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[bookmark: _Toc10192534][bookmark: _Toc20392435]Purpose of the Standard Operating Procedure Manual
This standard operating procedure (SOP) manual provides standard guidelines for effectively implementing insecticide-treated net (ITN) distribution in basic schools in Ghana. 
[bookmark: _Toc10192535][bookmark: _Toc20392436][bookmark: _Toc338855586]Overview of School Distribution Procedures
[bookmark: _Hlk494795764]Each year school ITN distribution occurs in May, during the third term of the Ghana Education Service (GES) academic year; orientations and meetings begin six months prior to the distribution. A number of critical steps and processes are needed for a successful school ITN distribution. This document presents the guidelines required to achieve effective planning and implementation. The school-based ITN distribution requires planning at multiple levels—national, district, and school levels—and involves transporting ITNs from central-level warehouses to schools in all regions where implementation is taking place. In Ghana, approved GES class enrollment data is used to quantify the ITNs delivered to each school for distribution. To-date, in Ghana, ITNs are distributed in grades 2 and 6. The ITNs are distributed to pupils in the selected classes by the respective class teachers, who are supervised by school-based School Health Education Programme (SHEP) Coordinators, head teachers, and circuit supervisors (CSs). District, regional, and national-level personnel of SHEP, National Malaria Control Program (NMCP), and other implementing partners provide additional supervision during the distribution process. Circuit supervisors ensure that excess nets, if any, are retrieved for redistribution to schools with deficits. After the school distribution is complete, all remaining ITNs are sent to the district education stores and, subsequently, transferred to district health directorates for health facility ITN distribution. 
[bookmark: _Toc10192536][bookmark: _Toc20392437]Scope 
[bookmark: _Toc10192537][bookmark: _Toc20392438]Key steps in school distribution planning and implementation 
	Key Components
	Purpose
	Activities
	Timing
	Key Stakeholders

	National level planning meetings
	To plan the campaign, provide direction, and coordinate implementation. This is undertaken by the school distribution taskforce led by the NMCP.
	NMCP consults partners and organizes a national task team to plan and coordinate the school distribution exercise.

NMCP organizes monthly meetings six months before distribution to discuss campaign processes and timelines.

The task team (via a letter from the Director General, GES) formally notifies all regional directors three months before the distribution, including specific timelines.


	Begins six months before the distribution starts.
	NMCP

SHEP

USAID/President’s Malaria Initiative (PMI) malaria partners

	Quantification and procurement planning 
	To quantify and procure the number of ITNs needed for the year’s campaign

	PMI ITN implementing partner/NMCP request school enrollment data from National SHEP for ITN procurement. 

National SHEP obtains and shares most current Education Management Information System (EMIS) enrollment data with partners six months before actual distribution to determine ITN allocation for schools. 

PMI ITN implementing partner/NMCP validate data received from EMIS with previous distribution data to ensure all registered schools are included.





	Begins one year before the distribution starts.
	NMCP

SHEP

USAID/PMI malaria partners

	Logistics and supply chain management
	Plan movement and supervision of ITN transportation to ensure required nets arrive at their destinations on time and are securely stored.
	Third party logistics contractors (3PLs) transport ITNs to district education stores. CSs transport ITNs from district stores to schools.
	Begins six months before the distribution starts.
	PMI logistics contractor

NMCP/Global Fund

	Engagement of Regional Directorates of GES and Ghana Health Service (GHS) 
	To inform the regional directorate of campaign timelines and procedures, and to reiterate their role in providing leadership to achieve a successful campaign.
	
	Begins three months before the distribution starts.
	NMCP

SHEP

USAID/PMI malaria partners

	Training-of-trainers at district level 
	To train district-level trainers to organize orientation and micro planning workshops for district officers
	The national team consults with the Regional SHEP Coordinator to plan for training-of-trainers at the regional level.

The school distribution task team reviews the training manual, makes appropriate changes, and agrees on a training plan that spells out training content and schedule. 

The Regional SHEP Coordinators, with districts, develop training clusters in line with national level guidance.

Conduct training-of-trainers for district-level staff, including District Directors, Deputy Directors responsible for Supervision, and District SHEP (D-SHEP). 

District-level trainers organize orientation for other district officials, including CSs, private school coordinators, and supply officers.


	Begins one month before the distribution starts.
	NMCP

SHEP

USAID/PMI malaria partners

	Orientation of primary school head teachers 
	To orient head teachers on the campaign and their roles and responsibilities.
	CSs conduct orientation for school head teachers, school-based SHEP Coordinators, and School Health Teams, as part of routine engagement with schools.
	Begins one month before the distribution starts.
	CSs 

	Social mobilization and behavior change communication
	To inform communities, parents, and children about the timing of the distribution and what can be done to ensure household use of nets.
	Spearheaded by School Health Teams, led by the head teacher.

