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fnnex |
Creneral Crreular No: 'DJ JIE/EDIE

Guidelines for conducting the Monthly Conference at the

Office of the Medical Officer of Health

Monthly Conference is held in each Medical Officer of Health (MOH) area monthly to review
pragress, appraise and motivale staff to enhance leam spirit, plan for the month ahead and to
strengthen the administrative functions,

{1}). Objectives of the Monthly Conference

1.1 Toreview the performance

Medical Dfficer of Health Staff is responsible for implementation of Maternal and Child health,
Family Planning, Well Woman, School and environmental health and other discasc prevention
programmes at the Public Health Midwife (PHM) and Public Health Inspector (PHI) area level. In-
order to ensure the optimal service provision, performance review at each officer level 18 necessary
for identification of strengths and weaknesses. The identified strengths should be appraised and
shared among other staff members. The problems need to be minimized by camying out continuous

discussions to plan novel strategies.
|.2 To regulanize administrative procedures

Medical Officer of Health area is the smallest health administrative unit in Sri Lanka. This
conference 15 o forum to discuss the administrative issues arising within MOH area and to take

decisions 1o regularize the functions of the unit scconding W the circulars issued,
1.3 To share knowledge gained and to identify training needs

Technical contents of the programmes should be updated regularly. Therefore it is necessary to get
the staff participated in relevant training programmes and share the knowledge they gain with others.
Further officers who need special training are also to be identified to make them participate in

relevant training,
1.4 To review and plan activities

The annual action plan of the MOH area should be reviewed and necessary amendments should be
done, Further, discuss and take decisions regarding the new programmes to be implemented in the
MOH area.

1.5, To solve problems through consensus

All attemipts should be made o resolve matters faced by the staff’ either official or other gencral in
nature through consensus.




{2). Date and time to conduct the meeting

Date: A fixed date in every month

Time:  from 8.00 am. 10 4.00 p.m.

Dates of the Monthly Conferences should be decided under the guidance of the Regional Director of
Health Services (RIDDHS), Dates identified at the beginning of the year are to be informed to RDHS
for approval. Any amendment to the date should be done with prior approval from the RDHS and

those need 1o be informed to all relevant officers one week prior 1o the conférence.

{3). Participation

Participation of the following officers is compulsory;

-

All members of the MOH siaff including officers who are acting or covering up duties of any
member of the staff, Estate Health Manager (estate areas), Estate Medical Assistant (EMA),
drivers and Health Assistant (SKS)

Insttutional staff DMO, MOIC, RMO, Nursing officer in-charge of the clinics

Orther staff to be invited:

Distnct staff - RDHS, CCP, MO/MCH, RE, MO/Planning, MOMNCD, RSPHNO, SPHID,
HEQ, SSDT

Estate Wellare Officers (when relevant)

Field Officers in District Secretariat Office

Officers other than MOH staff preferably should participate at identified time.

(4). Procedure

i

MOH should be the President of the Monthly Conference. Instances where MOH is not
avatlable, AMOH or a medical officer acting or covering up the work of MOH should take
the responsibilities.

A permanent field officer should hold the post of Secretary.

In order to make the conference productive, it should be conducted on an agenda.

A file should be maintained to keep all documents related to monthly conference.

Monthly conference could be held according to the sessions suggested below;



1" Session:

- Mational anthem, government oath and religious observation
Present the previous meeting minules and discuss the progress of the recommended actions.

Present the previous local conference minutes and discuss the progress of the recommendexd

actions.

2" Session:  Administrative procedure

Read and discuss the new circulars, puidelines and letters.
- ldentify and attempt 1o solve problems related to health institutions and clinic centers.
—  Discuss the administrative problems of commaon concern

—  Suggestions for proposed new activitics need to be discussed.

! P :
3" Seszion: Progress on performance review
= Discuss the completeness, accuracy and timeliness of sending and receiving returns

Compare ithe performance of PHMs, PHIs and School Dental Therapists on selecied

indicators
Review the progress of the implementation annual action plan for the current year and take

remedial actions to reach the expected target.

Discuss the findings of Maternal and Infant death investigations

Discuss the on quantitative and qualitative assessment of the MOH performances in
achieving targets

Appraise the officers who have reached targets

Motivate and guide the officers who are vet to reach larpets

Appraise the innovations done for service improvements

]

Present the supervisory performances of all supervising officers in reaching targets to be done
MOH/AMOH

4" Session: Technical updates

= ©One or several of following activitics could be chosen for this session.
*  An educational seszion on technical matters to improve knowledge and skills of the

stafT



= A planned programme on a selected topic
s Quiz and a role play
* A short lecture by a stafl member

" A lecture by a Provincial or regional staff member; CCP, MO/MCH,
RE,RSPHNOSPFHID etc

= A guest lecture by a  Consulant Obsteélrician and Gynecologist . Consultan
Pediatrician or any other relevant officer

* Reading of newspaper articles, technical articles ete,

5" Session: Logistic management and other activities
— Timely distribution of printed forms, publications and drugs in correct quantity
—  Other matters relevant to the s1aff and field
= Review of the estimation and current stocks of material, supplies and equipments ex:

micronutrients, FP commaodities, printed materials etc

(5). Officers other than the MOH staff mentioned in the section (3) should be present during relevant
SEESI0n.

(6). A copy of the minute of the Monthly Conference should be forwarded to the RDHS and
Office copies should be filed in the MOH.

(7). Attendance Register should be maintained.

(8). Peaple having commercial interests and conflict of interest should not be allowed to  participate

at the monthly conference,

Dr. P. G, Mahipala

Director General of Health Services

Ministry of Health




