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SECTION 4: ADMIN ISTRATION AND MANAG EMENT

INTRODUCTION

To improve the many administrative and management functions at the cliric level, the NDOH has
developed the Clinic Managers Handbook, a concis guide to managers on how to deal with the
many issue s for which they are responsble, issues largely falling outside of clinical sewvices. A full
copy of this handbookin included on the CD Rom and can be downloaded and printed.

The enclosed checkig was derived from the Clinic Manager's Handbook and isa sucdnctlisting of
the tasks or activitiesthat should be accompished. Thisisalong lig and should be viewed asa set
of expectations for management to accomplish over a period of time It is expected that clinic
managers and their gaff will, each month, identify one or two outganding issues from this list on
which they require futher guidance or clarity from their supervi or during the monthly visit. Most of
the itemson thislist once accomplished need not be addressed again at subsquent visits. Thus
this checHlist is a tool to enable a progressve accompgishment of clinic maragemen tasks over
time. The supervisory role isto fadlitate and gude thes various management tasks, using the full
clinic manager’'s handbook and other re source s to assi st the proce ss

Al found on the CD Rom, but not present in this manual for supewisors, is a Primary Health Care
ChecHist identifying spedfic acivities and senices which should be availade at each lewvel of
primary health care in the conmunity, & mobiles, clinics, CHC and District Hospital. These are
organised on the cheddistin alife cyde approach and serve not only to identify the agreed functions
which should occur at each level of the primary health care system but also sene as a guide to
referral to higherlevels at which dedred services can be obtained. The PHC checKist isa useful
tool to keep in the clinic, both to guide referral and to identify expected se nice levelsin each of the
stagess of life from pregnancy through hirth, infancy, school age, adolescence, adulthood and old
age. The supervioor will wantto be familiar with the contentsof thischeddid and itsuse.
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SECTION 4: ADMIN ISTRATION AND MANAG EMENT

CHECKLIST: CLINIC MANAGERS

CLINIC

O General leadership and planning

Vison / Misson Saterment developed and posted visibly?
Core valuesfor teamdeveloped and posed?
Operationalplan or business plan for year dewveloped?

O Staff

New clinic staff oriented?

Staff establishment forall staff categoriesknown; vacanciesdiscussed with
supervisor?

Jobdescriptions for each staff category in clinic file?

Performance plan/agreenent for each aff me mber available?
On-callroster/calendar poged;is it fir?

Absenteeismattendance register; used and discussed?

Talist for dinicwith appropriate rotation of asks done?

Senicedtasks not carried out due tolackof skills identified?

For each daff menber: Rewrd of neetings, workshops, and training
attended; is he balance ofopportunity reviewed?

Staff meetings held regulary?

In-service training activities taking place?

Discipline problens docu nmented and copied © supervisor?

U Finance

Budgetfor year known for main categories?

Monthly recording of expenditure in each category

Are balancescalculated? Action taken, if necessary?

Has transfer of funds between line iemsheenrequested, if necessary? (as
pemitted in your setting)

U Transport/communication

Weeklyor monthly plan for transportneeds

Submitted to supervisor ortransport co-ordinator?
Telephone/radio - working (linein clinic, card phone, etc)
Used for offidal purposes only?

Able to contactambulance for urgent patient transport?
Supervisor informed of problens?

O \Visits to clinic by unit supervisor

Visted nonthly by supervisor?

e Date and tine of visit known ahead?
e Isdinic preparedfor next\isit by supervisor?
e Wittenrecord ofvisitleftwith clinic?

0 Community

Community ully involved indeveloping dinic prioriies and support service
programmes actively?

Community heath comnittee in place and met last nonth? The dinic| N |

commitee should hawe a clinic staf member presentat the meetings. This
staff member should have this link part of higher job description and should
hawe a structured support programme by proMding stats, enlighten the
commitee on policy changes, problems, etc.
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Date lastrevised / checked

[N
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SECTION 4: ADMIN ISTRATION AND MANAG EMENT

CHECKLIST: CLINIC MANAGERS

O Organisation Of Services/ Quality/ Clie nt Satisfaction
Client Consideraton

[v" ] Tick appropriate box

Patent charer posted? In locallanguage?

Date lastrevised / checked

Clear lig of services available (with imes) posted?

Date lastrevised / checked

Is eachclient greetedin a fiendy manner?

Dat lastrevised / checked

Complaint mechanismin place (ie suggestion box)?

Date lastrevised / checked

Waiting times - tracked periodically?

Date lastrevised / checked

Privacy for consultation (auditory privacy); and privacy r examination

Z|IZ|1ZIZIZ2|=2

<[ <[ =<|<[=<[=<

Date lastrevised / checked

(visual)?

Is facilityand service acceptable/accessible to disabled persons? youth? |

Date lastrevised / checked

Sewice Organisation

Anyproblemcan be seen anytime (eg supermarket approach)?

=

=<

Date lastrevised / checked

Patents with same conditions encouraged (not required) © come as a

Date lastrevised / checked

group? - Fadlitates group education, support groups for clients

Efforts made to spread work over entire day (see description)?

=

=<

Date lastrevised / checked

Information for patients/postershealth education available inwaiting

Date lastrevised / checked

area;inloca Language?

Arrangements forvisiing doctors/other specialist services? |

Date lastrevised / checked

Referral sysem

% Leter sentwith patientto referral level?

Date lastrevised / checked

& ‘Back-referral’ / ‘downward referral’ co ming back?

Date lastrevised / checked

& Drugs needed for continued care senttoclinic?

