onent parficipants to the role of family pianning in the larger scope of
development, fo present them with an overview of the enfire workshop
and give an opportunity for inthal infroductions The topics and speakers
should be selected to meet the needs of the participants and the pro-
focol requirements of the Workshop Itis particularly important in this
session, where many players will share the floor, to keep a hght sched-
ule to avoid overrun Where possible participants should be called upon
fo self-monitor the use of the hme

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, affiiation androle in
workshop

» Ask participants to siate thername NGO, country and brefly state

therr 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,

- Socialand Economic implications of FP for Families and
Communities

- The importance of FP integration,
- International Trends in Family Planning,

-~ National Trends in Family Planning

20



3 Overview of Workshop Objectives and Format

Review Workshop Objectives

1

2

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

To develop astrategy and plan for effechive integration of
family planning services

Review Workshop Schedule

Bnefly descnbe the Concept Paper Explain the tems for the
paper will be reviewed several fimes dunng the workshop and
should be seen as away to tie all the steps together, building
on the matenal covered each day

Describe the Panel of Experis session and its purpose

Announce that evening video sessions are scheduled

Infroduce Handbook

Point out the case study and explain how it flows through the
book andrelates o each step The SAAD Case 1s an example
of ntegration within the program of a non-health NGO

Point out the field examples that liustrate the matenal covered
in the step The Expenences From the Field are examples of
how health focused NGOs have integrated family planning

Mention there will be assigned evening reading in preparation
for the next day's activities

Draw participants' attention to the Annexes and the
Bibliography

Review the Worksheets and explain therr relationship to the
Steps

Remind participants to hand in therr Pre-Workshop Questionnaires

Explain there is no evaluation or grading of answers The
questionnaires assist in establishing a baseline of
participant knowledge aid in failoring the workshop
emphasis to meet participant needs and together with
the post workshop questionnarre help to evaluate the
effectiveness of the workshop

21
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4 Introduchion of Participants

» Alloweach participant five minutes to present information about
his or her NGO following the presentation format included in
Annex 3

« Allematively an lce-Breaking Exercise can aid ininfroducing the
participants

- Example Give participants alist of questions for interviewing a
2nd participant (Names randomly chosen) Questions should
iInclude both programmatic and personal information to make
it interesting and "break the ice” The interviewer wouid then
relate the information about the interviewee to the rest of the

group

22



. « Contraceptive
SeSSIOHQ « Technology Update

Session Objectives

1 To examine contraceptive options therr effectiveness safety
and appropriate use

2 Toexplore current contraceptive research anditsrelevance to
programstrategy

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

Session Guide

Topic Format Timing

1 SessionOverview Plenary Presentation 5 minutes
2 ReviewContracephve Methods & | PlenaryPresentation 45 minutes

Contrandications
4 Review CurentResearch Plenary Presentation 45 minutes
S Present Counseling Procedures Plenary Presentation 30 minutes
é Summarize Main points Plenary Presentation S minutes
Total ime 2 hours
10 minutes

Preparation
» Analyze the pre-workshop questionnarre to shape the
contraceptive update presentation to meet participants’
needs and knowledge level

Materials Required

« OH21-29 (Addiional OHs on all methods are available from
JHU)

23



OH 21

OH 22-23

Tramner’s Notes

This session presents a great deal of new and sometimes challeng-
ing matenal, particularly for non-health NGO participants, ensure
enough time 1s available Utilizing an outside resource for sesston
fwo 1s most effechive, cntena to consider 1s up-to-date knowledge
about research on confracephves, ther implcations and specific
1ssues surrounding usage in the developing countries To enable
him/her to effectively structure the presentation, collect and pass
on the pre-workshop questionnaire as soon as possible fo 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 bring con-
traceptive samples or supply them yourself Review videos and use
those that will enhance understanding of confraceptive usage
and counseling Leave the parficipants with handouts that sum-
marize the matenal presented and provide sources of information
for addifional publications Prior to session, give OHs to the
speaker and ask him/her fo make a selection of overheads to
support the presentation

1 Review Session Objectives
2 Review Contraceptive Methods
« ldentify 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 comrect

level of the participants)

« Discuss appropriate use of method contrandications, and
effechveness

— Emphasize mportance of personal history, family stuation and
environment and preferences in making contraceptive
choices

» Encourage gquestions and exchange of experience
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

24



4 Present counseling procedures OH 24.29

« Discuss methods and importance of counseling for inthial, method
specific and follow up

5 Review objectives and summarize main points OH 21

Reference Matenals for Contraceptive Technology Update

1 Blumenthal, P D, McIntosh, N Pocket Guide for Family
Planning Service Providers, JHPIEGQO, 1995,

2 Hatcher, et al Contraceptive Technology (Seventeenth
Ediion) Irvington Publishers, Inc , 1998 JHPIEGO,

3 OHJHU/PCS 1995
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Session .« Introduction to
3 e SAAD Case

Session Objectives

1 To use the SAAD Case Study as an interachive 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 30minutes
Total 35 minutes

Materials Required
« Handbook Page 11
« Fip Chart/White Board

« OH31-32
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OH 31

OH 32

Trainers’ Notes

This session 1s designed to establish the SAAD Case Study as the
informative but enjoyable thread that unites the Handbook by
relating the six key concepts to a 'real Ife' situafion To buiid
interest in SAAD and its helpful exercises, be especially enthustastic
in infroducing this iniial SAAD session Allow participants enough
time for a routine of case reading and analyhical discussion to

develop

1 Review Session objectives

2 Introduchon to SAAD

Use this session to intfroduce participants to the NGO, SAAD,
described in the Case and to descnbe how the Case will be
used for learning

Explain that the Case has ‘chapters’ which comrespond 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 Handbonok) and consider their
answers to the questions

When they have read this Chapter, lead a discussion of the
case asking them torespond to each of the queshons 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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Question 1 What do we know about
this NGO and its programs?

information to be covered during discussion
Area of expertise  » Small scale agricultural development

Programs « Darry 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 disinct level
providing training and technical support

Question 2 How successful i1s the dairy farming program?

Information to be covered dunng discussion
Scale « 120 women across 35 villages
Duration « More than 4 years

Only 12 women have defaulted on therr
loans

Loan repayments

Commitment of

dairy farmers « Is high The women participating in the
program are concerned about the
success of therr dairy farming efforts

Question 3 What problems is the program facing?

Information to be covered dunng discussion
» Women find it difficult to continue work when pregnant
»  Cost of new child causes financial problems
=« Access to health care 1s 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 during discussion

Coliaborative style = SAAD sees the darry farmers as important
partners in therr program (The dairy
farmers were asked therr views on how 1o
improve the program)

= SAAD staff iistened to the dary farmers’
concermns and made sure that these were
reported back to therr director
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Session 4 . Deciding Whether to
o Integrate Family

Planning

Session Objectives

1 To examine the opportunities and constraints your crganization
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
1 Session Overview Plenary S5 minutes
2 Defining Family Planning Plenary Discussion 10 minutes
3 Assessing organzationalcommiment | Plenary Introduction 10 minutes
to family planning Activity in NGO Pairs 30 minutes
{(Worksheet 1q)
4 Defining community needs and Pienary Discussion 20 minutes
evaluating local support tor family
plannng
5 ldentifying existing services and Plenary Introduction 30 minutes
resources Activity In NGO Parrs
{(Worksheet 1b)
6 SAAD Case Review Plenary Discussion Exercise 20 minutes
7 Review Session Plenary Presentation 5 minutes

Total Time 2 hours 10
minutes

Materials Required
» Worksheet laand 1b
» Handbook Step 1 Pages 5-18
« OH41-46
«» Handbook pg 18 (Case Study)

« Handbook Annex 1 Using DHS Data To Define Program Objectives
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Trainers’ Notes

This session reviews the internal and external analysis that needs to
be undertaken before a decision to infegrate family planning can
be made It looks at the justification for infegrafion the organiza-
tonal and community strengths and weaknesses and the support
network needed to help establish and sustain an integration com-
ponent The trainer should explore how SAAD gathered the neces-
sary information to make their decision

1 Overview
OH 41 s Review session objectives
OH 42 2 Defining Family Planning

Note The trainer should use his/her judgement as to the necessity
of reviewing this point Participants may be quite knowledgeable
in this area or the topic may have aiready been covered in previous
sessions, making point 2 irelevant

s Askparhicipants for suggestonsre definihion of family planning
Wrnte components on board until concept is defined

- Definifion shouldinclude voluntary, couple based, decision
making and access

OH 43 » Ask forjustifications forintegrating FP into other programs

- List points on board Look for mortality reduction, access to
clients improve opportunihies 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 4-45 3 Assessing organizational commitment to family planning
« Stress first step in adding new services is to be certain of
organization’s desire and capability Review (amplify) 1ssues
related to organizational commitment Using the questions
isted 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 chent health

Organizational image

Consider how image will affect client wilingness to accepf
FP services

Political influences
Consider national and community priorities
Financial implications

Consider funding possibilities

Intfroduce Worksheet 1a 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 onits organization After completion of this activity,
the NGO pairs may be asked whether they wish to share any of
therr conclusions with the group, this is not mandatory Suggest a
more thorough review can take place at therr agency

Worksheet 1a Assessing Organizational Commitment

lllustrative Example

Goals

Organizational Issues Questions to Ask Views
Organizational Mission & | Would FP conform with Yes objective is to
your NGQO's existing mprove health welfare
mission?2 and economic status of

village women

Would FP help your NGO | Indeed as fewer and
to achieve its missions & | betterspaced children
goais will allow time and
energy to be put into
the mcome generating
power of women

4 Defining Community Needs and Evaluating Local Support for
Family Planning

Point out need to assess community needs as well as
organization support

Confirm that participants are famiiar with the term “unmet
need for family planning” and are able to give the correct
definifion
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» Ask participants what information would help them
determine if there 1s an unmet need for family planning in therr
communities (See pages 12 and 13 of the Handbook ) Ask
them how they might gather this information

« Ask howthey would determine whetherlocal support is avallable
for family planning inifiatives

5 ldentfying Existing Services and Resources

= Reviewwhy it s important to identify what family planning services
already exist Explain that to estabiish what, where and when
services are missing and where opportunities exist to form service
networks, it 1s important fo 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 1B and explain its relationship to the Concept
Paper Have each NGO parr work separately fo complete this
achvity Parhicipants may wish to review ways in which they can
obtain information to provide a more complete picture of therr
community

OH 46 6 SAAD Case Review

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

~ Lead adiscussion of the participants’ responses to the case

guestions Key points that should come out of the discussion
are given below

Question 1 What information might the SAAD
Director have been given that would
indicate a need for Family Planning services?

information to be covered during discussion

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

- Total fertiity 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 planning)
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Question 1 Confinued

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

-~ Matemal 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 1s used more commonly than the rate

b) information from therr own expenence with ther community
such as

- Community statements about therr 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 STDs

— Poor access to health services, particularly for women

- High incidence of reported maternal deaths durnng
pregnancy and labor

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

Information to be covered dunng discussion

» Access Is currently restricted due to distance to nearest
government health faciity 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
practifioners have high charges
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OH 41

Queston 3 What can we say now about SAAD’s approach to the
concerns of the dairy farmers?