Schools plan and implement health education programs, including malaria prevention, ITN use and care in schools, Parent-Teacher Association (PTA) meetings, and during community outreaches. 
	Begins one month before the distribution starts.
	School Health Teams

D-SHEPS

CSs 


	Transportation of nets to district education stores 
	To ensure that the required number of nets per school are available. 
	3PLs work with central level store officers and transport ITNs to districts based on agreed-to allocation list.
	Begins two to four weeks before the distribution starts.
	Central level store officers

District store keepers


	Transportation of nets from district education stores to schools
	To ensure that the required number of nets per school are sent to each school as listed on approved list.
	3PLs work with district store officers and transport ITNs to schools based on agreed-to school allocation list. It is proposed subject to final agreement by NMCP and GHSC-PSM to give CSs the responsibility of transporting ITNs to schools. Will agree on a fixed transportation price per bail. This, in addition to other benefits, will eliminate issues with re-supply as CSs will only give out ITNs based on class enrollment and not historic data used for allocation to schools.
	Begins one day before distribution or within the distribution period.

	District store keepers

3PLs

	Net distribution in schools
	To distribute nets to the targeted school children based on number of pupils in the class registers.
	Head teachers supply nets to class teachers for distribution, based on class enrollment.
	Occurs during the 3rd term (in May).
	Head teachers

Class teachers

	Supervision by circuit, district, regional, and national level officers
	To ensure targeted pupils receive their nets, and are educated on its use and care. 

Ensure proper documentation of nets distributed and use appropriate forms.
	Supervisors and head teachers are directly responsible for supervising ITN distribution in schools.

[bookmark: _Hlk12957385]District, regional, and national level provide additional supervision and resolve all issues relating to logistics and social and behavior change communication.

	Occurs during distribution.
	Circuit, district, regional education officers

National level officers (NMCP, SHEP,
USAID/PMI partners)



[bookmark: _Toc10192538][bookmark: _Toc20392439]Roles and Responsibilities  

NMCP and Partners 

i. Coordinates planning and implementation of ITN distribution at the national level.
ii. Develops ITN distribution guide and training tools and supervises regional/district level trainings.
iii. Provides supportive supervision to regional, district, circuit, and school teams in planning and implementing ITN distribution.

Regional SHEP Coordinator

i. Coordinates planning and implementation of ITN distribution activities at the regional level.
ii. Facilitates training-of-trainers meeting for district and circuit officers at the regional level.
iii. Monitors and supervises net distribution in a designated region.
iv. Reviews and endorses school distribution data.
v. Completes reporting Form D (Appendix IV) for submission to National SHEP coordinator. 
vi. Monitors continuous education on malaria prevention and ITN use and care in all schools within the region by enforcing planning and implementation of action plans for health education in schools.
Circuit Supervisor

i. Conducts orientation for head teachers, school-based SHEP Coordinators, and School Health Teams.
ii. Transports ITNs to schools.
iii. Supervises individual school ITN allocation and distribution of nets to school children in targeted classes using validated data.
iv. Reallocates nets to schools based on need. Schools not on EMIS will not be served.
v. Returns all excess ITNs to district stores.
vi. Collates and reviews school distribution Form A (Appendix I) from schools.
vii. Completes Form B (Appendix II) for submission to D-SHEP no later than a week after distribution. 
viii. Monitors availability and implementation of health education action plan for continuous education of pupils, parents, and community members on benefits of ITN use and care through school assembly, classroom sessions, PTA meetings, and community outreach programs.

District SHEP Coordinator

i. Organizes orientation and school ITN distribution planning meetings with district officers. 
ii. Reports to regional level on ITN stocks received at the district level and quantity distributed to schools/pupils.
iii. Monitors and supervises ITN distribution in schools within the circuit. 
iv. Collates all Form Bs from CSs and completes Form C (Appendix III) no later than two weeks after distribution.
v. Submits Forms B and C to the Regional SHEP Coordinator. Form C must be endorsed by the District Director of Education before submission to Regional SHEP Coordinator.
vi. Facilitates the transfer of excess nets, if any, from GES stores to GHS, with appropriate documentation for distribution through health facilities.
vii. Monitors availability and implementation of health education action plan for continuous education of school pupils, parents, and community members on malaria prevention, especially the proper use and care of ITNs.
Deputy Director/Assistant Director- Supervision (DD/AD SUP)

i. With D-SHEP, organizes orientation and school ITN distribution planning meeting with CSs, primary school coordinators, and supply officers. 
ii. Supervises and ensures all enlisted schools receive ITNs and pupils are educated on ITN use and care.   
iii. Ensures reporting Forms A, B, and C are completed and submitted, as per guidelines.

