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Abbreviations and acronyms

	BEMIS
	Basic Education Management Information System

	CMA
	Commodity Management Assessment

	DAS 
	 District Administrative Secretary

	DED 
	District Executive Director

	DMO 
	DMO District Medical Officer

	DN
	Delivery Note

	GoT 
	Government of Tanzania

	GRN 
	Good Received Note

	JHU 
	Johns Hopkins University

	LLIN 
	Long Lasting Insecticide treated Nets

	LV
	Logistic Vendor

	MFP 
	Malaria Focal Person

	MoHCDGEC 
	Ministry of Health, Community Development, Gender, Elderly and Children

	MSD 
	Medical Stores Department

	NATNETS 
	National Insecticide Treated Nets

	NMCP 
	National Malaria Control Program

	NBS
	National Board of Statistics

	PE
	Process Evaluation

	PO-RALG 
	President’s Office – Regional and Local Government Authorities

	PMI
	President’s Malaria Initiative

	PR
	Principal Recipient

	SR
	Sub Recipient

	RAS 
	Regional Administrative Secretary

	REO
	Regional Education Officer

	RC
	Regional Commissioner

	RMO 
	Regional Medical Officer

	SBCC 
	Social and Behaviour Change Communication

	SNP
	School Nets Programme

	SLO
	Statistic and Logistic Officer

	SOP
	Standard Operating Procedures

	TNVS
	Tanzania National Voucher Scheme

	ToT
	Trainers of Trainers


Overview 

This trainer manual is developed to support trainings on knowledge and skills required for effective implementation of School Net Programme (SNP). The manul has five units. The first unit discusses prevention of malaria in Tanzania with emphasis Long Lasting Insecticide Treated Nets (LLINs). The second unit presents the SNP coordination structure and implantationementation processes. The third and fourth units concentrate on the practical details of LLIN distribution, including quantification, transportation, issuing, documenting, and reporting. The fifth unit aims to train the trainers on how they will orient, monitor and supervise the distribution of nets in schools. This guide will serve as a framework to be followed during training for the school net program. It should be used by facilitators at the regional level in the training of council officials. It is a must for facilitators to read this guide carefully before conducting training in order to understand its contents and strategies. This guide should be read together with its appendices in order for one to sufficiently understand. Facilitators should follow the instruction provided.
Development of the Long Lasting Insecticide Treated Nets Distribution Trainer manual 

· With funding support from USAID/PMI, the Ministry of Health, Community Development, Gender, Elderly and Children through the National Malaria Control Programme and VectorWorks working with other key stakeholders developed the National SNP Implementation Guidelines.
· The VectorWorks project engaged a Consultant, Dr. Emmanuel Matechi to facilitate the revision of the IG and development of trainer manual and reference guide 

· The Consultant developed a draft Implementation Guideline, Trainer Manual and Reference Manual together with accompanying power point presentation slides for trainings. 
· Stakeholders reviewed and provided input on the draft Implementation Guideline, Trainer Manual and Reference Manual
· The MOHCDGEC worked with the VectorWorks project, other stakeholders and the national and regional personnel in selected regions to test the revised draft training manual

· The training manual will be finalized based on experiences, lessons and recommendations from the field

Intended users

It is expected that National Trainers will use this manual to train National, Regional and Council level personnel on how to effectively implement SNP. This manual will also be used by the trained National and Regional to equip council team with necessary knowledge and skills to implement, document and report LLINs distribution during the SNP.

How to use this manual

The Trainer manual should be used as a reference document, which provides a detailed description on how to train personnel at all levels for effective implementation of SNP. It is therefore expected that National Trainers will be conversant with the units of this guide that are relevant to the topics they plan to cover during training of regional facilitators. This manual should also be used by the Regional Facilitators as reference material and a reminder for action items that should be addressed while conducting training of the council teams.
Trainer Instructions 
To ensure that SNP trainings are successful, make sure you are well prepared:

· Ensure that participants arrive at the venue on time. 
· Observe time in each session as per the proposed schedule. 
The following tools are required:

· Computer
· Projector 
· Flip chart

· Two rolls of masking tape 

· One stapler, and one packet of staple pins 

· One box of maker pens (blue, black, green, red) 

· One file to put tools for training 

· One exercise book for every participant 

· One pen for every participant 

· One bag for each participant 

· Long Lasting Insecticide Treated Nets Trainer Manual 

· Long Lasting Insecticide Treated Nets Reference Guide

· Registration forms 

· Form (to list/distribution, a list of things to follow up) 

· A list of the important information that is needed. 

Session time – 1 day

Overview and training Logistics 
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 Duration: 20 minutes


A. LOGISTICS BRIEFINGS  
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	Facilitator Instructions:

	CONDUCT self-Introduction session 
DISCUSS logistics issues described below 



· In the invitation for the training, the participants shall be requested to bring with them their identity cards, and mobile phone numbers that have been registered in their respective names. 
· During the introduction, the facilitator shall provide the participants with registration forms (appendix no. 4) and will request them to fill in their names, mobile phone numbers and any other information as required in the registration form. 
The facilitator should: 
· Welcome and thank the participant for accepting the invitation. 
· Ask the participants to briefly introduce themselves by saying their names, title, and the places they are coming from. 
· Explain the training procedure, including per diem and transport refund logistics. Payment of the per diem shall be provided through mobile money transfer services (M-PESA). Other payment mechanisms can be used as well. 
· Review the names and information on the registration form for accuracy and completeness.
B. TRAINING SUMMARY, GOAL AND EXPECTED OUTPUTS 
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	Trainer Instructions: (Slide 4-6)