Information to be covered dunng discussion

« SAAD staff are still following up the dairy farmer's concerns
and requests

« Following the SAAD Drrector's meeting with the IPPF affilate
SAAD went back to the dawy farmers to discuss therr findings
and o agree on follow-up achons to be taken

s SAAD asks the dairy farmers to participate in a program - not
Just to be passive recipients of some further assistance

s SAAD has recognized IPPF's expertise and i1s continuing fo
involve them in program decisions and discussions

7

Review objectives and summarnze main points
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Session 5 o Introduction to
« Evening Videos

Session Objectives

1 To acquire addifional information about contraceptive method
optons including how they protect against pregnancy, their
effectiveness, guidelines for use, contraindications 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

Preparation

« Preview Videos (See Annex for Annotated Listing of Videos)
» Check equipment for compatibility with video

Matenals Required

« Handbook Annex 2 Contracepfive Method Chart
» Optional OH 51

= 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 descrnption 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 Show Video

« Remember to check the condition of equipment and its
compatibility with videos on a daily basis

3 Feedback

« Lead adiscussion on the video and its relevance to program
integration
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Session o Introduction to the
o Concept Paper

Session Objectives

1 To understand how the Concept Paper guides the organization
of the integration strategy

Session Guide

Topic Format Timing
1 Session Overview Plenary Presentation Sminutes
2 Introduchon to the Plenary Presentation and | 30 minutes
Concept Paper Discussion
Total 35minutes

Matenals Required

= Concept Paper Outline Traner's Guide Pg 40
= OH61-64

= Handbook Annex 4 Preparning a Project Proposal
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Trainer’s Notes

The concept paper allows the participants fo fransform the theo-
retical knowledge gained in the Workshop into a prachical form It
is important to introduce the outline and expectations for the
paper early in the Workshop so focus is geared toward the final
task Explain that the worksheets, handouts and the Handbook
act as supportive matenal in the preparation of the paper and
that it 1s drafted by the NGO representative and his/her partner
Time should be set aside on the 2nd and 3rd evenings and 4th day
fo begin the thinking and wrnihing process, this will also give par-
ticipants a chance to ask relevant quesfions The ‘Panel of Experts’
session should be presented as an exciting opportunity to receive
feedback on the proposed plans

OH 61 1 Session Objective
2 Introduction to Concept Papers
=« Relate the purpose of the Concept Papers
- To organize and present participant’s ideas about how
ther NGO might integrate Family Planning into its existing

programs

- To summarize the work accomplished by participants
dunng the workshop

- To organize and structure ideas for integration into a
presentation for NGO Boards/staff

OH 6 2-6 4 » Descrnbe the format of Concept Paper

- Review each component with participants Answer ques-
tions to clanfy the purpose of each section and the pro-
duction expectations

» Discuss the process of developing the Concept Paper

- Each Integration “Step” 1s accompanied by worksheets
that will help participants to formulate the elements of
therr Concept Paper
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Parhicipants are encouraged to start on the development
of the Concept Paper after Step 2 1s completed and fo
add to the Paper as each step 1s 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 ther 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 therr ability to be photocopied and
disinbuted

Discuss the presentation of Concept Papers

Panel of Experts

Explamn that participants will be given the opportunity to
present therr 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' ther tme
to give feedback, based on their expenence and skill and
not in therr 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
cnhique the Concept Papers
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Concept Paper Outiine

1]

Descriptive Title Include agency name and location

Background

Q) Population Coverage

b) Characterstics of people currently served by the
organization

c) Current program activities

d) Problem Statement

e) Justification for Integration

Strategy

a) State objective, list indicators and performance targets

b) Descrnibe 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) Describe what organizations you will work with to imple-
ment 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 existing systems
and procedures for planning, monitoring, staffing, fi-
nance and logistics

e) State how the program s to be monitored

Sustainability

al

Describe the organization's financial sirategy to sup-
port FP integration, include fund-raising, grants, shared
costs

Describe how you will continue activities once funding
Is ended
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Session /¢
®

Strategy

Selecting a Program

Session Objectives

]

To review the elements of quality of care for family planning

programs
2 To examine family planning service options
3 Toreview and apply the principles 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 S minutes
2 SAAD Case Review Case Reading and 30 minutes
Group Discussion
3 Family Planning Servicesand | Presentation/Discussion 25minutes
Service Delivery Sirategies
4 Definng Quality CareforFP | Large Group Exercise/ 30 minutes
Services Discussion
5 Refemral System Design Exercise Worksheet 2a 30 minutes
In plenary session
6 Maiching Community Plenary Preseniation 30minutes
Needs and Service Exercise Worksheet 2b
Strategles
7 Summarnze Main Points Plenary 10 minutes

Total Time 2 hours
40 minutes

Materials Required

» Integration Handbook Step 2 Pages 19-38

» Worksheet 2a & 2b

« Or71-713
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OH 71

OH 72

Trainer’s Notes

This session reviews the different family planning services and service
delvery strategies, the elements that make up quality programs
and the importance of designing referral systems Participants
should see these 3 components as an integrated whole service
options should be decided on the basis of organizational capacity
and target population need, incorporate elements which ensure
high quality programs, and include a well-defined referral network
The trainer should emphasize how completion of this step is crifical
to the concept paper preparation

1 Overview
« Review session objectives and session plan
2 SAAD Case Review

« Drrect participants to read the Case Study andreview case
guestions 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 Wrnte
participant comments on the Board and summarize after all
qguestions are discussed

Question 1- Why were farmers selected to be CBDs?

Information to be covered during discussion
« Farmers are known to the community and had high status

« Financialincentive possible
« Farmers are natural ink to the community

» Farmers actually ive 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 o be covered during discussion

« [IPPF staff designed the strategy and shared information
about Family Planning with SAAD staff

« [rained farmers as CBDs

« IPPF staff supervised CBD/farmers at the mobile clinic

« Provided supplies of contraceptives

» [IPPF Mobile clinic served as the first referral point for farmers

» Clinical staff provide reproductive health services

Questfion 3* What FP services did the SAAD
project make available to the community?

Information to be covered during discussion
» Pills and condoms distnbuted at community level
« Referral for clinical services for IUDs, injectables

» Diagnosis and freatment of sexually fransmitted infections

=  Anfe-natal care/immunizations

» Family planning method information and counseling

Question 4- What was the role of the SAAD
Board in faciitating the project?

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 wiling to invest In promoting health

» Strengthened the image of IPPF in the community
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OH 73-75

OH 7 6-79

OH 710

3 Family Planning Services and Service Delivery Strategies

Review the approaches to FP Services and the optimal conditions
for providing these services |EC, Counseling, and method
services

Discuss specific strategies for Clinic based servicest e static clinic
and mobile clinic, and CBD 1e Community Based Agent,
Community Based Supply Depot and Community Based
Retall Distnbution (Social Marketing)

Ask participants to share their experiences in delivenng other
services fo draw out the need for skilled manpower,
organizational commitment, source of supplies, distnbution
networks and monitoring system when delivenng any
community service

Use chart on page 27 of the Handbook o review
requirements for provision of FP services through CBDs and
clinics Discuss how the final choice of strategy relates to
NGO's ability/capability to meet these standards

4 Defining Quality Care

The table on page 21 of the Handbook descnbes elements of high
qualty FP services In order to bring this out use the following exercise

Ask participants fo picture ther favonte shop, one they often visit

- Have themrespond as to what makes the shop therr 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, fullrange of services,
fnendly informative, competent and competitive, etc

- Ask participants to characterize family planning services
they have expernenced or observed

- Relate the parficipants’ concern for high quality services to
therr plans for providing family planning services

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

- Include a specific discussion of “Informed Choice" as a
critically important element of family planning
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5 Referral System Design

Begin the discussion of referral systems by obtaining the
parficipants’ views on the question—-Why 1s it important to
have an effective referral system?

Discuss different approaches to buillding referral networks
— Refermral to IPPF Government services, other pnvate agencies

- Reference the earlier mapping exercise which included
idenftification of service delivery sites,

— Drrect participants to the Expenence from the Field on

page 31 of the Handbook which describes a referral
network in Nigeria

Review the steps in establishing an effective raferral system

Identification of Referral Sites

Formalize Referral Relationships

Train Staff

Develop an Information System

Monitor and Analyze Referral Information

b whNd —

Drrect 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 ines and arrows ask the following questions

1 Are the referral sites defined for all required services?

2 Wil the referral patterns ensure full service for clients?

3 Have the details been documented and disseminated to

all staffe

Have referral staff been orniented to the program?

5 Have CBDs been trained in referral network e g when to
refere

6 Has arecord system been designed for support and
monitoring of referral system?

FoS

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

Hlustrative Example

Method Referral Site
1 Have you defined the Condoms CBD
referral sites (at least one for
each method offered by your Surgical IPPF Clinic
program)2 Injectables Mobile Clinic
STD Conirol Mobile Clinic
2 Have you documented and Location of site ‘/
disseminated details of the
referralnetwork to all program Transportation options to site v
staff? Hours of service v
Services available v
Cost of services v

6 Selecting a Service Strategy

Point out the ‘Expenence from the Field' on page 331nthe
Handbook descnbing a strategy for providing services in Uganda
Ask parhicipants to assess the Uganda program strategy and
referral arangements

Use the table on page 38 in the Handbook to guide a discussion
onselecting a strategy

Prepare participants to complete Worksheet 2b Parts | & Il To
complete Part | parhicipants should consider each Service Activity
Option for therr NGO and compilete the column “NGO Focus”
with details of the proposed activities if that service 1s one which
the participants feel the NGO can offer

To complete Part ll, participants should consider which service
delvery modelis most appropnate for ther organization and
complete the column “Descnbe NGO Capability" with relevant
detalls about therr proposed approach

The ensuing discussion will allow the participants to learn from the
experniences of others and think more carefully about theirr own
strategy

Alternately you can have them complete worksheet 2b using
the SAAD case information
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Worksheet 2b Framework for Strategy Selection

Hlustrative Example

Part |

Program Element

Service Activity Options

NGO Focus

Reproduchve Health

IEC

Prepare wildlife protection
officers employed by the NGO
to share nahonal family
planning messages in the
communities they serve

Counseling for FP

Service Delivery

Add pills and condoms to the
supplies distnbuted by officers

Part Il Selecting a Service Strategy

Service Delivery Model

Service Standards

Describe NGO Capability

Chinic-Based Services

Manageable distance from
community

Convenient hours of operation

Community-Based Services

Potential Chent population
Availlable

Wildlife protection officers
travel throughout the villages
bordernng 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 parficipants fo review the session objectives and
summarize the main points
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Session 8 * Sustainability

Session Objectives

1 Todefine what s meant by program sustainability

2 Toexplore the factors that contnbute to the sustainability of an
integrated family planning program

Session Guide

Topic Format Timing
1 Session OQverview Plenary Discussion S minutes
2 What Is Sustainability2 Plenary Presentation 10 minutes
3 Review of Factors that Promote Pro- Plenary Presentation 15minutes
gram (and Organzahonal) Sustanabiity | & Discussion
4 Review of Factors Leading to Plenary Presentation 15minutes
Financial Sustamnability & Discussion
5 Session overview Pienary Sminutes

Totaltime 50 minutes

Materials Required

« Handbook Step 2 Page 35 & 36

« OH81-84

= Handbook Annex 3 Basic Principals of Fund-Raising
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Trainers’ Notes

How can an NGO design its program to adapt effectively to the
ever-changing demands of its environment2 This question leads the
participants into a review of how program and financial factors
can contnbute towards building a sustainable program

1 Introduction to Session
OH 81 s Present session objectives
2 What i1s Sustainability?

= Ask parhicipants what they understand by ‘sustainability’
Write key words on ¢ board as they are mentioned (refer to
the sustainability definilion on OH 8 2 for guidance)

OH 82 » Close session by sharing with them the definiion of
sustainability as given in the OH

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

OH83 » 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 therr present program

Institutional Factors

- Strategic Pianning 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 1s regularly
reviewed by managers, decisions made to promote the
achievement of the program objechves, and changesin
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 fo 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 attifudes, to
deliver the program's services s 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 fakes the neces-
sary steps to meet these needs

4 Financial Sustainability

Lead a discussion of the factors affecting financial sustainability

Ask participants for program examples of the following factors

User Fees Client contnbutions towards the cost of services is
the most effective means over the long-term of achieving
financial sustainability But these user fees need to be care-
fully established, infroduced, and monitored to see ther
effect on clent 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 1s unable to coniribute
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 chnic facilities for use by
prnivate 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 Unit Cost of Services By increasing the vol-
ume of chents served a program can reduce the unit cost
of the services provided | e the staff costs and other fixed
costs of the program can be spread over a larger number
of cllents This makes the program more aitractive 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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— 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 matenal on their own

5 Session review
OH 82 » Return to OH 8 2 giving the definiion of sustainability Brefly

remind participants of the factors that promote sustainability
Ask if there are any further questions
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Session ()« Measuring Program
e Results

Session Objectives
1 Toexamine the mportance of objectives, Indicators and targetsin

structunng the program

2 Toreview how data collection contnbutes to management and
service delivery decisions

3 Toexamine the use of a monitonng plan as a program

management tool
4 To clanfy the roles of monitonng and evaluation in program

management
5 Toexplore ways that NGOs can ensure successful integration

Session Guide

Topic Format Timing

1 SessionOverview Plenary Presentation S minutes

2 CaseReview PlanningforResulis | IndividualWork Plenary Discussion 30 minutes

3 Objectives Indicators & Presentation 15minutes

Targets Review/discussHandbook Annex5 &6 15minutes

Optional Exercise Worksheet 3A 30minutes (OP)

4 RecordKeeping ReviewHandbook Annex7 45minutes
Group Exercise Plenary Discussion

5 Monitonng and Evaluation Presentation 25minutes
CaseReview Discussion 20 minutes
OptionalExercise Worksheet3b 30minutes (OP)

6 Managngintegration individual/NGO Exercise Worksheet3c 30minutes

7 Summarize Main Points Plenary Presentation Sminutes

TotalTime 3hours
10 minutes
Optonalexercises
addihional 1 hour

Maternals Required

« Worksheets 3a 3b 3c

« Handbook Step 3 Pages 39-51

« OH91-922

« Handbook Annex 5 lllustrative Indicators

» Handbook Annex é Conversion Factors for Calculating CYP

= Handbook Annex 7 Routine Records for Family Planning Services

55



Trainer’'s Notes

Much of the matenal in this session 1s not unique to family plan-
ning The session assists participants to understand and apply basic
principles of monitoring and evaluation fo family planning pro-
grams Careful review of Handbook Annexes 5 and 6 will assist
framners in preparnng for the session The discussion on record keep-
ing should be used as an opportunity for sharnng systems presently
used by the participants Familianize yourself with the sample
records for CBD and clinic based programs contained in Handbook
Annex 7 before leading this discussion

OH 91 1 Overview
« Present session objectives, descnbe the achivities and timing

2 SAAD Case Review

» Drirect participants to the case study and case review questions
on page 44 of the Handbook

OH 92

« 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 objechive meet the
cntena for a good program objechve?