District Director of Education

i. Acts as the custodian of allocated ITNs for the district.
ii. Monitors and supervises ITN distribution in schools and overall implementation of the distribution in the district.
iii. Ensures all listed schools receive their nets by reviewing distribution reports submitted by 3PLs and CSs.
iv. Reviews and endorses school distribution data before forwarding to the Regional SHEP Coordinator.

District Store Keeper/Supply Officer (GES)

i. Ensures proper storage and security of the nets allocated to the districts.
ii. Issues nets to 3PLs for distribution to schools, based on agreed-to validated list/issues nets to CSs for distribution to schools.
iii. Completes inventory control/bin cards on stocks received and issued.
iv. Receives and documents excess ITNs after distribution. 
v. Issues excess/leftover nets after distribution exercise to GHS, including any relevant documentation.

Basic School Head Teachers

I. Informs class teachers and School Health Team about official dates for the distribution of nets to pupils.
II. Ensures adequate security and storage of nets in schools. Where safety of nets is not guaranteed, should distribute the nets the same day they are received.
III. Receives and signs waybill for nets from 3PLs as proof of delivery.
IV. Releases the ITNs from storage to the respective class teachers, based on the class enrollment data.
V. Supervises ITN distribution to pupils based on enrollment in class registers.
VI. Ensures completion of reporting Form A by class teachers. A copy of this form should be kept at the school and another submitted to the CS. 
VII. Informs CSs of ITN shortage, if any (use class register as proof).
VIII. Submits excess nets to CS. 
IX. Ensures continuous education of malaria prevention, and proper net use and care through planning and implementation of school health activities.
Class Teachers

I. Continuously educates pupils on malaria transmission and prevention, and use and care of the ITNs, in collaboration with School Health Teams. 
II. Registers beneficiaries and completes reporting Form A (Appendix I). 
III. Issues ITNs to school pupils in targeted classes, based on enrollment in class registers.
IV. Reserves ITNs for pupils who may be absent on the day of distribution. The teacher ensures pupils receive nets when they report back to school.
V. To note: issuing nets to pupils should not be based on conditions, such as non-payment of fees or academic performance.
[bookmark: _Toc10192539][bookmark: _Toc20392440]Data Collection and Reporting
[bookmark: _GoBack]The table below shows the various forms used to collect data during and after the schools distribution and the timelines for submission to district, regional, and national. While manual reporting has been the norm since the inception of Ghana’s school distribution, stakeholders recommend developing an application (app) for data collection and reporting. The status of the delivery will automatically be sent to a central, cloud-based database, which stakeholders can access remotely to monitor deliveries in real time. Partners will explore the possibility of developing this app for use during the 2020 ITN distribution.


	Form
	Completed by
	Timing of Completion 
	
Collection Process

	Form A:
Class teacher long-lasting insecticide-treated net (LLIN) distribution record form
	Pupils and class teacher
	Filled during the distribution period, in accordance with class enrollment/register 
	This form is kept at the school.

	Form B: 
Circuit summary form
	CSs 
	Compiled after distribution is complete and signed by class and head teacher
	Three copies submitted to the district SHEP. Distribution: District Education 1, District 
Health 1, R-SHEP 1 (original for national). Submission to D-SHEP one week after distribution. xxx

	Form C: 
District summary form
	D-SHEP Coordinator
	Completed at district level after distribution and submission of summary forms by CSs
	Used during district report writing and submitted to the region. Three copies completed: District Education 1, District Health Directorate 1, R-SHEP 1 (original) with a cover letter signed by DDE. Submission to R-SHEP two weeks after distribution.

	Form D:
Regional Summary Form
	R-SHEP Coordinators
	Completed at the regional level after distribution and submission of summary forms (B & C) by D-SHEP Coordinators
	Used during regional report writing and submitted to the national level, in addition to Forms B & C for all districts, with a cover letter signed by RDE. Submission to national three weeks after distribution.

	Form E: 
Primary School Distribution Monitoring form
	CSs/D-SHEP/R-SHEP & other monitors 
	Filled during distribution at school 
	Used during report writing. Completed by CS and all monitors and submitted to R-SHEP through D-SHEP. 
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[bookmark: _Toc20392441]APPENDICES 
Appendix I: FORM A 			PRIMARY SCHOOL LLIN DISTRIBUTION
To be completed by pupils & class teacher during the distribution.
(This form should be kept with school head teacher as evidence of distribution of LLINs)
	Name of school:
	Public   (tick):
	Class:      

	Circuit:
	Private (tick):
	District:

	Period of distribution (Date): From:                                                             To:	        

	

	Gender (tick)
	Received (tick)

	
	Boy
	Girl
	Yes
	No

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	

	26
	
	
	
	
	

	27
	
	
	
	
	

	28
	
	
	
	
	

	29
	
	
	
	
	

	30
	
	
	
	
	

	
	                                                                                       Total
	
	
	
	


Summary
	Number of pupils on roll
	

	LLINs received for class
	

	Number of pupils supplied with LLINs
	

	Number of LLINs remaining
	


I hereby certify that the above information is correct
Name of class teacher.............................................Signature:……...........................Contact Tel...................................NB: IF CLASS ENROLMENT IS MORE THAN SPACES PROVIDED PLEASE CONTINUE ON ANOTHER FORM A

Name of Head teacher .......................................Signature:…………………………………Contact Tel………………………………….