	DISPLAY training objectives 
REVIEW the training timetable as stated in appendices no. 4
EXPLAIN the importance of the program’s goal and request the participants to participate fully

EMPHASIZE that Council coordination teams are the key implementers of this program, which if successful will be a great contribution towards accomplishing a national and global goal in preventing malaria
REVIEW expected outputs



Expected outputs 

· Participants are knowledgeable on SNP implementation guidance 

· Participants understand their roles, responsibilities and accountability functions for effective SNP 

· Regional/Council plans on SNP training and implementation are developed and reviewed  

Unit 1:  Prevention of Malaria in Tanzania   
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 Unit duration: 30 minutes
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	Trainer Instructions: (Slide 8)

	DISPLAY unit objectives 
REVIEW the unit objectives, highlighting that LLINs is one of the key intervention in prevention of malaria transmission. Tanzania intends to increase and sustain household ownership of LLINs. 


Unit objectives
At the end of this session, participants will be able to: 

· Explain the magnitude of malaria as a problem in Tanzania, country-wise and the respective region (s). 
· Explain the strategies for preventing malaria in mainland Tanzania. 

· Review the importance of LLINs for control of malaria. 

· Explain the sustainable strategies for LLINs. 

· Discuss important key messages on consistent LLINs use, care repair and wash.
A. THE BURDEN OF DISEASE 
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	Trainer Instructions: (Slide 9)

	REVIEW slides 9
BRIEFLY DISCUSS the prevalence, source and effect of malaria. 


· Malaria prevalence: Malaria is one of the public health threats in the world especially in the sub-Saharan African countries, Tanzania included. According to the World Health Organization (WHO) World Malaria Report, in 2010; 655,000 deaths were caused by malaria, among which 86% were children less than 5 years old and 91% occurred south of the Sahara Desert [WHO, 2011]. Also according to the World Malaria Report, in 2014 there were 1,550,250 reported confirmed cases of malaria in Tanzania and 8,526 reported deaths [WHO, 2015]. The THMIS 2011/12 showed a decline in the spread of malaria from 18% (in 2007/08) to 10%. The most recent Tanzania Demographic and Health Survey (TDHS) showed a rather slight upward trend in malaria prevalence from 10% in 2010 (TDHS) to 14% (TDHS: 2015/16). This scenario presents a challenge calling for concerted efforts to address malaria control and prevention in the country.

· The Source of Malaria: Malaria is caused by plasmodium parasites. The parasites are spread through being bitten by an infected female mosquito known as Anopheles. 

· The Effects of Malaria: People with low or zero immunity, such as infants and pregnant women, can be severely affected by, or even die, of malaria. School-age children are significantly affected by malaria as it may lead to school absenteeism and subsequent failure in school. Families loose money, not only in treating the sick but also in transportation to the nearest health facilities for treatment. Families may also loose a lot of valuable time of which could have been used for revenue-generating activities. Overall, malaria causes a reduction in revenues and therefore leads to poverty in the society and in turn nationwide. This is a problem for most of the country as 90% of people in Tanzania mainland reside in areas that are affected by malaria. Furthermore, the weather throughout the country encourages the breeding of mosquitoes.

B. STRATEGIES TO PREVENT MALARIA 
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	Trainer Instructions: (Slide 10-11)

	BRAINSTORM 

· What are the national core interventions in preventing malaria?

· Why are Long Lasting Insecticide Treated Nets important for control of malaria?




· How can Malaria be Prevented? 
The main objectives of malaria prevention are to avoid deaths, reduce of the spread of the disease, and to increase community’s income as well as that of the nation. The Ministry of Health, Community Development, Gender, Elderly and Children (MoHCDGEC) through the National Malaria Control Program (NMCP) is implementing effective strategies on preventing malaria in Tanzania. These strategies are: 

· Vector control of malaria carrying-mosquitoes, 

· Using medications for preventing malaria during pregnancy (IPTp) 

· Implementation of the National Long Lasting Insecticidal Nets Program, 

· Spraying of insecticides to areas that are mosquito breeding grounds, and 

· Usage of mosquito coils at home
Methods to help with these strategies are (1) Monitoring and Evaluation (2) Behavior Change Communication (3) Facilitation in Regional/Council levels
C. IMPORTANCE OF LLINs
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	Trainer Instructions: (Slide 12)

	· DEFINE Long Lasting Insecticide Treated Nets: LLINs are nets that are made with insecticide in their threads of which are then used to prevent mosquitoes from biting a person sleeping under the net. Insecticides also prevent mosquitoes from reaching a sleeping person. 
· HIGHLIGHT on the overall protection: The number of mosquitoes may decrease if Long Lasting Insecticide Treated Nets are widely used by the majority of people. This means that Long Lasting Insecticide Treated Nets do not only protect the individual sleeping inside the net, but would protect society, including those who do not sleep under mosquito nets by reducing mosquito populations. Research has proved that Insecticidal nets can reduce 50% of malaria infections to the community. 




What are Long Lasting Insecticide Treated Nets (LLINs) and Why? 