Information to be covered during discussion

The SAAD objective has the following characternstics
« Statesthe task to be accomplished
« Specifies the scope of the task (who will be served and what
willbe accomplished)
= Provides a timeframe for completion
«  Specifies how results will be measured

Note An objective can be wniten in twoways as a specific compre-
hensive statement which includes all of the above elements or as
two statements When two statements are used, the first 1s a general
description 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 1s quantified in a
separate statement which includes indicators (measures) and
targets (quantity) for documenting results
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Queshtion 2 What are the indicators that SAAD
has chosen? Can you suggest others?

Information to be covered during discussion

= New acceptors, 1 e people who are first ime users of modern

contraceptive methods
» Trained CBDs active in their community

Other possible indicators include
« Continuing acceptors
« Drop out rate
= Acceptors new to the facility (people who have used contraceptives
in the past but who will now receive their supply from this source)

Question 3 What do you think IPPF
means by performance targeis?

information to be covered during discussion

» Number of women expected to receive services from individual
CBDs This number 1s determined by the CBDs after a community
household survey 1s completed

» Addiional Question What will SAAD/IPPF accomplhish by
requesting that the CBDs establish their own performance
targetse

Discussion
« Differences in population size and density among the
communities served by the CBDs make 1t inappropriate to impose
achievement goals by dividing the total population among the
CBDs

« Before a CBD can set a reahstic performance target she must
know the number of potential clients in her catchment area and
become familiar with their needs and interests This 1s an
essential step in providing good community based service

» Performance targets determined by CBDs are likely to be reahstic

» 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 objectives, performance indicators, difference between
indicators and fargets
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OH 95-97

Queshon 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 Setting objectives, selecting indicators and establishing
targets for a FP program

Guided Discussion

Review the definition of objectives and elicit examples of
objectives from the group's expenence

Review the definifion for performance indicators and discuss
guidance for selecting indicators

Make the connection between indicators and data collection
efforts Discuss the importance of keeping indicators smple,
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 therr 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 monitorning quality, service
utilizahon 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 CYP as a
performance measure Refer to Handbook Annex é and use

examples to give participants experience 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 clanfying a
particular strategy Objectives also provide a framework for
completing each subsequent step in preparing their
integration program concepts Participants should be
encouraged to write an objective as a starting point and feel
free to revise It as they consider the additional elements of

the integration strategy

Worksheet 3a Planning to Measure Results

lllustrative Example

Program Objechives

indicators

Source of Data for
Monitoring Progress

1 To increase the use of
modern family planning
methods by 50% among
couples in 25 rural com-
munifies within 3 years

80 farmer/CBDs will
provide FP & ORS ser-
vices and education to
ther communities

Training Records
Program Reports
Summanes of Individual
clentrecords

CBD register

3 360 new acceptors
achieved through CBD
services andreferrals

CBD register
Mobile Clinic Register

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

« Workinsmall groups assign each group (up to 8 people)
responsibility for reviewing the set of records (Handbook
Annex 7) for either the chnic or CBD program and ask them to
answer the following questions

- Can you suggest ways to improve these records?

- Is there a way to incorporate the information on these
records with your existing service records?@
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OH98-915

- How would you go about introducing this set of records
info your organization?

- What problems might you encounter in using these records?

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 1€ more or
less, depending upon therr ongoing program activities

5 Monitoring and Evaluation

Introduce the concepts of monitoring and evaluation Write
“"Monitoring” and “Evaluation™ as the headings of two
columns on the board Ask the group to define and describe
the charactenstics of each Discuss their answers and put on
the board those that are appropriate Summanze by showing
the overheads containing definiions and the comparison
chart

Direct participants’ attention to the Handbook's Monitoring
Plan (pg 45) and the Evaluation Plan (pg 47) Discuss the
benefits of using these tools dunng program planning
achivities Highlight the relationship between the Objective/
Indicators developed to guide the program and the
monitoring plan which builds upon the same Objective and
Indicators Direct them to Worksheet 3b "Preparing a
Monitoring Plan”, ask them to complete this worksheet erther
In the classroom or after class
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Worksheet 3b Preparing a Monitoring Plan

Hlustrative Example

Objective Wnte the objective for your newintegrated program

- Todecrease the number of pregnancies by 50% among
adolescent girls attending schools in the 15 communities in

2years

Indicators List the indicators you will monitor to measure program
success

- Number of teachers delivenng FP information
- Number of new adolescent users by method
- Number of pregnancies among adolescent women

Monitonng Process Descnbe how you will collect information about
progress

- Quarterly monitonng of teacher/nurse teams
- Review of monthly Mobile Clinic reports

Records Descnbe what records you will use to collect monitonng
information

— Mobile Clinic Register
Action Descnbe how you plan to use the monitoring results

— Supervisor reviews reports of achievements with teacher/
nurse feams 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 1: Who was involved in the evaluation, what was
therr input and what was their interest in the resulfs.

information to be covered dunng discussion

« Nurse Midwife prepared the monitonng and evaluation plan,
gathered documentation and established a review process

- . CBDs Discussed documentation, provided clanfication,
discussed obstacles, re-planned work

« IPPF and SAAD Staff Parhicipated in end of project
evaluation and decisions about future direction

« The nurse-midwife and CBDs focused on achievement of
program results and quality 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 CBDs?

Information to be covered dunng discusston

There 1s no correct answer to this queston Parficipants may have
strong feelings on either side of the 1ssue The question Is raised
here to help participants think about 1ssues that may emerge if
ther program provides CBD income which reflects achievement
The trainer should be prepared to discuss participant concerns
Participants’ comments are likely to include

« CBDIincome is a tangible measure 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 IPPE would you
change the program and, if so, how?

Information to be covered dunng discussion

. The IPPF should consider the benefits of adding another
nurse midwife to the mobile clinic service and perhaps
increasing the frequency of clinics

« TheIPPFmay want to intfroduce asliding 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

. Intfroduce 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

llustrative Example

Column 1 Column 2 Column 3 Column 4
liem to Monitor Some Predictable Obstacles Your NGO Actions You Can Take
Obstacles May Encounter to Avoid Obstacles

Internal Factors

Management Confusion over new role |Loyally to Child Survival | Include existing staff
Support divided commitment to |Project in planning sessions/
new program setting objectves
Discomfortin discussing FP
1ssues Provide training In
counseling & service
delivery

Provide supervisory
support
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OH 917-9 22 « Conduct a plenary discussion to review the participants’
efforts and summarize the session using the OH Guidelines for
Successful Integration
7 Summarize main points

OH 91 = Review the session objectives to reinforce the main learning
points
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Sessionl O

o ldentify Staffing
e Requirements

Session Objectives

1 Toexamine the process for determining staffing needs for a new family

planning program

2 Toreview the issues involved in designing the supervision of a new

family planning program

3 Toexplore the stepsin determining training needs

Session Guide

Topic Format Timing

1 Session Overview Plenary Presentation 5 minutes

2 SAAD Case Review Plenary Discussion 20 minutes

3 Estimatng Staff PlenaryPresentation 10 minutes

Reguirements Review of eg on Handbook pg 54 15 minutes

and Worksheet 4a (p 1)

Review of eg on Handbook pg 55 15 mmutes

Parrs activity - Worksheet 4a (p 2) 15 minutes

4 Designing a Plenary Discussion 15 minutes
Supervision System

5 Defining Training Plenary Presentation 15 minutes

Needs Tnad activity -Worksheet 4b 20 minutes

Plenary Review 15 minutes

6 Session Review Plenary S minutes

Total 2 hours 30
minutes

Materials Required

« Worksheet 4a (Pages 1 & 2) and 4b

« OHI101-105

» Handbook Step 4 Pages 53-42
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OH 102

Trainer’s Notes

In session 10, the focus i1s on helping participants to determine
therr staffing needs and understand the difference between
knowledge and skills, and on designing a program that addresses
the training 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 adiscussion of the participant responses to the case
questions Key points that should come out inrelation to each
question are below

Question! What are the staffing needs that IPPF has 1dentified
for the dairy farmer family planning program?

Information to be covered during discussion

Mobile clinic 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 training program? (Alternatively How do you think
IPPF determined the CBD'’s iraining needs?)

Information to be covered dunng discussion

« |PPF developed job descnptions (task list) then probably
identified the knowledge and skills required to carry out
these tasks
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Quesfion 3 What is therr fraining strategy irying 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 therr jobs effectively

« Use knowledgeable and expernenced tramners (IPPF)

« Recognizes need for refresher training OH 103

Estmating 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 4a Estimating Staff Requirements (p 1)

lllustrative Example

Task Staff Category
1 Provide information about FP CBD
2 Meet with users CBD
3 Meet with potential clients CBD
4 Supervise all CBDs Supervisor
» Remnforce concept by reviewing example on page 54 OH 104

Example shows a “task list”" which
1 Defines jobs - helps to design jobs
2 Helps in determination of number of staff required
3  Helpsto define training needs
4  Provides foundation forjob descnption
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 1s 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 - 1 e 125 Of those 125 who may not accept FP at
the first attempt, the CBD 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

J O

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 therr own
experience/judgment to estimate how much time/
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)

lllustrative Example

Staff Category CBD Supervisor

Task Time/Task No Tasks/Yr Total Time/Yr
(a) {b) (c) (d)
Meetwith each CBD bimonthly (80 CBDs) 2 hours/each 480 peryear 960 hours per year
at clinic/community include CBD- CBD
clhent observahon)
Compile summanes of clients coniracep- 2hours/each 12peryear 24 hours peryear
fives ssued and cash received monthly month

Total time required in one year

984 hours peryear

4 Designing Supervision System

« Review purpose of supervision, discuss benefits of using
existing supervisory staff or hinng new ones for the purpose
(refer to pg 56 of the Handbook }

5 Defining Training Needs
» Review why training 1s needed

- (Remind participants of their earlier responses to
the SAAD Case)

« Determining training needs

- Review steps on page 57 of the Handbook for determining
training needs (for a new programy

- Stress the difference between skills (ability to do) and
knowledge

« Ask participants to refer back to therr 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 areference )

69

OH 105




Worksheet 4b Determining Training Needs

lustrative Example

Stafi Category Achvites Requredknowledge RequredSkil
CBDSupervisor Meetwitheach CBD Responsibiiiies of CBD Coaching
monthly
Knowledge of FPmethods | Interpersonal skills
use & side effects
ProblemsfacedbyCBDs | Problem solving skills

Compiie summanes of
clients contraceptives
used and cashreceived

Content of records

Proper recording
procedures

Cash handling
procedures

Accounfing & cross
referencing

Resupply CBDs

Number of
coniraceptives needed

6 Session Review

OH 101

Review session objectives, content, and activities
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Session « Developing a Contraceptive
]. ].. Supply System

Session Objectives
1 Toprepare aforecast for contracepthve supply needs
2 To calculate contraceptive stockrequirements

3 Toreview cntena for selecting areliable supplier of contraceptive
methods

4 To consider altemative approaches for distnbuting contraceptive

supples
Sesston Guide
Topic Format Timing
1 Session Overview Pienary Presentation 5 minutes
2 Forecasting Contraceptive | Plenary Demonsiration 20 minutes
Supply Needs Prachce Session Worksheet SA 45minutes
3 Case Study Review individual Work and Plenary Discussion 30minutes
NGO Exercise SelectingSuppliers 25minutes
4 ldentfying Suppliers NGO Exercise Planning for Disinbution 20minutes
5 Storing and Distnbuting | Worksheet 5B Assessing 30minutes
Contraceptives Requirements for Contraceptive
Supply System
6 Session Review Plenary 5 minutes
Total 3 hours

Materials Required
« Handbook Step 5 Pages 63-76
« Worksheet S5a and 5b
« OHI111-1110

« Handbook Annex 8 Formula for Forecasting Contraceptive
Needs

« Samples of Contraceptives
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OH 112

OH 113

Trainer’s Notes

This session is designed to help parficipants develop an effecfive
process for managing contracepfive supplies to ensure a steady
supply based on an analysis of client need, anficipated method
mix and projections for yearly usage A review of appropriate or-
denng, storage and distnbufion systems will also be covered

1 Overview

« Present the session objectives, outline the planned achvities
and the session imeframe

