




Technical Procedures



Contents
1	Planning	3
2	Supervision	3
3	Reporting	4
4	Surveys	4
5	Support for Government Health Services	4
6	Equipment & Supplies	5
7	Stakeholder Meetings	6



[bookmark: _Toc389727928]Planning
The overall program plan is developed by the Program Manager and Health Coordinator in consultation with the Health Centre Management Team. 
Within the overall plan each Facilitator and HSA pair is responsible for assessing the needs of their assigned villages and developing an activity plan to address those specific needs.
Every month the Facilitators and HSAs will attend a technical meeting where they will plan their activities for the month. The Facilitator should arrive at this meeting with a tentative activities already planned in their diary, based on the needs of their target villages.
The Facilitator Supervisor, Health Coordinator and Health Centre Management will give the Facilitator and HSA pair immediate feedback on any activities that need to be changed or rescheduled. 
After the planning session the Facilitator Supervisor will work with the M&E Assistant to type and print the monthly planning calendars.  One copy of the calendar will be given to the pair, one to the Health Centre and one will remain at the office.
As per the Attendance and Absences general policy, if an employee is not able to perform their duties as per the agreed plan they must immediately communicate with their supervisor or team leader.
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The Facilitator must take a photograph at the start and end of every activity that they run, showing the time and date. All photos must include the facilitator, the usual activity location, at least one VHC member and the HSA if present. 
Details of all activities and photos must be recorded on the Monthly Activity Verification form, which will be checked every month by the supervisor or team leader. Activities that were cancelled will be marked in the calendar.
The Facilitator Supervisor and Health Coordinator will meet with the Health Centre Management Team each month to develop a supervision schedule.
All Facilitators will be supervised at least once per month, or more frequently as necessary, by the Facilitator Supervisor. The Facilitator Supervisor will use a Facilitator Supervision Checklist when supervising. This checklist will not have any scoring, only written comments. An action plan should be developed on how the individual can be coached to improve. 
The Health Coordinator and Program Manager will supervise the field activities at least once per month, or more frequently as necessary. The Program Manager will use a Supervisor Supervision Checklist when supervising the supervisors. This checklist will not have any scoring, only written comments. An action plan should be developed on how the individual can be coached to improve.
When conducting supervision visits the supervisor must also take photos and record them on the Monthly Supervision Verification form. This will be checked randomly by the Program Manager.
Supervision can be done with or without notifying the individual in advance. At least half of the supervision visits should be done without warning.
Competitions may be organized to reward Facilitator and HSA pairs based on the results in their catchment areas. The scoring will be based on results and checklists completed by supervisors. The scoring criteria will be shared with all team members before the competition starts. 
To assist with communication between the supervisors and facilitators, all facilitators will jointly elect one focal person. Supervisors will communicate all messages for facilitators to the focal person, who will then communicate with the facilitators. The facilitators may also bring issues to the focal person to be communicated to the supervisors. The focal person may also be responsible for receiving deliveries of supplies on behalf of other facilitators when necessary.
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Facilitators must complete an activity report for every activity they run. The format for this report will depend on the activity. The M&E Assistant is responsible for ensuring that blank copies of reporting forms are always available at the office.
Activity reports must be submitted to the Facilitator Supervisor during the technical meting each month. The Facilitator Supervisor will review all reports for completeness and submit them to the M&E Assistant. 
The M&E Assistant will enter the report data into the computer and use it to generate the various summary reports required. The M&E Assistant is also responsible for filing all reports at the office.
The M&E Assistant will conduct random audits in the field to verify the information in the activity reports. The results will be reported using the Audit Report – Data Collection form.
The M&E Assistant should display the results for key indicators on the noticeboard at the office.
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Facilitators and other members of the technical team will be required to conduct data collection for various surveys as part of the program. This is a regular activity and does not include any additional benefits or allowances.
The M&E Assistant will be responsible for collecting and filing the surveys, and will conduct random audits in the field to verify the data. The results of these will be reported using the Audit Report – Data Collection form.