· An insecticide-treated net is a mosquito net that repels, disables and/or kills mosquitoes coming into contact with insecticide on the netting material. 

· An LLINs Long Lasting Insecticide Treated Nets has insecticide incorporated within or bound to the netting material, which lasts for at least three years of recommended use or 20 washes. 

· All mosquito nets provide a physical barrier but the insecticide on the treated nets has a repellent/ killing effect that adds a chemical barrier to the physical one. 

· The insecticide therefore kills the malaria vectors and by reducing the vector population in this way, LLINs when used by a majority of the target population, provide protection for all people in the community, including those who do not sleep under nets. 

· Studies have shown that relatively modest coverage (around 80%) within a community can achieve overall equitable community-wide benefits. 

· LLINs have been shown to avert about 50% of malaria cases.

· LLINs are relatively inexpensive.

D. SUSTAINABILITY STRATEGY FOR LLINs
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	Trainer Instructions: (Slide 13-14)

	Brain-storm (large group discussion)

· What is the recommended universal coverage ( household ownership) of Long Lasting Insecticide Treated Nets that will ensure community wide benefits ? (50%? 70% 85% 100%)
· What are some of the strategies that are used to distribute and sustain household ownership of Long Lasting Insecticide Treated Nets in Tanzania?



The National Malaria Control Program (NMCP) founded by the Ministry of Health, Community Development, Gender, Elderly and Children (MoHCDGEC) has been spearheading the National Insecticide Treated Nets Program (NATNETS) since 2000, and has been able to increase the usage of insecticide treated nets in Tanzania. The main goal is for 85 percent of all people to use insecticide treated mosquito nets when they sleep. To attain this goal, several strategies have been employed:
· The Tanzania National Voucher Scheme: This program was introduced in 2004 where it targeted groups that were mostly affected by malaria, which were pregnant women and infants so that they are able to afford long lasting insecticidaleinsecticide nets through the voucher scheme. 8.1 million mosquito nets were sold to pregnant women and infants (5.4 million pregnant women and 2.7million infants) through the voucher scheme since it was introduced in 2004. 

· Mosquito nets campaigns: in order to speed up the supply of insecticide treated mosquito nets, two campaigns for the usage of insecticidal nets were undertaken. The first campaign involved providing nets for children under 5 years of age. The second campaign, which started in 2010, involved the distribution of insecticidal nets for universal coverage, or one net for every two people. In this program, those who were not beneficiaries of the insecticidal nets via the under 5 campaign or the Tanzania National Voucher Scheme were provided with insecticidal nets. 26.4 million long lasting insecticidal nets were provided for free through these two campaigns. Tanzania has now attained the goal of 85% of people sleeping under insecticidal nets. 

· Sustainable Strategy for Long Lasting Insecticidal Nets: The Ministry of Health has created a Sustainable Strategy for Long Lasting Insecticidal Nets by creating a unified strategy, which is implemented, in part, via the School Net Program (SNP). The main aim of this sustainable strategy is to ensure effective distribution to all sleeping areas and changing of worn out mosquito nets. 
· Facility Based Long Lasting Insecticide Treated Nets distribution: The health facility based distribution of Long Lasting Insecticide Treated Nets replaced the voucher distribution system in 2016. The facility based distribution targets pregnant women in their first ANC visit and infants while receiving their first measles rubella vaccineand infants.
· School Nets Program: Under School Net Program (SNP) every year, LLINs will be provided for free to the pupils enrolled in the specific classes and schools that will be selected for distribution for that year. It is expected that LLINs will be used by the pupilsstudent and their familiesfamily in all sleeping areas, and the excess ones shall be shared with other families.

E. DISCUSS KEY COMMUNICATION MESSAGES
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	Trainer Instructions: (Slide 14- 20)

	· REVIEW key communication and advocacy messages



Community members should be informed on the following:

· Constistent use, care and repair of LLINs: Sleeping under insecticidaleinsecticide treated mosquito nets every day will protect the people against malaria and will help them get a good night sleep. The LLINs are valuable as long as they are well maintained, since they are very durable. Therefore, people are required to maintain, keep them well and fix them when torn. 

· The insecticide used in the LLINs is safe: The insecticide used in LLINs has been approved by the World Health Organization and the Ministry of Health, Community Development, Gender, Elderly and Children as safe for usage. The insecticide has been registered and officially listed by Tanzania Pesticide Research Institute (TPRI). 

· The importance/benefits of proper and regular use, care and repair of Long Lasting Insecticide Treated Nets 

· Air the net for 24 hours or more before sleeping in it.

· Sleepleep under the LLIN every night with net tucked in
· Care properly for your Long Lasting Insecticide Treated Nets so they will last 3 years 
· Recommended ways of washing, drying and repairing Long Lasting Insecticide Treated Nets
· Wash gently using both hands and regular bar soap
· Wash LLIN in a basin or bucket of water and NOT in running water.
· Always dry LLIN under shade and not in direct sun

· Repair any hole that you see in LLIN by stitching 
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	Key points  (Slide 21)



	
	· Malaria is still a big problem in Tanzania contributing to high morbidity and mortality especially among children
· Mosquito nets provide a physical barrier and Insecticidal treated nets have an additional advantage of a repellent effect or chemical barrier to mosquitos 
· The insecticide therefore kills the mosquitoes and reduces the vector population. 
· When used by a majority of the target population, treated nets provide protection for the larger community.