2 Forecasting Contraceptive Supply Needs
« Special Charactenstics of Contraceptive Supply Systems

- Infroduce the supply system discussion by highlighting the
similarties between providing contraceptive supplies and
supplying other items needed by field workers Ask the
participants to tell you what steps they curmrently follow to
ensure a steady supply of items needed by therr field staff
such as seeds, fertilizer, books, nutntional supplements,
drugs Wnte the list of the steps mentioned by the partici-
pants on the board

- The Iist generated by participants is likely to include the
following the number of field workers receiving supplies,
the rate of consumption per field site, the amount of time
between ordenng and delivenng supplies, the seasonal
varnations of demand, and the shelf life of the item

- Next highlight the differences between supplying contra-
cepthives and supplying most other tems by introducing
the special characternstics of the contraceptive supply
system (See Handbook page 64 for details )

« Forecasting Contraceptive Needs
- Review the steps fo consider when deciding what types of
contfraceptives should be offered (See the list on page 64
of the Handbook )
- Present the steps to follow when forecasting the quantity

of confraceptives 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-
fion and those people may be receiving supplies from
more than one source, It 1s seldom used as a measure of
success of a single program CPR s generally used to moni-
tor prevalence frends 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

s Calculating Supply Requirements

« Drrect the participants to the Example Calculating Supply
Requirements on page 68 of the Handbook Review each of the

4 stepsin 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
forboth new and continuing clients

= Introduce and explain the formulae for forecasting
contracepfive needs given in the Handbook Annex 8

Explain Annex 8 in the following manner Under the
heading “Continuing User" the Annex gives the quantity
required to supply a woman/man for one year Under the
heading “New Acceptor” the amount 1s one half of the
yearly requirement This 1s a planning calculation which
allows for the fact that new clients will seek services
throughout the year
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Review the Stock Requirement Calculation for Year 1 New Pill
Acceptors

1)

2

3)

4

Highlight the following information

45% of all new clients will take pills, thus the total number of pill
acceptorsis 1512 women over three years

The project planners assume that 30% of all new clients who
accept pills will receive services In the first year of the project,
1e,30% of 1512 women or 454 women will receive pills as
ther method of contraception in the first year of the project

Annex 8 contains the formulae to assist participants in
calculating the quantity of pill packets required for 454 women
in the first year

Assist the group to calculate the stocks required forwomen
receiving Depo Provera in the first year of the project using the
information provided in the example List the results on the
board or OH

Calculating Contraceptive Supply for Depo Provera Over Three Years

(Use with information in example on Handbook Page 68)

Depo Clients (New/YearOne) 1010x20% (Projected % of Users) =200
(New/YearTwo) 1348x20% =269
(New/YearThree) 1010x20% =202
Year One Supply |200 (New Clients) x 2 doses (Year One) =
Total Doses for Year One =400
Year Two Supply 1269 (New Clients) x 2 doses (Year One) =538
200 {Conhnuing C)lients x 4 doses =800
Total Doses for Year Two =1338
YearThree Supply | 202 (New Clients) x 2 doses (Year One) =404
200 {Year One) + 269 (Year Two) (Continuing Clients) =1876
Total Doses for Year Three =2280
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« Review the Stock Requirement Calculation for Year 2 New OH 117-118
and Continuing Chents accepting Pills and Depo Provera
(Calculate using the direchions given 1-4 above)

« Infroduce minimum and maximum stock levels and discuss steps
to prevent stock shortages (See pages é8-70 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 OH 119

case questions on page 76 of the Handbook The case
discussion should strengthen participants’ ability to
- Project contraceptive supply requirements

— Select suppliers

- Review the mernts of charging fees for contraceptives

Question 1 What specific information did IPPF require in order to
calculate the contracepfive supply needs?

Information to be covered during discussion

« Since no specific information about this community was
availlable the IPPF used the clinic records for a neighboring !
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 i1s available from the CBDs
After 3 months a pattern should emerge

« The IPPF will share therr projections with the referral clinics to
ensure adequate supplies
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Question 2: If, af the end of year one, Depo-Provera
acceptance 1s 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 onginal 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 1o project the year two demands
The starting point remains the same, 1e 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
chents, 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 2is therefore 806 doses/injections

Question 3: Do you think the approach selected
to finance the purchase of contraceptive
resupphlies will be effective? Why?

Information to be covered dunng discussion

Yes
a) Since the famers are accustomed o handiing money eamed
through the dary cooperative activiies 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 nise

c) Family planning services offered by the farmers are inked
to additional MCH services which are highly prized by
the farmers

No

a) Community members may have extremely imited
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 littie
income to finance resupply
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4 ldentifying Contraceptive Suppliers

Intfroduce the topic by restating the session objective Ask
the group why It 1s important to maintain an uninterrupted
supply of contraceptives Bring out the following points a) @
break Iin 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 1s available

Review and discuss the various sources of supply Ask the
participants to share therr knowledge about sources of
contraceptive supplies in therr area Refer to the “Expenence
from the Field" page 75 of the Handbook and discuss
alternative strategies for ensuning an uninterrupted supply of
contraceptives

Lead a discussion of the cntena for selechng areliable suppher
Ask the participants to contnibute therr iIdeas 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 suppler

5 Storage and Distribution

Review the requirements for contraceptive storage space
and conditions given in the Handbook Descnbe the principle
of “First to Expire First Out” (FEFO) in managing contraceptive
supplies Give out contraceptives and point out labeling
information particularly expiration dates or in the case of
condoms manufactunng dates Emphasize the importance
of monitonng expiration dates and advise them not to
distribute expired contraceptives

Inquire about participant experiences in distnbuting any type
of supply to therr field implementation sites Ask the group 1o
descrnbe the characternstics 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 condritions and cost

Discuss alternatives for distnbuting contraceptive supplies to
field workers/field sites Make a list of distnbution alternatives
that starts with the following distnbution options a) other
NGOs serving the area b} government distnbution systems
c) public transportation
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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 distribution option
by answering the following questions listed on page 74 in the

Handbook

Does the distnbution route serve your area

How often can delivery be made?

Is the capacity of the vehicle sufficient to camy your suppliese
Is the service reliable?

Is the service secure from thefie

Can the commodities be protected from sun, wind and rain?
What is the cost of distnbution, 1 e delivery charges, fuel,
personnele

NO-Ur s WN —

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

6 Session Review

= Review the session objectives and summarnize the main points
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Sessionl 2 . Managing Finances
« for an Integrated Program

Session Objectives

1 To explore issues involved in developing and monitonng 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 Qverview Plenary Presentation 5 minutes

2 Preparnng a Budget for | Pienary Discussion 20 minutes

an Integrated Program | Group Activity (Worksheet 6) 30 minutes

Debnefing/Review 20 minutes

3 Cost Effectiveness Plenary Presentation & 30 minutes
Discussion

4 SAAD Case Review Plenary Review 30 minutes

5 Session Review Pienary 5 minutes

Total 2 hours
20 minutes

Materials Required

Activity Briefing Sheet Malka

Handbook Step 6 Pages 77-84

= Worksheet 6

OH121-1210
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OH 121

OH 122

OH 123

OH 12 4

OH 125-127

Trainers’ Notes

This sesston 1s designed to develop an understanding of the effects
that integration may have on budgeting, and of what 1s meant
by cost-effectiveness, how it 1s measured, and its usefulness in
reviewing program results and assessing the need to adjust imple-
mentation strategies

1 Session Overview

Review session objectives

2 Preparing a Budget for an Integrated Program

Review a definition of a budget and its purpose
(See Handbook pg 78)

Explore budgetary mplications of integration

— Donor Constraints
Ask participants to relate therr 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' Explore how an
NGO's chart of accounts may need to be expanded if FP 1s
integrated New items would probably have to include cost
of contraceptives income denved from contraceptives (if
these are to be sold), IEC matenais purchased

- Shared Cost

Explain what 1s 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

Infroduce and discuss The Case of Malka
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Group Achvity
The Case of Malika

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

1 The development and maintenance of income-generating
activities (IGAs),

2 The gathenng of information about therr legal and civic nghts,

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

Malika has recently decided to integrate family planning activilies
Info its existing IGA program It will frain selected women from the
communities in which it has aiready established 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 supplies of pills and condoms

Malika's existing field officers visit the communities every three
months, using a Malika vehicle and drniver, to check on the IGA pro-
grams In the future, the officers will take on the task of resupplying
the CBDs with confraceptives 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
therr activities and take these back to the Malika Head Office for
collation and analysis At the end of each year, the data will be
summarnized and published in the annual report, which covers the
overall activities and costs of Malika's four different programs

Directions

1 Identfy the cost items that may need to be shared
between programs and record these on the Worksheet 6
in Column 1

2 ldentify across which programs these cost items may have
been apportioned and record these in Column 2

3 Make an inihial deciston as to the basis upon which these
costs will be apportioned across the relevant programs and
record these in Column 3

4 NB Do not fry to complete the final column of the Worksheet
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« Ask parhicipants to divide into pars or inads to complete the
achvity, Worksheet 6 Determining How o Apportion Shared
Program Costs Ask each parr or fnad to suggest one of the
items they have identified where costs will need to be shared
across Malika'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)

lllustrative Example

Cost ltem Programs That | Basis for Calculating Cost
Share Costs Apportionment
Field Officer Salanes IGA Proportion of total working time
Family Planning devoted to family planning
Driver Salary IGA Proporhon of total working time
FP devoted to family planning
{or maybe easier 1o 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/oll) and FP on average on each pro-
mantenance gram or 50% each
Head Office Salary/ All 4 programs Proportion of data analysis
Stahonery Costs for data time devoted to each pro-
collection & anaiysis gram or 25% each

3 Cost effectiveness
OH 128 » Define cost effectiveness

» Review the steps required to assess the cost effectiveness of a
program

OH 129 - Review the examples on pg 83 of the Handbook Ask partici-
pants to point out the difference between the two ex-
amples (1e Example 1 compares the NGO's CBD program
with other CBD 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
comparson 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 1s more or less cost-effective
than another approach or sfrategy

« Remind parhicipants 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 parhicipants to read the Case along with the OH 1210
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 IPPF affilhate decide fo
apporfion beiween the dairy farmers’ CBD program and other
IPPF programs, and how did they decide to apportion them?

information to be discussed during discussion

« Traners/supervisors of CBDs % of staff ime 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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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 CBD program appear too expensive
« Donorrules 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

« Opthonal Discussion You have now completed all chapters of
the "SAAD" story To bring closure to the expernience, you may
want to pause and ask participants to project where they
feel the family planning project will be In 5 years time
Obviously, there are no correct answers but parficipants
should justify therr responses based on 1ssues of institutional
and financial sustainability and community involvement
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Sessionl 3. Concept Paper
e Preparation

Session Objectives

1 Toformulate a Family Planning Integration Strategy which incorporates
the six key components of integration

Session Guide

Topic Format Timing

1 Session Overview Plenary Presentation 5 minutes

2 Review Outine & Concept | Plenary Presentation & 25 minutes
Paper Preparation Discussion

3 Determine Plenary Discussion 10 minutes
Presentation Logistics

4 Wnte/Type Concept Individual Achvity 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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Trainer’s Notes

The trainer should provide a final review of what 1s expected in the
concept paper and facilitate a discussion in which the structure of
the presentation session i1s defined

OH 131 1 Review Outline
» Review purpose of concept paper and outiine
— Stressitis not a proposal or a ‘finished product ' If should reflect
the matenal from the past 4 days, integrating the components
into a “concept" relevant for therr own organization
2 Discuss Presentation Logistics
= Review panel of experts schedule and time imitations
= Parhcipants 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 imited to

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

- Presenting just the content of the concept paper
- Presenting supplementary information to reinforce the concept
- Submitting written papers only

» Agree on options so that a schedule can be prepared

3 Prepare Concept Paper

« Instruct parhicipants to find a comfortable workplace and to return
with ther draft by a specified time Ensure them that you are
available for consultation dunng the working process

« Have allparticipants return to frainers to finalize and type papers
All papers should be photocopied and ready for distnbution to the

panelmembers Be assertive about this or it willbe along night

«  Askif any participants have special requests for therr presentation
overheads white boards etc
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Sessionl 4 « Presentation to Panel
o of Experts

Session Objectives

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

2 To analyze proposals for feasibiiity, relevance and coherence

3 To review suggestions

Session Guide

Topic Format Timing
1 Introductions Plenary Presentation 15minutes
2 Oral Presentations Individual Presentations 60minutes
3 Panel Discuss Panel Discussion 45minutes
"In camera”
4 Feedback Panel Presentation 20minutes
5 Closing Plenary Presentation 10minutes
TotalTime 3hours
40 minutes
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Trainer’s Notes

It 1s helpful fo allow hme 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 char Once introductions
and instructions are completed, the trainer should take an ancil-
lary role and allow the panelists and parficipants to guide the
session