Date lastrevised / checked

Clinic outreach conducted? (see examples)

Clinical Standards

Equipment and facility

Essential equip ment for PHC inplace? (eg oxygen, pelvic exams, BP)
Inventoty of clinicequipment up-to-date?

Broken equipment labelled and listed, wit problemstaed?
Equipment due for routine maintenance identiied?

Fadlity dean, tidy, cleaning carried out daily?

Lig of facility repairs needed (doors, window, water)

Discussed with supervsorand/or Clinic co mmittee?

Refrigerator - tenperature recorded daily?

Infection control

2|1 Z1Z|=2
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Date lastrevised / checked

% Hand washing with disnfedant after each client examination?

Date lastrevised / checked

% “Sandard precautions’ practiced?

Date lastrevised / checked

% Needledisposal managenent

Date lastrevised / checked

Standard Treatment Quidelines (STGs) followed? - espedally for: TB,

Z|1Z|1Z|=2

<|=<|<|=<

Date lastrevised / checked

STDs, Diarthoea (ORS), High Blood Pressure, Diabetes other local
priorities

Eadh drug dispensedto patientproperly labeled?

Date lastrevised / checked

Patents provided with verbal and written instructions?

Dat lastrevised / checked

Waste disposal proceduresfollowed according to dandards?

Dat lastrevised / checked

Pog-H IV exposure prophylaxisfor employeesavaiable?

Z|1Z|1Z|=Z
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Date lastrevised / checked

Date lastrevised / checked

Date lastrevised / checked

Dat lastrevised / checked

Dat lastrevised / checked

Date lastrevised / checked

Date lastrevised / checked

Date lastrevised / checked
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Date lastrevised / checked
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SECTION 4: ADMIN ISTRATION AND MANAG EMENT

CHECKLIST: CLINIC MANAGERS

Q' Drugs and supplies [v ] Tick appropriate box

e Sewreplacefor al stocks,under appropriate conditions? N | Y | Daelastrevised / checked
Stock cards used and up-to-dae? N | Y | Dak lastrevised / checked
Orders placed regulady and ontime? N | Y | Dak lastrevised / checked
Verify drugsreceived against order placed N | Y | Daelastrevised / checked
Discrepancies discussed with supervsor? N | Y | Dak lastrevised/ checked
Monthly stock-outs recorded and discussed with supenvisor? N | Y | Dak lastrevised/ checked
Organisation of stock: orderly, FEFO (first expiry, frst out) followed, no | N | Y | Daelastrevised / checked
expired stock?

e Drug ordering to save costs NT Y [ Dae lastrevised / checked

e Folowing Essential Drug List (EDL)? N | Y | Dak lastrevised / checked

e Ismst-effeciveness of drugs used analysed? N | Y | DakTastrevised 7 checked
Number of items per prescaription analysed; discussed with supervisor? N [ Y | Dae lastrevised / checked

e Labtestsuppliesin stock (for sputa, blood, etc)? N | Y | Dak lastrevised / checked

O Information, documentation
e References and resources

e Reporting, recording

Up-to-date printed material on each national programme available for | N |

Y I Date lastrevised / checked

use by saff (protocols, treatment guidelines)?

Norms / standards for clinical sewices aceessible © providers (see | N |

Y | Date lastrevised / checked

descripton)?

Resource materials / referencesavailable?

Y | Dat lastrevised / checked

N
Flow charts on wall/desk - (STD, IMCI, TB, ......)? N

Y | Dat lastrevised / checked

List of arculars, docu nents received, with dage? N

Y | Dat lastrevised / checked

Paient records

Dat lastrevised / checked

Paient held records used? New cards available?

Date lastrevised / checked

If clinic held records used:retrieval time, % lost analysed?

Date lastrevised / checked

Z|IZI1Z| =2

Patent visit recorded and services recorded? (using tick registeror oher

<[ <]<| <

Date lastrevised / checked

method)

Continuity records kept, up-to-date, bllow-up done? (egregisters)

Date lastrevised / checked

FP, EPI, ANC, STD, B, chronic (DM HBP, epilepsy)

Date lastrevised / checked

Lab specimen registerkept? Missing results followed up?

Date lastrevised / checked

Zl|Z|1Z|=2

Medicodegal forms available (notifications, statutory responsbiliies)?

~| <[ <|=<

Date lastrevised / checked

Notifiable diseases
% New cases reported immediately?

Date lastrevised / checked

% “Null reportssubmitted weekly?

Date lastrevised / checked

Birhs, deaths - timelyreports on correct orm?

Date lastrevised / checked

Z|1Z|1Z|I1=2

Monthly PHC statistics report - accurate,on time, fled/sent?

<|=<|=<|=<

Date lastrevised / checked

o Managmg with infor mation

Monthly data checked, discussed, graphed with/by clinic siaff - action? | N |

Y | Date lastrevised / checked

Shared with clinic co mmittee?

Data displayed - up to date?

Date lastrevised / checked

N
Annualdata verified, discussed? N
Operational plan (busness plan) developed (nota monthly actvity, but [ N

Y
Y | Dat lastrevised / checked
Y | Dat lastrevised / checked

plans can bereviewed and updated often)?

In line with district plan? National and provincial plans? Informed by | N |

Y I Date lastrevised / checked

statisti cs?

Caichnent area map available? hcluding location of nobile stops, | N |
DOT S supporters, CHW's and other outreach activity
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SECTION 4: ADMIN ISTRATION AND MANAG EMENT
CHECKLIST: CLINIC MANAGERS

NOTES

FOLLOWUPACTIVITIES

ACTIVITY

DONE
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