· SNP presents a sustainable strategy for Long Lasting Instectice Nets distribution in the society




Unit 2:  Coordination and Implementation of SNP 
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 Unit duration: 30 minutes


Unit objectives

At the end of this session, participants will be able to: 

· Describe SNP coordination structures at national and sub-national levels

· Explain the SNP implementation processes 

A. COORDINATION 
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	Trainer Instructions: (Slide 23-28)

	EXPLAIN the need for engagement of key stakehoders in order to:
· Ensure support for the program from the key authorities at national and local Government

· Generally, keep key decision-makers and opinion leaders informed and supportive of the program




Coordination and Engagement
Engagement and coordination of stakeholders and implementers will be conducted at two levels; national and sub-national level. The sub-national level refers to engagement of stakeholders at the regional and council level. During coordination meetings, partners will meet to discuss the status of program activities, and timelines as well. Consultations will be continuous during the entire implementation period to make sure consensus is reached among all stakeholders.  

· National Level

It is important to promote program activities and ensure that there is understanding and support for the program at the highest national levels.

Objectives of the engagement meeting; 

· To review performance of the previous year and strategize activities for the next calendar year.

· To introduce SNP to new regions and councils, share specific details regarding program activities in accordance with the implementation guide. 

Engagement at the national level should be conducted through scheduled meeting platforms such as the LLIN task force meetings and steering committee meeting. Aside from regular platforms, engagements should also occur through ad hoc or program oriented meetings with key stakeholders and the donors. 

There should also be inter-ministerial coordination and collaboration between President’s Office – Regional Administration and Local Government (PO-RALG) and Ministry of Health, Community Development, Gender, Elderly and Children (MoHCDGEC). PO-RALG should be dealing with all administration matters whereas MoHCDGEC should be concerned with all technical issues pertaining to the program.

· Regional and Council Level
Regional and council engagement ensures ownership of the programme at regional and council levels. There should be a strong link between regional and councils in managing the programme to reach set objectives. 

There are should be a plat form to bring together key officials and decision makers to discuss and agree modalities, processes and activities for the implementation year. One meeting can be held every year.  Objectives of the engagement meeting will be influenced by either regions of implementations are new to the programme or that they have been part of the previous year(s) implementation. 

B. SNP IMPLEMENTATION PROCESS 
	[image: image15.png]



	Trainer Instructions: (Slide 29 - 31)

	EXPLAIN that:
· National team will join regional/council teams, 

· National team should pay courtesy call to regional authorities a day before the actual meetings and 

· Courtesy call should discus all programme details.  


	Reginal level invitees
	District level Invitees 

	Regional Commissioners (RC), 
Regional Administrative Secretaries (RAS), Regional Medical Officers (RMO), 

Regional Education Officers (REO), 

Regional Malaria Focal person (RMFP), 

Regional Statistician  


	District Commissioners (DC), 

District Executive Directors (DED), 

District Medical Officers (DMO), 

District Education Officers (DEO) 

District malaria Focal Person (DMFP)




C. ROLES AND RESPONSIBILITIES OF REGIONAL AND COUNCIL OFFICIALS 
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	Trainer Instructions: (Slide 32-34)

	DISCUSS
· Key roles and responsibilities of regional and council officials



The regional and council officials should: 

· Conduct overall coordination and management of SNP activities  

· Ensure security of Long Lasting Insecticide Treated Nets in their region/council
· Oversee and facilitate community mobilization and sensitization initiatives

· Conduct joint supervision

· Provide implementation performance feedback to national level.

Roles and Responsibilities of Regional Authorities

1. RAS and his/her regional coordination team should ensure that primary school pupils’ issuing data is timely submitted to national level (PO-RALG and MoHCDGEC.
2. The REO will sign regional issuing report and submit to RAs for concurance signature before sharing with national levels.
3. To ensure security of Long Lasting Insecticide Treated Nets in the whole process of delivery to school level

4. To ensure records regarding Long Lasting Insecticide Treated Nets are well kept at all levels, an evaluation/Audit of the program will be conducted. 
5. Regional coordination team should ensure that SNP is implemented accordingly and adhere to SOP. 

Roles and Responsibilities of Council Authorities

1. DED and his/her council coordination team should ensure that primary school pupils’ data issuing data is timely submitted and entered into BEMIS.

2. To ensure that all schools secures storage facilities with maximum security 

3. To ensure security of Long Lasting Insecticide Treated Nets in the whole process of delivery to school level

6. To ensure records regarding Long Lasting Insecticide Treated Nets are well kept at all levels. An evaluation/Audit of the program will be conducted. 

4. Council coordination team should ensure that SNP is implemented accordingly and adhere to SOP. 
5. Council coordination team should formally inform WECs of their role and make sure that WECs collect issuing reports from schools afert issuing is completed. 
6. The Coordination team to register WECs details to facilitate transport allowance reimbursement for their role to collect reports from school
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	Key points (Slide  35)


	
	1) It is important to keep key decision-makers and opinion leaders continuously engaged so as they can support the SNP
2) There should be engagement meetings at regional level. National team should pay courtesy call to regional authorities a day before the actual meetings and courtesy call should discus all programme details.  

3) Regional and Coucil Coordination teams are the main coordinators and supervisors of SNP in their respective regions/councils 

4) Data management is an important component of SNP. Accuracy and timely submission should be observed. 