1

Welcome and Introductions
Introduce panel members, participants and frainers

For clanty, give a brief 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 Outiine to familiarze
panelists with the paper’s expectatfions

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

NGO Oral Presentations

Review logistics of presentations with Panel Members Tell them
who will be presenting therr plan verbally and that written forms
of all papers will be provided The paneiists 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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Panelists Meet in Private

Closing Workshop details can be handied while panelists are
secluded or, If desired, in Session 15

Disinbute and collect evaluation sheets, answer any remaining
questions, discuss possible follow-up achvities, such as need for
additional training, fraining of traners or technical assistance for

proposal development
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 ke the trainers to moderate

After the panelists give therr nput, other participants should be
encouraged to add therr comments

The NGO participants should be given time to address the panel for
clanfication or further input

Thanks and Closure

The panelists should be thanked by the trainers and the
participants If desired the panelists may leave therr contact
information to enable contact at a later date If appropnate
the panelists should be invited for tea or lunch
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Sessionl 5: Closing

Session

Session Objectives
1 Toevaluate the Workshop

2 Todiscuss possible follow-up ophions

Session Guide

Topic Format Timing
1 Distnbute Evaluation Plenary Presentation )| 10minutes
Forms
2 Feedback Discussion Pienary 25minutes
3 Follow-up Uiscussion Pienary 20minutes
4 Farewell 5 minutes
Total Time 1 hour

Materials Required

» Evaluation Form Trainer's Guide Annex 5a and 5b

Previcns Prre Plank



Trainer’s Notes

Depending on time, the evaluafion session can be treated as a sepa-
rate entity or be combined with Session 14 In either case, sufficient
tme for filing out the evaluation forms should be allofted The sample
provided should be adapted to meet your needs Final photographs
follow-up options and closing comments should be programmed info
the session

1

2

Review Session Objectives

Evaluation

Distrbute evaluation forms (sample Annex 5a/b) or design your
own and allow 5-10 minutes for completion Ensure all forms are
collected

Feedback

Open floor for comments on workshop format, contents and
suggestions for revisions

Discuss need for follow-up training, technical assistance, etc
Farewell
Thank participants, remind them you will mail a workshop report

and final participant list and tell them whom they can contact
for further information or fraining requests
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raining o

S@SSiOIl L4 DeSigning an NGO Trainers
o Workshop: Part One Afsasie:

Session Objectives
1 To develop an understanding 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 Mini- Plenary - Brainstorming 30 minutes
Workshop Objecthves
5 Defining Content Plenary - Brainstorming 60 minutes
Areqs

Total time 2 hours
40 minutes

Preparation
» Brnief on Participating NGOs (NGO Data Sheet)
» Logistical parameters for Mini-Workshop

« OHTOT11-13

T

i
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raining of

e erees  Trainer’'s Notes

VVorkshop

The TOT will prepare participants for the process and content
aspects of running a workshop The purpose of this session is to
begin the planning for the NGO-Mini Infegration Workshop Par-
ficipants should define objectives, review the background of the
NGO:s invited, and outline the content of the Workshop

1 Overview

OHTOT11 = Present the workshop objectives

OHTOT 12 2 Review the session objechives, achvities and iimeframe
3 Review Background of NGOs

= Use NGO datasheet toreview 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),
athtudes towards family planning (positive, negative) and potential
benefits to NGO through integration

» Collate allresponses to provide a final picture of fraining needs

4 Define Mini-Workshop Objechives

»  Asthe NGO Mini-Workshop is an abndged version of the
Integration Workshop, the trainer should help participants to
determine the objechve(s) that can be realstically reached given
the time allotted background and needs of the participants

OHTOT 13

Give an example of a mini workshop objective if the
participants need assistance in constructing an objective

5 Defining Content Areas
= Reviewthe 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

96



raining or
Trainers

Session ). Deciding Whether
o to Integrate

orkshop

Session Objectives

1 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

Community Resources

4 Preparation of Bnef Group Exercise 60 Minutes

5 Presentation to Board Small Group Exercise 2 60 Minutes

6 Debrnefing Small Group 30 Minutes

Total Time 3 hours

35 minutes

Materials Required
« Katiwa Case Study
« Exercise 1 Mapping Community Resources
» Exercise 2 Presentation to Board

« OHTOT 21
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OHTOT 2 1

Trainer’s Notes
Using the case exercise and simulated board presentation the
focus should be on helping participants to consolidate their
understanding of the organizational issues, community needs
and community resources
1 Session Overview

« Review objectives of the session and planned activities
2 Presentation of Case

= Handout the case study, Katiwa, and allow time for silent reading

s Rewviewcontent community served, community and
organizationalresources

3 Mapping Community Resources

« Infroduce the mapping exercise and explain that the it relates to
the community descnbed in the Katiwa case study

- Have participants work in parrs to fill out the worksheet
- Review in small group sessions
4 Preparation of Brief

» Breakinto small groups, iIdeally 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 parr to actually make the
presentation The objective of this presentation 1s to

1 Convince the management feam that your organization
should consider integration

2 Obtain therr support for a further Investigation of the need for
such a program among your conshtuents and the
operational feasibility of adding family planning to your
organization’s current program portfolio
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5 Presentation to the Board raining o
Trainers

orkshop

« The trainer should select one pair in each group fo present
the bnef to the Board exhorting them to consider adding FP
to their current portfolio All other participanis will be Board
Members, with one elected as Chairperson Other possible
roles include school director, politician, iand owner, banker
The Board will be responsible for asking pointed questions
which require the presenters to defend therr position and
ensure that they have taken info consideration all aspects
community needs, organizational capacity and local
condifions

6 Debrniefing

« Lead a discussion about the Board Presentation by asking the
group the following questions

- Did the presenters make it clear what decision they
wanted the Board to make?

— Did the presenters present a convincing case o support
therr position?

- Were the presenters able to build on their case when
qguestions were asked by the Board?

- Were the Board's questions appropriate?

- Were there questions that the Directors should have asked
but did not?

— Did the Board honestly keep the interests of the organiza-
tion iIn mind when asking questions?

- What things were said by presenters that really engaged
the interest and commitment of the Boarde
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Katiwa

Katiwa 1s 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 Distnict 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 Kahwa started work in Marangwanda S years ago,
following a severe 5-year drought during which the population of
the Distnict capital grew from 20,000 to more than 35,000 due to the
urban migration of subsistence farmers and therr families in search of
water and work In rural areas in the Northern part of the Distnict,
Katiwa provides support to small-scale farmers in the form of loans

to buy seeds, fertilizer and technical advice In the Distnict capital,
Katiwa has more recently started an evening literacy program for
rural women who have migrated to the town with therr families The
population of the Northern part of the Distnct which Katwa sup-
ports is 15,000, with families iving in widely-scattered households

The Distnct capital has a lively market on Saturdays, to which the
rural farmers and therr families brning therr produce each week to sell
to the women vendors

Health indicators show that Marangwanda District 1s lagging be-
hind the progress made in other parts of the country The average
number of surviving children per family 1s over 7, with one In five
children dying before the age of 5 In the country as a whole, the
confraceptive prevalence rate has reached almost 25%. In
Marangwanda it 1s estimated at less than 10%

The north part of the Distnict has no health center and people have
to fravel to either the hospital in the District capital (ca 30kms ) or
to a mission chnic just over the Distnct border (ca 10kms ), where
there are 2 nurse/midwives The Marangwanda Distnict 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 therr cinic-based services and
outreach immunizations There are a number of private doctors
practicing in the District capital

Katiwa employs a full-time Director two program officers, each
responsible for one program area, and an administrative officer at
Iits office in the District capital Also working out of this office are 6
agrncultural 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 Distnict capital
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(now the hteracy 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 Ministry of Health and the Planned Parenthood
Association, who are working in close collaboration to support im-
provements and coverage of family pianning and reproductive
health services In the country The PPA has developed IEC matenals
which 1t 1s wilhing fo provide to national organizations working in
family planning The PPA also provides guidance and advice on FP
logistics and record systems development to ensure that these
comply with national standards The Ministry of Health (through its
Distnict offices) provides MCH/FP tramning to clinical and community-
based family planning workers so long as travel and per diem costs
are reimbursed, and coniraceptive supplies free of charge UNFPA
has just inthated an NGO grant program to support health and
family planning efforts for underserved populations
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Exercisel « Mapping Family

Planning Community
Resources

Directions

Use the informathion in the case example to develop a “map” of
exishng family planning community services Include the following
resources and information

]

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

Organizations offering referral services
Organizations providing training in family planning

Organizations providing technical assistance in family
planning

Organizations providing financial support for family
planning activities

Sources of [EC matenals
Sources of contraceptive supplies and

Location/Distance of each, 1 e walking/motonng distance
from the community
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Worksheet Mapping Existing Family Planning Services raining o
Trainers

This worksheet 1s 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 fo define the gaps
that Katiwa mught fill

Drrections Place the name of the resource organization(s) across the top
row Indicate in the column below the type of support they provide

Source ?
eg Planned

Community Parenthood
Resources Association
v

FP Services

Referdl

Tranng

Technical
Assistance

Ananaid

Support

[EC Matenals
Free At

Capital-250
Kmsaway

Confraceptive
Supplies

Other
Resources
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Exercise . Presentation to the
e Management Team:
Brief for Presenters

You and your partner are members of the NGO Katwa 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 Katiwa 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 anintegratfion strategy to be effective it must
have the support and commitment of the community being served as
well as the management team of the organization You have prepared
the following outiine to guide you in prepanng the presentation

Organizational Concerns
1 Organizational mission and goais
2 Publcimage
3 FAnancialimplications
Community Concerns
1 Unmet need for family planning
2 Localsupport of community 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 Katiwa 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 organization
should consider infegration

To 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 portfolo

Be prepared to answer queshtions from the management team
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° Sfra’regy

Session Objectives

1 To select and defend an appropriate service delivery strategy

2 To demonstrate skill in 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
Delivery Models Exercise 3 60 Minutes
3 Presentation Plenary 60 Minutes
4 Prepanng Objectives | Small Group Exercise 4 40 Minutes

& Indicators

Total time 3 hours

S minutes

Preparation
« Exercise 3 Selecting a Strategy
= Exercise 4 Prepanng Objectives & Indicators

« OHTOT 31
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- xtended Versio

OHTOT 3 1

Trainer’'s Notes

The purpose of this session is to review the 3 types of CBD programs
fo help participants choose a sirategy that 1s appropriate 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 monitonnng and evaluation

1 Session Overview
=« Review objectives of the session and planned activifies
2 Case Brief Service Delivery Models

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

» Break info small groups and review the directions for the
exercise

= Claonfy any outstanding issues
3 Presentation

» Have groups present therr 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 Objectives & Indicators
» Inther small groups the participants should review Exercise 4
- Review the definition of objechves and indicators and

remind them that ther objectives and indicators should
relate to the strategy chosen in Exercise 3
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Framework for Summarizing Strategy Selection Presentations

Factor Group A Group B Group C

Area of Focus

Total WRA

Program Target

Service Delivery Model

Clents Per Worker

Supervision by

Referral to

IEC Supplies from

Contraceptives from

Other
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Exercise 3 . Preparing a

o Strategy

The management team of Katwa 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
therr organization's resources They prepared the following list of
charactenstics of a high quality, sustainable program to keep In
mind as they consider the various service delivery models

1

2

Choice of family planning methods supply and storage, referral
Information and client counseling

Stafftechnically competent

Attitudes of family planning providers and interpersonail skills

Mechanisms to encourage continuity follow-up, schedule return
visits positive relationship with provider

Appropriate services location, day/hours of operation, privacy,
vanety, physical facilities

They also made a list of ophions for family planning services that
seemed feasible for therr 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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Directions

Review the information sheet on Katiwa and decide what strategy
would be most appropriate for the communities they serve Prepare
a descnphon of the strategy, include the following information

1
2

5
é

Target group (charactenstics and number to be served)

Type of service delivery strategy recommended [f CBD strategy
Is selected, provide information about selection process and
number of CBDs/depot holders needed to serve the community
Supervisory arrangements

Referral arrangements

Training needs

Supply arrangements

Prepare a description of the strategy for presentation to your smaill
group Be prepared to defend your strategy
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« and Indicators

orkshop

Directions

1 Prepare objectives and indicators for the family planning service
delivery strategy selected in Exercise 3

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

Indicators Measures used to iIdentify 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 Objectives

1 To demonstrate an ability to forecast coniraceptive supply needs

Session Guide

Topic Format Timing
1 Session Overview Plenary 5 minutes
2 Cadleculating Plenary 30 minutes
Contraceptive Supply | Case Exercise 5 in Pairs 15 minutes