The M&E Assistant will enter the survey data into the computer and use it to generate the various summary reports required according to the Program Manual. 
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Managing support to government health services is the responsibility of the Health Coordinator. 
When support is required, such as equipment, supplies or transport, the Health Coordinator must communicate this to the Logistician. Both team leaders must work together to ensure the support is provided.
The Office Manager is responsible for keeping detailed records of support provided to the government health services. This will be done using the following forms:
Vehicle Maintenance Log Book – to record maintenance of health center vehicles.
Delivery Receipts – to record all equipment and supplies delivered to the health center. 
Transport Assistance Receipt– to record all transport assistance provided.
GOVT section in Diame – to record all receipts for government support.
Inter Aide will adhere strictly to the following policies when supporting meetings, workshop and training sessions with government partners:
Inter Aide will avoid scheduling meetings, workshops and training sessions when government staff are busy with their regular duties. The provision of services to the public must always take priority. Meetings at the Health Centre will be delayed (or participants excused) if patients are waiting to be treated.
Cash allowances will not be paid for any activities that are part of the regular job description for a government employee. This includes facility based meetings, supervision visits, and training sessions that a government employee is expected to perform as part of their normal role. Support may be provided in the form of transport, food or stationary if necessary.
Whenever possible meetings will be held a government facilities rather than off-site venues. If Inter Aide invites government partners to attend an off-site meeting then Inter Aide will directly provide food and accommodation if necessary (not cash allowances). Transport costs will be provided directly, or if this is not possible they will be reimbursed based on the actual cost for the distance travelled. Sitting allowances, or any other cash allowances, will not be paid. The same policy applies if Inter Aide calls an emergency ADC or GVH meeting outside the usual schedule of meetings to discuss only Inter Aide issues.
If Inter Aide hires government employees on an independent basis to implement activities that are not part of their regular job description then Inter Aide will pay for this service based on a fee to be negotiated between the two parties. In this case the government employee must take annual leave in order to complete the work to make sure that it is not infringing on their regular duties. Inter Aide will require proof that annual leave was taken and that the individual was replaced if necessary (e.g. for nurses or HSAs).
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Each month the Facilitators must list any supplies they require for activities on the Facilitator Order Form, including the date when the items are required. These must be approved by the Health Coordinator before being handed to the Logistician and Office Manager for procurement and delivery.
Facilitators should always have the following equipment and supplies available:
Bicycle
Backpack
Sandshoes
Rain suit
Calculator
Camera (including case and SD card)
Batteries for camera – 4 per month
Ink pad
Flipchart
Markers (1 box)
Masking tape (1 roll)
Plastic display file
A4 hard cover
Pens (2)
Ruler
Diary
Blank forms, including all planning forms, report forms and beneficiary delivery receipts
Arch lever file for record storage (one per pair)
When receiving activity supplies the Facilitator will be required to sign on the Stores Registry or Delivery Receipt. From this point onwards the supplies are the responsibility of the Facilitator. If supplies are lost or damaged due to negligence by the Facilitator, then the Facilitator will be required to pay for part or all of them, depending on the situation (see the General Procedures for a definition of negligence).
When providing supplies to program participants (e.g. prizes, bed nets, etc) the Facilitator is required to take a photo of the participant with the item(s). This should be recorded along with the name, item and signature / thumb print of the participant on the Beneficiary Delivery Receipt.
The completed Beneficiary Delivery Receipts should be submitted to the Facilitator Supervisor, who will pass them to the Office Manager for auditing. The Office Manager will audit the delivery of supplies in the field using the Audit Report – Delivery form.
[bookmark: _Toc389727934]Stakeholder Meetings
The Health Coordinator is responsible for organizing all stakeholder meetings, including inviting participants, booking the venue, setting the agenda, organizing refreshments, recording participants, and facilitating the meeting.
All participants at the meeting must complete the Participant List form and at least one photograph should be taken to confirm the meeting did occur. 
If allowances are being paid then an Allowance Receipt Form should be prepared by the Health Coordinator and signed by the participants (or one individual representing all the participants if appropriate).
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