Unit 3:
Quantification, transportation and storage of LLINs 
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 Unit duration: 60 minutes
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	Trainer Instructions: (Slide 37)

	CLARIFY objectives of the chapter overview

EXPLAIN key components of Long Lasting Insecticide Treated Nets quantification, transportation and storage


Unit objectives
At the end of this session, participants will be able to: 

· Describe the process of quantification of data for SNP. 

· Describe the process of transporting and storing of LLINs at all levels. 

· Describe the documentation and accountability processes involved when transporting LLINs from the regional level to the school level. 

Methods for Training:
· Presentation, discussions, demonstrations, questions and answers.

Requirements:
· Official Procedures for Implementation of the School Net Program – Appendix no. 2 

A. QUANTIFICATION 
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	Trainer Instructions: (Slide 38)

	DISCUSS the new quantification process whereby data will be provided by PO-RALG 


Quantification

· Data to determine Long Lasting Insecticide Treated Nets (LLINs) needs for individual schools, councils and regions will be provided by PO-RALG ministry. 
· MOHCDGEC through National Malaria Control Program (NMCP) should request data from PO-RALG 
· Dataset will include total Long Lasting Insecticide Treated Nets (LLINs) needs is for all primary schools in Tanzania Mainland (public and private schools), from standard one to seven (Std 1-7), showing sex (boy & girl) per school, ward, council and region

B. SELECTION OF ELIGIBLE CLASS 
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	Trainer Instructions: (Slide 39)

	EXPLAIN that eligible class will be pre-determined in advance. The process will take place at national level.



· There should be classes that would be eligible to receive nets. Eligible class may vary from region to region

· Once a class is selected, all students in that class would be eligible for a net on issuing day. 
· The main determinant for number of classes is the total number of nets that are required by an individual region to maintain universal coverage at 85%. 
· Class selection should be pre-determined in advance before other processes at national level.  
· NMCP working with Implementing Partner will decide on the class based on number of nets required calculations and communicate this information during training and also during dropping of nets to schools. 
· Social mobilization activities should support communication of this message to community members at large so as to counteract questions that usually raises from parents and care takers of students regarding the reasoning for selective issuing of nets to some classes and students in a given year.  
C. TRANSPORTATION 
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	Trainer Instructions: (Slide 40 - 42)

	To Inform the participants to observe the Process of transporting and storing LLINs at all levels (Appendix no 9)




Transportation from Supplier to regions 

In order to improve efficiency and reduce the operations cost of Long Lasting Insecticide Treated Nets distribution to schools, the manufacturer (supplier) should deliver the Long Lasting Insecticide Treated Nets at regional level. Once nets arrive at the regional level, they should be received by MoH/NMCP at the RAS’s office, and at least one representative from the SNP coordination team (Regional Malaria and IMCI focal person, Regional education officer, Regional statistician) will be assigned to receive the Long Lasting Insecticide Treated Nets on behalf of RAS, by using all and appropriate receiving documents. In this case the receiving documents are delivery note, way bill document, Good receiving note and other relevant documents.   

Implementing Partner staff or representative should be present at the warehouses during offloading of the Long Lasting Insecticide Treated Nets as an independent observer who will also sign the relevant documents. However, the contest of SNP5 where implementation is being done by Vector Works project Long Lasting Insecticide Treated Nets should be received by VectorWorks designated representative witnessed by regional SNP coordination team by using relevant documents as mentioned above.

	Receiving Documents

1. Manufacturer/supplier Waybill 

1. Delivery Notes

Generated Documents 

1. Good Receiving Note (GRN)

2. Update the Stock Bin Card (If applicable)

Dispatching Documents

1. Issue Note/Delivery Note/Dispatch Note (As applicable)




Transportation from regions to council 

Once goods have been dispatched from the regional warehouse will be transported and received at the DED’s office, in which a representative from Council coordination teams (Council malaria and IMCI focal person, Council education officer, Council statistics and logistic officer, Statistician) will be assigned to receive the Long Lasting Insecticide Treated Nets on behalf of the DED. The appropriate document will be received and generated accordingly. 

At council level transporter’s trucks should serve as temporary warehouses until the consignment is full offloaded, re-bundled and loaded to small vehicles which should deliver the LLNIs to individual schools as per the manifests. Council coordination teams are supposed to be aware/participate/observe the whole process of receiving the consignment at Council Executive Director’s (DED) office. Once nets arrive at DED’s office, the transporter should accomplish all paper work needed at this level.

	Receiving Documents

1. Manufacturer/supplier Waybill 

2. Delivery Notes

Generated Documents 

3. Good Receiving Note (GRN)

4. Update the Stock Bin Card (If applicable)

Dispatching Documents

2. Issue Note/Delivery Note/Dispatch Note (As applicable)




Transportation from Councils to schools 

At the school the Long Lasting Insecticide Treated Nets should be receive by the head teacher or designated representative by signing appropriate documents. Thereafter, the Long Lasting Insecticide Treated Nets will be issued to individual students using class Issuing booklets provided to each school. After receiving the Long Lasting Insecticide Treated Nets the students must the sign the class issuing booklets against their names as the acknowledgement of receiving an LLIN. 

	Receiving Documents

1. Prepared GRN with the reference of Dispatch/Issue Note issued by councils

Issuing Documents

1. Issuing Class Booklets showing GRN reference number which will be also used during issuing of the Long Lasting Insecticide Treated Nets.