Total time 50 minutes

Preparation

» Exercise 5 Calculating Contraceptive Supply Requirements

« OHTOT 41
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This session reviews one of the most straighfforward concepts -
ensurnng adequate supply The participants will calculate supply for
the service delivery strategy chosen for Katiwa

OHTOT 41 1 Session Overview

s Review objectives of the session and planned activities
2 Calculating Contraceptive Supply

= Reviewthe 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 n plenary session
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Exercise 5 o« Calculating

orkshop

e Contraceptive
Supply Requirements

1 Give the total number of potential clients in
the area of your program

2 Estimate the number of people that willbe
served by your program

3 Estimate how many clients (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 Cadlculate the total number of each type of contraceptive to
be used dunng the life of your project

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

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

Condoms Number of uses X number
of packets needed forone year
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Session K « Resource PRINING o

e Analysis

Session Objectives

1 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 ResourcesNeeded Plenary 20 Minutes
3 Potenhal Resources Plenary 20 Minutes

Ophonal Guest Presenter 60 Minutes

TotalTime 45 minutes
OptionalTotal 1 hour
45 minutes

Matenals Required
« OHTOT S 1

« Optional Local Expert on FP Resources
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raining ot
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- xtended Versio

Trainer’s Notes

In this sesston, you will review the “where can I" or "how do I" of
projects Allow enough time for discussion to build or alternatively
bring in ‘experts' or ‘consultants’ who can provide addtional
information about resource availabiiity

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, training, IEC maternails)
3 Potential Resources
= Review where assistance in obtaining these resources can
be found in the organization, community and extended
community 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

« Designing a
e« Workshop: Part Two

Session Objechives

1 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 Pared Activity 4 Hours
Total time
5 Hours 35 Minutes

Preparation
« Word Processor

« Copy Machine

« Distnbute Trainer's Guide
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- xtended Version)

In this session, all details regarding the program, logishcal and
administrative details and trainee responsibilities should be ironed
out leaving time for participants to practice their teaching ses-
sions before the Workshop begins The objective of this session
should be to develop an effective program schedule that meets
the fime lIimits and objectives stated in session one

1 Session Overview
= Review objecthves of the session and planned acthivities
2 Workshop Design Session Sequencing & Timing

» Participants should refer to the content teaching areas chosenin
session one and Iist them on the white board In the order they feel
they should be presented With an understanding of the total time
available for the Min-Workshop, each session should be assigned
atime hmit The combined time for all sessions should not
exceed the total workshop fime availlable Be sure timeis
included for discussion and tea breaks

3 Assigning Trainer Roles
« Particpants should volunteer to research and teach each of the
sessions Depending on the number of frainees participating, this
can be done in teams of teachers
4 Defining Preparatory Assignments
« Those who are not teaching should be assigned administrative
funchons, e g drafting program schedule copying worksheets,
designing a Mini-Workshop evaluation form and ensunng that all
matenals are ready for distnbution

5 Preparation
» Theremaining time 1s for executing all administrative jobs in

preparation for the Mini-Workshop preparing session
objectives and content matenal
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« Pre-Workshop AANing o

o Status Review

Session

Session Objectives
1 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 Pienary 5 Minutes
2 Presentation Skills Plenary 20 Minutes
3 Status Report Group Participation 40 Minutes
Total time 65 Minutes

121



raining of
Trainers
algl’{=1glala

Lxtended vVersion

Trainer’s Notes

This 1s the only tme style of teaching and fips on speaking will be
reviewed As some participants may be anxious, allow iime for
questions and discussion Help parficipants review what tasks
remain, ensure responsibility i1s assigned and see If adjustments are
needed

1 Session Overview
» Review objectives of the session and planned activities
2 Presentation Skills

« Ashortreview of the mportant 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 iImportance and proper usage of
supportive matenal, e g white boards, fip charts,
overheads, 1o make points Tips Do not stand in front of
matenal, wrting should be legible, message should be short,
using key words only, lists should use parallel construction, 1 e
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 therr 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 « Practice

e Teaching

Session Objectives

1 To use feedback to improve use of content and style of
presentation

Session Guide

Topic Format Timing
1 Session Overview Plenary S5 Minutes
2 Prachce Teaching Small Group Achvity 3 Hours
Total time
3 Hours 5 Minutes

Preparation
» Overhead Projector
» White Board

« Video Camera (optional)
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Tramner’s Notes

This is the tme to assist participants to improve therr 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

« Parhicipants should practice ther presentation in front of facilitators,
other trainees, and (if available) a video camera and be
cntigued as to style and content Do not force people to be
video taped but suggest it i1s helpful to receive feedback either
through watching the video or listening fo fellow
participants A sample schedule can be found on pagelé

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
supporfing documents e g agenda OHs, worksheets, evaluation
forms should also be reviewed and adapted
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Session « Evaluation arere
o (Follows Mini-Workshop)

Session Objectives

1 To determine the effectiveness of the TOT and Mini-integration

Workshop
Session Guide
Topic Format Timing
1 Session Overview Plenary S5 minutes
2 TOT Evaluation Participant Wntten 10 minutes
Response/Discussion
3 Min-Workshop Plenary Discussion 30 minutes
Evaluation
4 Farewell Plenary 5 minutes
Total time 50 minutes

Matenials Required
» TOT Evaluation Form—Annex 5¢

»  Min-Workshop Evaluation Form (to be developed by trainers)
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Trainer’s Notes

This I1s the fime for cntical discussion of the TOT workshop, the pro-
cess of designing and implementing a Workshop, reactions fo
NGO evaluations, and how to improve the Workshops

1 Session overview
« Provide overview of session
2 TOT Workshop

« Distnbute evaluation forms (sample can be found in Annex
5c) and allow time for completion

» Lead adiscussion about strengths and weaknesses of the TOT
Workshop as preparation for planning and conducting one's own
workshop

3 Mini-Workshop Evaluation

= Review Min-Workshop participants’ evaluations

« Allow participants time to discuss their feelings regarding the
experience and therr effectiveness as workshop designers and

frainers

« Close the workshop by discussing how participants will use their
new traning

4 Farewell

» Thankallfor ther participation
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Family Plannin
nnex | ¢ y P g
A o Integration Workshop

Data Sheet

1 PVO/NGOHeadquarterName ContactPerson
Mdaiing Address
Telephone
Fox
Email
2 Country PVO/NGO Contact ProposedPYO/NGO Pariicipant
Name
Desgnation
Telephone
Fox Mailing Address
Email
3 NGO/GovemmentPartner Proposed Participant
ContactPerson
Designation
Tel
Fox
Email Address

4 Presentprogramachvihes

Provide abnefdescnphon of the program towhichyou are
thinking of adding orexpanding family planning services?

ff family planning is presently included towhatextent
[EC __ Referdl_ Service Provision Other

S Present clent group(s)

Eshtmated numberof people served/accessed

6 Typesandnumber of present staff

Types numbers & activities of volunteers associated with
presentacthviies

7 OtherRelevantinformaton
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Family Planning Integration Workshop Data Sheet [continued]

8 Please indicate any specialiopicsyouwould | Advocacy
like discussed at the workshop StrategicPlanning
ContracepfiveTechnique Update
Others
Optional Additions
9 PresentDonorSupportf Donor Acthvihes Amount/Penod
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Annex ) « Participant
e Intfroduction Letter

Given at Registration

Welcome to the Integration Workshop

Date

DearDelegate,

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 ime 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 Inthe pocket of the Handbook you will find a Workshop
Agenda and alist of the other participants

In order fo prepare for the first session we would like you to read, Step 1
Deciding Whether fo Integrate Family Planning” You may also wish to
browse through the rest of the Handbook to familianze yourself with the
content

We have included a pre-Workshop queshionnaire which we would lke
you o complete and bring 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

129



Annex Qe+« NGO
e Presentation

Please imit yourself to five minutes

Bniefly State

= Your Name

« Organization

s Location

« Number and Types of Staff

Describe current program activities

« Number & General Characternstics of Population Served
« Current Programs

« Current Program Objective

» Staff

» Target Population

With which specific program have you thought about integrating
family planning?
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Pre-Workshop

Annex4 . . C
a. Questionnaire For

Health-focused NGOs

In order to help us build your experience and concerns into the
meeting, please offer your views on the following issues

1

How does family planning contribute to the reproductive health
of women?

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

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

Al what age do you think one should start using any method of
family planning? Please give reasons for your answer

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

Piovious Page Blank 13



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

7 Please share your experience and views regarding male
involvement in family planning programs
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Annex 4‘b: Pre-Workshop

Questionnaire
For Non-Health NGOs

1 What is Family Planning?

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 planning? Please give reasons for your answer

S At what age do you think @ woman should start having
children? Give reasons for your answer
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6 At what age do you think a woman should stop having
children2 Give reasons for your answer

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

8 How old should the youngest child be for a couple to think of

having another chiild? 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 planning?

10 List at least 4 disadvantages of family planning
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Annex 5 a « Workshop

Evaluation
Questionnaire

1 In what ways did the workshop meet your expectations?

2 In what ways did the workshop fall short of your expectations?

2 How did you find the organization of the workshop?

3 How did you find the presentation of the matenalse

4 Didyou like the way you were grouped? Explain your response

5 What did you like most about the workshop®@

6 What did you like the least about the workshop?
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How did the workshop increase your understanding of family
planning?

How has the workshop helped you o plan integration of Family
Planning into your present activities?

To improve the effectiveness of the workshop, what changes
would you suggeste

138



Workshop
nex °
An 5 o Evaluation

Questionnaire

1 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

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

Step 1
Step 2
Step 3
Step 4
Step &
Step 6

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

Time Allotted Sequenceof Mix of Teaching Pace of
Content Methods Teaching

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

3 Please comment on the usefulness of the following

Handbook

Worksheets
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Examples

Case Study

Expenence from the Field

Overheads

Videos

Concept paper

Please rate on ascale of 1-5 (1 =low) how helpful the following were
to your learning

s Having yourimplementing partner with you

« Havingrepresentatives from other organizations at your table

What did you like most about the workshop?e

What did you like least about the workshop?

How will the workshop help you to plan for or strengthen the
integration of family planning into your present achivities2

To improve the effectiveness of the workshop, what changes

would you suggeste

Add general comments or impressions
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Annex « Family Planning
SC. Integration Workshop

Week 2—Training of
Trainers Evaluation

1 Please rate how well each of the following components of the TOT contnbuted
to your confidence in preparing and teaching a family planning integration
workshop

Very Adequate Not at
Well All
Review/Revision Phase
a  Mapping community resources
b Presentationto the Board
c Sirategyselection
d Objectivesand Indicators

Program Design and Preparation
e Designing workshop objectives
and schedule
f  Organmng traning resources
g Teachingpractice

Training Implementation
h  Prachcein fraining administration
| Teaching
| Evaluahiontraining

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 TOTe
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What did you like least about the TOT?

Do you now feel capable of mplementing a FP integration
workshop? Please give reasons for your answer

What changes would you suggest to improve the effectiveness of the
workshop?

Please add any general comments or impressions
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Annex f~+ Sample Letter to
o Panel of Experts

Dear

Re Bnefing for Panel Members

PanelDate
Venue
tme

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 willjointly prepare a concept paper on why
and how therr own organization intends to implement anintegrated
family planning program

These concept papers will be presented (in wrnitten 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 therr iIdeas and to make suggestions on what further works would
need to be carmed out before detalled program proposals can be
developed Please note that the panel of experts are not expected
to respond as representatives of therr 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 anficipate that the program for the panel session will consist of
the following

0200-09 15 Welcome and Introductions

0?2 15-1015 Verbal Presentations of Concept Papers (6 minutes per PVO)
1015-1100 Panel Membersreview Concept Papers/discuss in camera
1100-12 40 Panel Members Feedback (10 minutes per PVYQO)
12 40 - 12 45 Thanks and Closure
12 45 Lunch (optional)
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Annex 7a. Family Planning

e Integration
Workshop
Prototype Program

Date Time Topic

Day 1 AM Welcome
Introductions & Expectations
Introduction o FP

Development implications of Family Planning
Programming

Workshop Objectives & Schedule
Introduction to Handbook
NGO Program Introductions

PM Contraceptive Methods & Messages
Introduction to the Teaching Case
Introduction to the Concept Paper

Evening Videos on Family Planing Methods, Community-
based Distnbution, & IEC Strategies

Day 2 AM Step 1 Deciding Whether to Integrate Family
Planning

Step 2 Selecting a Program Strategy
PM Sustainability
Step 3 Measuring Program Results

Evening Videos on Family Planing / Concept Paper Preparation

Pravious Page Blank "



Date Time Topic
Day 3 AM Step 4 Identifying Staffing Requirements
PM Step 5 Developing a Confraceptive
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
Day 5 AM Presentation and Review of Concept Papers