Appendix II: FORM B				PRIMARY SCHOOL LLIN DISTRIBUTION
To be completed by circuit supervisor after the distribution campaign
(Distribution: Circuit – 1, DSHEP – 1, R-SHEP 1)
	Region:

	District:

	Circuit:
	Date:

	Name of School
	Indicate PB=Public     PV=Private
	
LLINs
Received
	No. on Roll
	LLINs distributed to
	Total LLINs distributed

	
	
	
	
P2 
	
P6
	P2
(Boys)
	P2
(Girls)
	P6 (Boys)
	P6
(Girls)
	

	
	
	
	Boys
	Girls 
	Boys
	Girls 
	
	
	
	
	

	
	
	3PL
	CS
	
	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
Total
	
	
	
	
	
	
	
	
	
	
	


Summary
	Number of LLINs received for circuit campaign
	

	Number of pupils supplied with LLINs
	

	Number of LLINs Remaining in the Circuit
	


I hereby certify that the above information is correct
Name of Circuit Supervisor.........................................................     Signature:......................................Contact No.:............................................
Name of D-SHEP Coordinator…………………………………………………     Signature:…………………………………….Contact No:………………………………………....
Appendix III: FORM  C					RIMARY SCHOOL LLIN DISTRIBUTION
To be completed by District SHEP Coordinator after the distribution campaign
(A copy of this form should be kept at district level and another submitted to the Regional SHEP Coordinator)
	Region:   
	District:

	Name of Circuit:
	Total Number of Schools
 
	
LLINs 
Received
	No. on Roll
	LLINs distributed to 
	Total LLINs distributed

	
	
	
	
P2 
	
P6
	P2 
(Boys)
	P2 
(Girls)
	P6 
(Boys)
	P6 
(Girls)
	

	
	PB          
	PV
	PB          
	PV
	B
	G
	B
	G
	PB
	PV
	PB          
	PV
	PB          
	PV
	PB          
	PV
	PB          
	PV

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Summary
	Number of LLINs Received by  District
	

	Number of LLINs Remaining in District after distribution
	


I hereby certify that the above information is correct
Name of District SHEP coordinator...................................................................... 	 Signature:............................................. Contact No:...................................
Name of District Director of Education................................................................ 	Signature:............................................  Contact No:....................................


Appendix IV: FORM D 					PRIMARY SCHOOL LLIN DISTRIBUTION
To be completed by Regional SHEP Coordinator after the distribution exercise
(A copy of this form should be kept at Regional level and another submitted to the National SHEP Coordinator)
	Region:   
	

	Name of District:
	Total Number of Schools
            
	
LLINs 
Received
	No. on Roll
	LLINs distributed to
	Total LLINs distributed

	
	
	
	
P2 
	
P6
	P2 
(Boys)
	P2 
(Girls)
	P6 
(Boys)
	P6 
(Girls)
	

	
	PB
	PV
	PB
	PV
	Boys
	Girls
	Boys
	Girls
	PB
	PV
	PB
	PV
	PB
	PV
	PB
	PV
	PB
	PV

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Summary
	Total Number of LLINs Received by Districts
	

	Total Number of LLINs Remained in Districts
	


I hereby certify that the above information is correct
Name of R-SHEP coordinator..............................................................................  Signature:............................................. Contact No.:.......................................
Name of Regional Director of Education..............................................................  Signature:............................................. Contact No.:.......................................
NB: PV = Private.        PB:  Public 
Appendix V: FORM E 		MONITORING PRIMARY SCHOOL LLIN DISTRIBUTIONFORM E

To be completed by Circuit Supervisors/Monitors during distribution campaign.
 (Circuit supervisor to complete this form for at least 10 schools during distribution and submit findings to District SHEP Coordinator before the end of the distribution exercise)

	Region:
	District:

	Circuit:                                                                                                                  Date:

		

Name of School
	School received required number of LLINs
	All eligible pupils received their LLINs

	 School/Pupils received materials and messages on proper LLINs use and care

	
	 Yes
	No
	Yes
	No
	   Yes
	No

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	


Summary
	Number of Schools without adequate LLINs for the campaign
	

	Number of   pupils eligible but did not receive LLINs
	

	Number of schools that did not receive LLINs messages
	

	Number of schools that did not receive LLINs materials
	



Comments:   







Name of Supervisor/Monitor.............................................Signature ..........................  Contact Tel ..............................
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