D. RE-BUNDLING 
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	Trainer Instructions: (Slide 43)

	DISCUSS the re-bundling process
Exercise: A manifesto for 10 schools in region X,, Please note number of bales/nets in the sheet..



· LLINs consignment are usually packaged in bales. Re-bundling of Long Lasting Insecticide Treated Nets should be done at a Regional, council and school level and should be managed by transport contractor in collaboration with government representatives at different levels. When necessary, a bale should be broken loose to get nets needed for subsequent level. 

· Re-bundling should be done in between off-loading and on-loading from larger vehicles to smaller vehicles for distribution or during delivery at school.

E. DELIVERY OF LLINs IN SCHOOLS
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	Trainer Instructions: (Slide 44-46)

	REVIEW the delivery process including pre-delivery communication




Long Lasting Insecticide Treated Nets transportation to schools should always be preceded by the following activities;

I. Pre Delivery Communication

a) This should be done before the delivery of the consignment to schools in the respective councils. Transporter’s Pre-alert team together with PO-RALG, MoHCDGEC and Implementing Partner shall pay courtesy call to RC, RAS RMFP, REO and RPC while at council level the transporter’s pre-alert team together with PO-RALG, MoHCDGEC, representative from regional coordination team and Implementing Partner shall pay courtesy call to DC, DED, DMFP, OCD and all other regional and council authority that are responsible for the project on the transportation and delivery segment. The pre- alert team should present to the regional and councils officials manifests. They should brief regional and council authorities on the SNP processes.

b) Further to the courtesy calls, prior to delivery to schools, communication should be made to inform all head teachers through various platforms such as push messages, letters, phone calls etc. stating the Long Lasting Insecticide Treated Nets delivering dates to their areas. By so doing head teachers would be provided with hotlines that they may use whenever need arise. 

c) On actual delivery days, communication transporter should again give alert to head teachers through phone calls thus availing themselves to receive the consignment. 

II. Actual Delivery of Long Lasting Insecticide Treated Nets to schools – On the days of Long Lasting Insecticide Treated Nets delivery to schools, Long Lasting Insecticide Treated Nets should be transported up to school level on a Just In Time (JIT) principle.  The following Long Lasting Insecticide Treated Nets issuing and reference materials will be delivered at school along with Long Lasting Insecticide Treated Nets as indicated in the distribution plan;

· Class issuing books

· School issuing books

· Teacher’s roles reference sheets (1page laminated document).

Important: All received Long Lasting Insecticide Treated Nets and other tools, should be entered into the school ledger book and should also be issued out using the school ledger book.

· Immediately after pre-alert meeting, DED should inform ALL Head teachers through letter on the upcoming Long Lasting Insecticide Treated Nets issuing exercise, proper documentation of Long Lasting Insecticide Treated Nets (Long Lasting Insecticide Treated Nets received and issued), their involvement and timeline as well. Head teacher’s roles and responsibilities into School Net Program should be communicated to them by DED in the same letter. 

F. STORAGE 
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	Trainer Instructions: (Slide 47)

	EXPLAIN that the school is responsible for storage and safety of nets



· Receipt: Immediately after the arrival of the LLINs in the designated school, the head teacher is required to sign a receipt form and to keep a copy (blue in color) 

· Storing of LLINs: after the LLINs have been delivered to schools, the head teacher shall be required to ensure that the LLINs are stored in an appropriate and safe place within the school. A single storage location is required to store all the LLINs so as to avoid unnecessary movements and in order to ensure proper record keeping. The room may be the head teacher’s office or any other room that is safe. In most cases, storage of the LLINs in this room will be for no more than 24 hours, as the LLINs will be issued to students on the same day of arrival as quickly as possible. 

· Safety: after the LLINs are delivered, they have to be stored safely in the school. The storing room must be stable enough to sustain theft, losses or damage. 
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	Key points (Slide 49)

	
	· Source of data for quantification purpose will be provided by the PO-RALG ministry.

· Process of selecting eligible classes during issuing of LLINs at school is pre-determined at National level.

· LLINs be procured and delivered to the regions. Transportation process starts at the regional level and then move through council to school level.

· LLINs re-bundling activities may take place at all levels.

· Pre-delivery communication is very important before delivering of the LLINs at school.

· Key documents and documentation procedure should be clearly understood throughout the process, prior LLINs issuing at school.




Unit 4: LLIN Issuing, documentation and reporting 
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 Unit duration: 90 minutes


	[image: image28.png]



	Trainer Instructions: (Slide 51)

	PRESENT  Unit objectives for LLINs issuing, documentation and reporting in schools 

EMPHASIZE on the need to document and report LLINs at all levels 


Unit Objectives 

At the end of this session, participants will be able to: 
· Explain the issuing exercise of Long Lasting Insecticide Treated Nets in schools  

· Explain step by step the issuing process of the LLIN in school. 

Requirements:
· Steps of the procedures for the issuing of LLINs exercise in schools – refer to Appendix no. 1 & 2
· A copy of Class issuing book 
· A copy of School issuing book school  
· A copy of Council issuing summary book 
· A copy of Regional issuing summary book 
A. ISSUING AND DOCUMENTATION 
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	Trainer Instructions: (Slide 52-55)

	· Ask the participants to observe the Standard Operating Procedures for the distribution of the LLINs in schools and walk them through each procedure as you refer to the information provided above. 