Discussion and Planning for Next Steps

Workshop Evaluation & Closure



Annex 7b : I/\%T‘kshop

Date Time Topic

Day 1 AM Welcome

Workshop Objectives
Designing a Workshop—Part 1

Deciding Whether to Integrate
Katiwa Case Study

Exercise Mapping Community Resources

PM Preparation Presentation to the Board
Presentation to Board & Debriefing

Selecting a Strategy
Day 2 AM Strategy Presentation

Preparnng 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 . Annotated List of Videos
o and Resources

GATHER

A 19 minute training fim from Zimbabwe on interpersonal
communications skills for family planning 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 community meetings called
Jiggashas 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 AVCom Bangladesh

Videos may also be obtained from the following organizations

« Local Planned Parenthood Associations and offices of the
United 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)
2111 Guilford Road # 100
Columbia MD 21046

« Family Health International
Research Tnangle Park
North Carolina 27709

. a o %ﬁm w ]49
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« John Hopkins Program of International Education in
Reproduchive Health (JHPIEGOQO)
Brown's Wharf
1615 Thames Sireet
Baltimore, MD 21231

« John Hopkins University/Center for Communication Programs
111 Market Places, Suite 310
Baltimore, MD 21202-4024
emal mmc@hu edu
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Overheads: Family Planning

Integr

ation Workshop

Session 1 Workshop Objectives

m 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

Sesmon | Workshop Latrodction

M ethod Female Male
Surgical Tubal Ligauon Vasectomy
Hormonal Palls

implants

Injectables
Intrauterine IUDs
De ices
Barrier Diaphragm Condoms
Methods Cervical Caps

Sponge
Spermicides Foam

Vaginal Tablers

Jelly
Post Conal Morning After Pilis

Moarming after IUDs

RU 486

Secamon  Contraceptsve Techackog L'pda 2

Session 2 Contraceptive
Technology Update

Session Objectives

m To examine contraceptive options, their
effectiveness, safety, and appropriate use

m To explore current contraceptive research
and its relevance to program strategy

u To present counseling procedures as a

A
-~ tool for selection, use, and follow-up
Smmca? Camrecopuve Tachmalogy Lple 1

Traditional Methods
Method Female Male
Abstinence X X
Lactatonal X
Amenorrhea
{Method (LAM)
Nawral Famuly {Cowitus Interruptus  (Countus
|Planning Calender Method Interruptus
Basa! Body
Temperature (BBT)
Cervical Mucus
Method
Symptothermal
(BBT + cervical
mucus)
Smeonl Commcepuve Tochmalogy  pdesc 23
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22z Counseling

Counseling is a vital though often poorly
performed part of family planring that helps
clients make an informed choice among
reproductive options

Counseling is based on
m Sharing information
m Establhishment of trust and respect

)
o e

T SKills & Responsibilities
M ® Focus on clients needs and charactenstics

= Ask open-ended guestions listen attentively
and ensure privacy

s Facitate discussion and decision making
a Demonstrate method use

= Refer to appropriate foliow up

= Understand ciients nights

= Make client comfortable

m that the client is not pregnant

& whether any conditions requinng
precautions exist for a particular
method

s whether there are any special problems

that require further assessment or
regular follow-up

Sesmon  Comtracrptuve Techology L peate 2¢

= w Confidentiality and pnvacy . a Provide accurate and unbiased information
; 3 m Counter misconceptions
Smmam? Comrcepuve Techaciogy Updesc 24 i _:_ Semen? Coutracopnve Tachnelogy Updnse 28
Client assessment ¥
_ g GATHER
243 The primary purpose of client :
assessment is to determine
Greet client

Ask about contraceptive needs
Tell and share information
Help choose

Explain and demonstrate
Return and reinforce

IME-Ad>P>O

Sesnom? Camracepnve Tachmoiegy L plawe 27

* A

Discuss

s The reproductive goals of the woman or couple

® Subjective factors including time costs or any
pain or discomfort the client might experience

® Accessibllity and availability of other products
that may have to be procured to use the method

u Reversibility

u Short or long term side effects

& The need for protection against GTis and STDs

Seanon 2 ( ontracepave Techaclog | pdaie 28

Phases of Counseling

® Inthial counseling Methods are
descnbed and chent 1s helped to choose
a method most appropnate for im/her

® Method specific counseling Prior to and
immediately following service provision,

including instructions on use and side
effects

a Follow-up counseling dunng the retum
visit use of method, satisfaction and

any problems that may have occurred
are discussed

Sesmon 2 Comescwymive Tachmelegy Update 2

2
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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

} m To introduce the relationship
£ between the case study and the six
steps

Sexnom 3. Imrodecton 10 SAAD Cax 3

.-é"‘;““% Session 4 Deciding Whether to
Fi74; Integrate Family Planning

Session Objectives

s To examune the opportunities and constraints
your organization may encounter in the process
of integrating family pianning

m To review information about your community that
will help you identify members needs and
demands for family pianning services

= To practice mapping existing resources and
facilities as an aid to decision-making

Sespon  Deocwdeng Whether 10 Imcgrate Famal  Plasmng 4l
Siep

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 social activities

Improves general economic status of individuals
the tamily and the community

Scimon  Dendme Whether  tmegree Faes] Plamzg
Sept 43

== CASE REVIEW QUESTIONS

= What do we know about this NGO and its
programs”?

= How successful is the dairy farming
program?

m What problems is the program facing”

m What can we say about SAAD s approach?

Sexson U Latrdeseon 10 SAAD Case 3.

DEFINITION OF FAMILY PLANNING

+ The practice of using traditional or
modern 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

Seinon s Decidung Whethes 10 Imegru Fas! Plasmng
ep | 42

- - Assessing Organizational Commitment

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

= Wouid 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 afiect people s
use of family planning services?

Semmcm ¢ Dacidang Whether @ Imograss Fasuly Plammeg. 24
Siep 1)




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?

Samond  Deciimg Whather 10 imegrat Famlv Plamumg a5
(Seep 1)

= CASE REVIEW QUESTIONS

m What information might the SAAD
Director have been given that wouid
indicate a need for family planning
services?

m What indications of need for health and
tamily planning services did the dairy
farmers express?

} m What can we say about SAAD’s
approach to the concems of the dairy
farmers?

Samond  Ducolang Wit to bmagwae Fomly Plasumg PP

(Seep 1}

Session 5§ Introduction to Evening

» To acquire additional information about
contraceptive method options including how
they protect against pregnancy their
effectiveness, guidelines for use
contraindications and misconceptions

= To see exampies of successiul program strategies
such as community based care and clinic services

e impiemented in other developing hations

" m To observe the steps of counseling clients for FP

Sesnon 3 Ltroducucm 10 Evemng Voo s

Session 6 Introduction to the
Concept Paper

Session Objective

= To understand how the concept paper
guides the organization of the integration
strategy

Sesmen & Iatroducon o the Cancopt Paper 1

Concept Paper Outline

| Descriptive Title
Include agency name and location

Il Background
a) Population Coverage

b} Charactenstics of people currently served
by the organization

¢) Current program activities
d) Problem Statement
e) Justification for integration

Scinan & peoANUan lo e oacer Paper I

il Strategy

8) State Objective list indicators and performance
targets

b) Describe the approach, include the target group,
the service delivery strategy and the referrat
network Include who will carry out the strategy
and how they will be supervised

¢) Describe 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 sxisting
systems and procedures for planning,
monitoring staffing finance and logistics

o) State how the program will be monitored

Sesman & Insveducuon 1 the Concupt Papes (2]
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IV Sustainabilty

a) Describe the organization s financial strategy to
support family planning integration include fund-
raising grants and shared costs

b) Describe how you will continue activites once
funding is ended

Session 7 Selecting a Program
Strategy

R Session Objectives

= To review the elements of quality of care
for family pianning programs

m To examine family planning service
options

n 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
Sesman 6- Lmboduction o the Concept Paper 64 Seacn? Sd?_;w-m 7
-~ CASE REVIEW QUESTIONS =_Elements of Family Planning Services

m Why were the farmers selected to be
CBDs?

m What support did SAAD receive from
the IPPF?

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

» What was the role of the SAAD board in
facilitating the project?

Scanon7 Sebecimg  Progran Suateg 9
S

B Counseling for Method Selection

Counseling enables clients to decide what action
is best for them

Counseling assists clients 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 as
fear of side effects misinformation and rumors
Counseling assists continuing users to select
alternative methods or discontinue contraception
when reproductive goals change

Scamon  Selecung  Program Sumey 14
Suep.
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d A Information, Education and
Communication (IEC)

= Family planning messages can be offered
in any venue i e clinics, communities,
schools, meetings etc

s Messages can be offered even if no
contraceptives are provided

= IEC messages should identify service
centers

Sanca7 Sdecusg  Program Susegy 73
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.-z C Contraceptive Method Services

} = Method services include support for new
acceptors and for clients who require re-
supply

= Facllities and training requirements are
method specilfic and range from basic to
complex

= Referral networks are required when
method services are offered

Smmca7 Seactng Program Strsegy 75
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Type 1- Community Based
gt Agent

= Person seiected from within the community

= Trained to guide method selection and to
distribute a limited range of contraceptives

u Trained to identify side effects

» Refars for other methods and for additional
assistance

m Service offerad at a variety of locations homes
shops workplaces

L2 & Linked to facility for supplies and supervision

Smmen7 Selectmg  Program Strasegy 18
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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 avallable

Saamam 7 Sciectng  Propram Straieg T8
Seep 2

Sus- TYPE 2 Community Based Supply
3¢ Depot

= Provides a source of re-supply in communities
where access is limited

= Clients have received counseling and initial

. supply from trained heaith worker

= Depot holders receive limited, job specific
training including method use side effects
racording and reporting storage and distribution

= Referral and re-supply linked to health system

KOMR & Results linked to national statistics

Seswen 7 Selecung  Program Simsey 17
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= Clinic Based Services

. w Service offered from tixed facilities
s Range of services offered

m Part of the referral chain

+ receiving clients from community
based agents, and
+ sending clients for higher level
services
a Permanent professiona! staff trained in
IEC, counseling, and provision of
contraceptive services

Seman7 Selctmy  Program Strniegy 79
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ELEMENTS OF HIGH QUALITY CARE

j m Choice of family planning methods

s Clients given information and counseling
a Staff technically competent

® Positive interpersonal relations

® Support for continuity of care

= Appropriate services

Sesmon T Selocung  Program Strmey
S 2

Designing the Referral System

9 1 IDENTIFY REFERRAL SITES
u Location of the referra!

= Service schedule

® Services offered

= Cost of methods

2 FORMALIZE REFERRAL RELATIONSHIPS

® Formal commitment from clinical referral points

= CBDs informed about detaiis of clinical referral
services

® Clinics and CBD workers have written datalls of
the referral Network to share with clients

Smnes 7 Selecumg Program Simisgy _
(Siep 2)




3 TRAIN STAFF FOR REFERRAL
t RESPONSIBILITIES

u Referral network information

a Practice in referral counseling

u Guidance regarding when to refer
= Practice in referral

4 DEVELOP AN INFORMATION SYSTEM
u Document program SUCCESSES
= w Monitor the referral process

Scusion 7 Selectng  Program Stregy 112
15iep2)

¥Z 5 MONITOR AND ANALYZE REFERRAL
k. INFORMATION
= Referrals by method/reason
= Staff referral patterns
= Referral completion rates

Sesmon7 Selacwg  Fregram

Sty
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Session 8 Sustainability

Session Objectives

= To define what 1s meant by “program
sustainability”

= To explore the factors that contribute
to the sustainability of an integrated
family planning program

Sexmon L Sunsinsbb L3}

Definition of Sustainabllity

m Sustanability I1s the capacity of a
program to conttnue its activities, over
the long term, despite changes in its
environment A sustainable program
1s able to make plans for the future,
fulfill those plans, and develop
dversified sources of income for its
activities so that the program Is not
threatened by the loss of a single
funding source

Sesmon L Sestsenabiln 82

Institutional Factors

= Strategic Planning

u Program Monitoring and Evaluation
= Marketing

®» Supply Management

N ® Human Resource Management

m User Fees

m Subsidies

m Decreasing the cost of services
m increasing cost-efficiency

| m Raising funds

Sesmom 8. Sustnabe y 54
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Session 9 Measurnng Program Resuits

E SESSION OBJECTIVES

s To examine the importance of objectives
indicators and iargets in structuring the program

= To review how data collection contributes to
management and service delivery decisions

m To examine the use of a monitonng plan as a
program management too}

s To clarity the roles of monitoring and evaluation
in program management

PPy m To explore ways that NGOs can ensure successtul

integration

Sanon? Measwring Pragrum Ressls .
(Ssp )

OBJECTIVES & TARGETS
An objective

is a specific statement of the work that
will be carried out

An objective should specity
WHO will do
HOW MUCH
of WHAT and
by WHEN

NOTE Sometimes the “HOW MUCH" is separated
from the objective and named “TARGET

hi,
¢X1] {
fi

A

Seamon 9 Measering Program Rossl 93
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Case Review Questions

Planning for Resuits

» Does the SAAD objective meet the critenia
for a good program objective”?

a What are the indicators that SAAD has
chosen? Can you suggest any others?