· Inform the participants to look into the distribution booklets and explain to them that the books are used to determine the number of LLINs provided to students. 

· Instruct the participants to look at the issuing book for distribution of LLINs in schools (report on the issuing of LLINs in school).
· Explain that the head teacher is the one responsible for preparing the issuing data in the issuing book. 
· The head teacher is required to submit the compiled issuing data to WEC.


A summary of the key aspect is listed below:
· It is recommended that LLINs are to be issued to pupils as soon as they are delivered in schools and the issuing process to be completed if time permits. If there is not enough time to issue the nets on the day they are delivered, then it is acceptable to complete the process the following day, as this will aid security concerns. 

· All class teachers are required to cooperate fully during this exercise, so that it is successfully completed. 

· The issuing of LLINs to pupils shall be conducted in classrooms and NOT outside classrooms
· Assemble the class while the class is seated and use the class attendance register to issue LLINs to pupils by calling one by one.
· The long lasting insecticidal nets shall be removed from the school’s storeroom and taken to the classrooms. 

During Issuing 

· Class teachers will issue LLINs to pupils in eligible class/es

· He/she will follow instruction as indicated in the class issuing book

· Class teachers will use class issuing book provided by the program

· Pupils’ names on class issuing book should be written when issuing an LLIN net to a pupil and not prior issuing exercise

· Every pupil receiving an LLIN should sign/put thumbprint after his/her name

· Every pupils receiving an LLIN should also be given a SBCC material (If available)
· Long Lasting Insecticide Treated Nets ( LLINs) issuing exercise should be conducted in classrooms and NOT outside classrooms
Post Issuing

Issuing Data Management.

Issuing data management should be a critical process once nets have been issued already to pupils. Long Lasting Insecticide Treated Nets (LLINs) issuing reporting tools would only be FOUR i.e. class level where pupils should be signing, school level that should be verified and collected by Ward Education Coordinator (WEC) Council level that will be verified and compiled by Council Coordination Team and Regional level verified and compiled by Regional Coordination team. 
· Formaly DED will inform the head teachers that they will be provided with LLINs issuing books for their schools
· Each head teacher shall be responsible to ensure that all class teachers have filled in the issuing books for their respective classes. 

· Each head teacher should share the GRN number with class teachers from eligible classes and make sure that they fill the GRN number on each page of the class issuing book

· Each student that is given an LLIN will be required to sign or place a thumbprint after his/her name in the issuing booklet. 

· After completion of the issuing exercise, the class teacher shall give the issuing booklet to the head teacher after being filled and signed. 

· The head teacher will use the class issuing books to compile school summary report 

· A school summary report form will have 3 copies of carbon paper. 

· The Ward Education Coordinator has the responsibility to go to all schools in his/her ward to review and verify the issuing data, collect the school summary report and hand over to the CouncilCouncil Coordination team
B. REPORTING AT SCHOOL AND AT COUNCIL LEVEL 
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	Trainer Instructions: (Slide 56 - 63)

	· Ask the participants to observe the Standard Operating Procedures for the issuing of the nets in schools and walk them through each procedure as you refer to the information provided below. 

· Inform the participants to look into the issuing books and explain to them that the books are used to determine the number of LLINs provided to pupils. 

· Instruct the participants to look at the issuing book for issuing of LLINs in schools (report on the issuing of LLINs in school). 
· Explain that the head teacher is the one responsible for preparing the school summary report. The head teacher is required to submit the school summary report to WEC.



Head teacher and class teachers

· After completion of issuing exercise, the class teacher should submit to the head teacher issuing books and remaining nets (if ANY)

· The head teacher should verify class issuing data and compile them to school issuing summary 

· The remaining nets should be issued to pupils from non eligible classes as an incentive for good performance.
· councilSchool summary should have 3 copies including the original. Originals should be handed over to the DED (white) while WEC copies (orange) should remain at ward and school levels (light blue).
· Head teachers should keep copy of issuing reports by class and school summary.

· Council’s officials

· Council Coordination team, on behalf of the DED should visit WEC Office to verify and collect all Long Lasting Insecticide Treated Nets ( LLINs) issuing data 

· DEO should manage the process of entering issuing data into the Basic Education Management Information System (BEMIS)

C. REPORTING USING BEMIS  

Basic Education Management Information System (BEMIS) is used by PO-RALG to collect school annual census for all schools registered (public and private schools) in Tanzania Mainland. Also BEMIS will be used to collect data on Long Lasting Insecticide Treated Nets ( LLINs) issued to pupils in all schools from eligible regions.

After completion of Long Lasting Insecticide Treated Nets ( LLINs) issuing exercise, issuing data will be collected from each individual school by respective WEC and will then be handed over to the Council Coordination team who will review and aggregate to make Council Issuing data summary which will be signed and stamped by the respective DED. Council Coordination team member DEO will be responsible to enter Long Lasting Insecticide Treated Nets ( LLINs) issuing data into BEMIS, this data should correspond with the data signed and stamped by the DED.