= What do you think IPPF means by
performance targets?

m What eise can the records be used for-
besides helping the CBDs to plan their
work?

Seteam ¥ Mewswwmg Program Resuh 92
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CHARACTERISTICS OF SMART
OBJECTIVES

m Specific

= Measurable
= Attainable
= Realistic

¥R B Timebound

Sesncn? Menswing Program Remks
(Siep Y

4

INDICATORS

4l

3 = Indicators are measures used to identify
i whether the intended changes are
happening

m Indicators offer evidence that progress is
being made toward achieving the
objective

» Indicators do not contain specific targets
An indicator is a observabie and
measurable demonstration of
achievement

Scimon §- Mﬁ:h_h“ 9
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GUIDANCE FOR SELECTING INDICATORS

} m Select only a few

® Choose indicators for which data will
be readily available

m Choose indicators that are easy for
staff to understand and use for
decision making

™ u Keep data collection to a minimum

Smuen$ Messring Program Mamb °%
Siep 3)

1<




Examples of indicators for monitoring FP

fort e,
=
£X
-
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Benefits of Evaluation

Evaluation provides evidence of program
effects and the reiationship between
inputs and effects

Evaluation assists the organization to
adjust the following elements

= Program focus

a Organizational structures needed for program
support

a Program size

Scimon 9 Meamnng Program Resuk s
Step 4

program achievements =222 Eyval uation
Quality of service indicators
= Percentage of service delivery sites offering a full A formal review of achievements that
range of services compares actual results with the original
m Client continuation rates goals and objectives of a program
Service utilization indicators
= Number of acceptors new to the service delivery
site
* m Number of acceptors new to modern methods of
family planning 2o
Scanon § M—-‘m ,hvp:-Radu 97 ad Sesmon B MM Progrem Reovek ot
2

w== Program Monitoring

A type of evaluation that enables
managers to routinely observe and
measure program activities to
determine if they are proceeding as
scheduled and if they are producing
the desired results

Sciman ¢ Monsnag Prograsm Resu 910

15icp

e
g

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 in the services provided
and the desired results

Sanm? Mamnng Progam Resd
Sup6
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The Evaluation Continuum

Process Resuits impact
How weli did  Did the Can change
the program  expected be attributed
work? change occur? to the
program?

Senan & Messmnng Program Remsita
Usiep 3)
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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)

Samace? Messmiag Program Rasss 13
(Suwp )}

Results Evaluation

n Did the expected change occur
« At the program level? (outputs)
+ At the popuiation level? (outcomes)

Setwan 9 Mousurwyg Pragmm Rasls
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impact Evaluation

| m To what extent can the change be
attributed to the intervention?

= Evaluation follows a theoretical
model

s Data Gathered Using

" + an experimental or quasi experimental
B design, or
< Muitilevel longitudinal analysis

Saanon 9 Mcamnng Frogram Reml 915
Sep

Monitoring Integration Obstacles to
[Zs35 integration within the organization

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

a Staft Acceptance

+ Complaints about workload
« Poor acceptance of new staff

Sapon ¢ Meassrmg Progras Resah 17
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:i2- Case Review Questions
B 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?

s If you were IPPF, would you change the

program and, If so, how?

Seamcm 9 Measrmg Prograsm Remslt ”e
Al L

u Program coordination
o Variations In pay for similar work
+ Competition for organizational resources

Sesien® Mesawmg Progrum Revakt
iSwep ) 8




Monitoning Integration External

Monitoring Integration External
Obstacles to integration cont

& Obstacles to integration

a Community reiations
< Active opposition by religious groups or
community leaders
= Donor relations
« Competing interests of donors

= Relationship with other agencies
« Competition or poor coordination with
other service providers
= Client relations

< Clients unable to accept the
organization s role

= Sanm Sesmon Memswang Progras Resshs 910
" Mo —
GUIDELINES FOR SUCCESSFUL GUIDELINES FOR SUCCESSFUL
INTEGRATION Cont.

=z INTEGRATION

3is W Highlight how the goals and objectives for
integration compiement the existing
program

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

u Develop agreements between departments
that will share resources

m Develop a system for sharing information
among departments and programs

Seseon® Mcasonmg

Program Resad
Sup 921

u Coordinate program activities with other service
organizations to reduce duplication and increase
cooperation

= Provide equal pay for equal jobs of equivalent
responsibility

u Provide staff with clear and written descriptions of
their responsibilities

m Maintain the existing supervision structure
whenever possible

u Establish mechanisms for communication
between new and existing staff

Sexnca? Meanwang Program Rewsh 912
(Suep

Session 10 Identifying Staff

.. SAAD CASE
Requirements A

i ® What are the staffing needs that IPPF has
identified for the dairy farmer family

s To examine the process for determining planning program?

staffing needs for a new family planning
program

s To review the issues involved in designing
the supervision of a new family planning
pregram

[ m To explore the steps in determining training

needs

= Why do you think IPPF included all these
areas In the proposed CBD training
program?

= What is their training strategy trying to
<%=  achieve?

Seinon  idemnifving Suft Reguremens 01 Sewnom 10 Idesnfyiag StV Hequramesss
sep [remo 102




[

.
PO

ESTIMATING STAFF REQUIREMENTS

Step 1 Define the activities that are required to

implement the program

Decide who will carry out these
activities

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

Estimate the total number of staff
required by job title

Sasmon 30 Idestifyimg StafT Raquurssents
(Sep4)

Step 2

Step 3

Step 4

Step 5

103

Uses of a “task list”

} » Defines jobs - helps to design jobs

m Helps to determine the number of
staff required

m Helps to define training needs
= Foundation for job description

= Helps to determine job levels and
salaries

Sesmon 10 Mrmufymg SWIT Rugueremmnss 104
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STEPS IN DETERMINING TRAINING

Zz NEEDS FOR A NEW PROGRAMME

m Clearly define responsibiliies/tasks for each
type of worker

s Define required knowledge and skills to
perform each task

m Determine if proposed workers already have
the required knowledge or skills

W w (dentify Gaps = INITIAL TRAINING NEEDS

. . Session 11 Developing a

: Contraceptive Supply System

R Session Objectives

= To prepare a forecast for contraceptive
supply needs

= To calculate contraceptive stock
requirements

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

% 8 To consider alternative approaches for

v distributing contraceptive supplies

Sesmon 10 um?:;sml-a-r—— 05 Sesmom H m‘s;-s‘m“ms_ "
_ Calculating the amount of
| =% contraceptives required
SELECTING TYPES OF 3% m Estimate the total number of potential clients
CONTRACEPTIVES NEEDED a Estimate the number of people that your program
CRITERA will serve

m Contraceptive methods permitted and
available

m Program strategy (CBD/Clinic)
m Staff skills and training
m Number of potential clients

Sesmon 11 Levelopang  ( omrscopuve Suppt 5 meru
Seps

u Estimate how many of the clients to be served
will use sach of the contraceptive methods
offered by the program

= Caiculate the total number of each typs of
contraceptives

+ Number of clients for each method multiplied
by
S + The quantity needed 1o provide protection for
E. one year
Senon ) Deveiopng Camtracrpuve Sapply Symnam
(Swp s
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= Formula for Forecasting Supply

Calculating Supply Requirements

New Chent | Continuing

TOTAL NEW CLIENTS
3360

Total Pill Chents 5%
33600 X45% =
1.512

Chent
P1ll Packets 65 13
Depo-Provera 2 4

Injections

Total Depo Chents 20 %
3360X20% =
672

Sesmom I Developesg  Comtracoptve Supply S sem
(Step 5) 1]

Sesscm 1] Dewslopmg Comtmcrpve Supply Svamm ns

= INEW CLIENTS FORMULA  |STOCKS
REQUIRED

Pill Chents  {Packets per New  |Packets/Cycles
Yearl Chent

% of 1512= 6.5 2,951
454
Depo Chents | Inyections per New |Injections
Yearl Chent
30% of 672 = 2 -

202

Sespom 11 Developng  Comraceptrve Suppl 5 sem e
Sueg s

CONTINUING | FORMULA STOCKS
USERS PIEQU!RED
[P1lls 454
IDepo 202

5a oo Levelomnp ommcepn  Suppiv S mem s
Sup s

(S $)

Projections for Year 2

NEW CLIENTS |[FORMULA |STOCKS

REQUIRED

Piils

0% 605

Depo

40% 269

Seamon || Developmg Commcrpuve Suppiy Sysem n
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CASE REVIEW QUESTIONS

§ = What specific information did IPPF require

in order to caiculate the contraceptive
supply needs®

n 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?

B = Do you think the approach selected to

finance the purchase of contraceptive re-
supplies will be effective? Why~?

Samnce |]
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-= Selecting a Supplier

Check the reputation of the supplier with
others

Ask the following questions
u Is the supplier reliable?

m Is the time between ordering and delivery
within an acceptable range”

a Does packaging meet standards i e
adequate seals and appropriate labels”?

a Does the supplier deliver products with

& 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

B mportant
sufficient time betore the expiration date” Y studies are impo
m Is the price acceptable®? - e
Sasmon 11 mls:ms) Sepply Symem e " Smnam 12 mﬁa:-mn-uww— 1y

A Budget

is a financial plan that details the types
and amounts of resources needed to
implement your program

A Budget

m provides potential donors with
information about what is needed

% m guides spending decisions

= provides a baseline against which to
measure actual spending

Scison 12 Manmsging Finaacss for e lntegrated Prograe
Sepd

5% When FP 1s being added to an existing
% program

1) Find out about your donor/s constraints
2) Check your “chart of accounts”

3) Decide how to deal with costs shared by
several programs

Sesman 17 Managing Fiasnces for an imsegraied Progran: 13

iz FOR EXAMPLE

s 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

Seigon ] Massging  nances for e ntcgrated Program
e

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
: fairly among the programs

Seman §7 M [
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EXAMPLE 1

§ m A staff member may spend two days (16
E hours) per week on family planning
activities 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
16/40 = 40% to the family pianning program
24/30 = 60% to the adult literacy program

Scimon 12 Mamging Fismaces for as bcgrased Program 126
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- 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 1s also helpful if you compare the
success of your program with those
of other organizations

Ses on 12 Managing Funmnces for an icgraed Progne
Sup6 ns

SAAD CASE

® What costs did the the IPPF Affiliate
decide to apportion between the Dairy
Farmers CBD 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?

m» How have the costs of contraceptives
been dealt with in the budget?

Sexpon 2 Managing Finances for am Latcgraed Prograen e
Siep b

- EXAMPLE 2
=3t You may decide that the costs of renting
£ your office space plus the costs of
electricity at headquarters shouid be
divided across each of your programs

You could divide the total costs using one of the
following formula

» The proportion of all statf who work in each
program

B = The proportion of headquarters staff time spent

£ oneach program

Sesmon 17 Managing Fmaaces for as lategraed Program. \
Supt

=% To assess cost-effectiveness, the NGO
= must

m assign costs to the service to be assessed

m 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

Sexmon 11 Managing Fissares for an Luicgrased Progran
(Suep 61 129

_-- Session 13 Concept Paper
&+ Preparation

Bl Session Objective

To formulate a Family Planning
Integration Strategy which
incorporates the six key components
of integration

Sesmon ] Camcept Papes Prepursbon 31




Overheads: Training
of Trainers

TOT Workshop Objectives

2¢ = To prepare participants for their role as

advocates of integration by reviewing and
practicing the FP Integration Steps

= To prepare participants to conduct
integration workshops through practice in
workshop design and organization,
teaching methods and evaluation

TOT Sesnon | Dexigrang an "GO Workshop 1"
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(EXAMPLE)
NGO Mini-Workshop Objective

To introduce ideas and strategies for
integrating FP into the existing
programs of NGOs

T TSewson } Dengrang an NGO Workshop 1

P

] 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

TOT Sexuxm | Degmng an NGO Workshop 12

TOT Session 2 Deciding Whether to
Integrate

To increase knowiedge 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 Satsam 2 Ducwkng Whether 0 lmsgraie 21




TOT Session 3 Selecting a Strategy

= To select and defend an appropriate
service delivery strategy

m To demonstrate skill in defining and
explaining objectives and indicators

TOT Sesmon 3 Selacting  Strmegy 3

TOT Session 4 Forecasting
Contraceptive Supply Needs

To demonstrate an ability to forecast
contraceptive supply needs

TOT Semmen 4 Fovecasung Cowvaceptive Sepply Needs
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TOT Session 5 Resource Analysis

To demonstrate an understanding of
‘what resources are needed to
effectively implement a family pianning
strategy and “where” to find them

TOT Sesason 5 Resomr  Amalysis St
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