Some of reports that could be generated from BEMIS;

· Long Lasting Insecticide Treated Nets ( LLINs) delivered vis-a-vis enrolment (to individual school or council)

· Long Lasting Insecticide Treated Nets issued vis-a-vis Long Lasting Insecticide Treated Nets delivered (to individual school or council)

· Long Lasting Insecticide Treated Nets remaining vis-a-vis Long Lasting Insecticide Treated Nets issued (to individual school or council)

Long Lasting Insecticide Treated Nets issuing data entered into BEMIS can be triangulated with manifesto data as well as paper based data that have been signed and stamped by DED and RAS.

How to access the System?

The system is accessed via TAMISEMI wide area network using the following IP Address http://172.16.18.135:82/BEMIS/. (Remember, the address mentioned is not public. i.e is not available over the internet).

Use the account given by your Local Administrator to login. Upon successful authentication by the system, the interface shown below with a menu specific to data entry will show (Figure 1.1).
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Figure 1.0

The list of Regions, Council and Ward will be listed in the left below Location Chain and the list of schools will be selected under selected Region/Council/Ward will be listed in the right. (see figure 1.2)
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Figure 1.2

The first page contains information about the school, no need to change anything, you need to verify the information of the school and go to the next screen. Enter the information required and the click “save & go to the next screen”.
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Figure 1.3

The last form to be entered is the number of net issued to students by grade and sex.
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Figure 1.4

The system will compare the number of net issued to students by grade with the number of enrollment that has been reported during school annual census. The system will alert the user when the numbr of net issued by sex and grade exceed the total enrollment by grade and sex. (see the alert message in figure 1.4)
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Figure 1.4

Quick Reports

This feature allows the user to view the consolidated reports of data entered at each level. To access the report go to Quick Report menu and the list of reports will appear. See figure 1.5

[image: image36.png]ferEosmens





Figure 1.5

Use the given filtering criteria to filter the report and display/ export into different formats such as pdf, excel and html.

D. MANAGEMENT OF SHORTAGE OR EXCESS LLINs 
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	Trainer Instructions: (Slide 64-65)

	· EXPLAIN that remaining nets should be re-distributed to highest performing students in non-eligible classes as an incentive
· Review questions (slides 65)
Questions and Answers
Question: What happens when an eligible student is not present on the issuing day?
Answer: Return the net to the store and give it to the student when they return to school then update the class Issuing Booklets accordingly.
Question: What happens if a student is registered in that school but has moved to another school before the issuing exercise?
Answer: Return the net to the school store and distribute to the eligible students who were not registered. The student who moved schools will get the net from the new school if the new school is in the region which participates in this program. Update the documents and report accordingly.


Shortage of Long Lasting Insecticide Treated Nets
Where there is shortage of Long Lasting Insecticide Treated Nets the transporter should immediately inform the implementing partner so that responsible ministry (MoHCDGEC), implementing partner and other relevant stakeholders like donors collectively find solution to fill the gap.

Excess Long Lasting Insecticide Treated Nets at council level

In case LLINs have remained from the council level it is the responsibility of the transporter to collect these LLINs and inform the implementing partner the quantity of the LLINs remaining and store the LLINs in the designated warehouse in the respective region.

There should be proper handover documents before these Long Lasting Insecticide Treated Nets can actually be stored at the warehouse.

Excess Long Lasting Insecticide Treated Nets at the school level

Once Long Lasting Insecticide Treated Nets issuing to eligible pupils from eligible classes have been completed, class teachers should submit to head teacher a class LLIN issuing report on using the appropriate issuing books. Remaining nets should be re-distributed to pupils from non-eligible classes as an incentive to pupils who perform high in their studies. The head teacher and academic teacher will determine the receiving students from other classes.

The re-distribution of the remaining nets should be documented in class-issuing books where other pupils have signed while receiving the nets. A pupil’s class will also be indicated appropriately on the issuing books. 

Issuing to non-eligible classes will be done immediately after all eligible students have been covered and only remaining nets will be re-distributed.
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	Key Points (66)

	
	· For effective monitoring SOPs should be observed during LLINs issuing and Post LLINs issuing.

· Short landed and Excess LLINs should be handled as per procedure.


Unit 5: SNP trainings, Orientations and supervision 
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 Unit duration: 45 minutes
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	Trainer Instructions: (Slide 68)

	CLARIFY Objectives 

EMPHASIZE that, after orientation, there will be intensive Supervision visits 


Unit objectives
At the end of this session, participants will be able to: 

· Explain training, monitoring and supervision plan, and modalities

· Develop regional/council plans and budget 

The aim of this training guide is to provide regional and council officers with knowledge and skills to implement and monitor the school net program. The training package therefore describes steps to follow when planning and conducting the training sessions, as well as the responsibilities of each party being trained.

A. TRAINING CASCADE 
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	Trainer Instructions: (Slide 68-69)

	CLARIFY Objectives 

EMPHASIZE that, training will involve regional and council officers. The Council Coordinating team will be the main implementer of the SNP 


Training for the implementers and supervisors of School Net Program aims at building the capacity of national, regional and council coordination teams to be able execute all activities related to school net distribution. Also, it is important that trainees are well trained of the importance of implementing the program as per the procedures and documenting all information regarding nets received and nets issued (nets received and nets dispatched) since at every stage and individuals involved will be accountable. Furthermore, trainees should be oriented on Social Behaviour Change Communication (SBCC) on net use, care and repair so as to ensure that school net distribution is well executed without compromising its standards training should be conducted in cascade way as follows;

· National Level Training 

There will be a team of national trainer of trainers (ToT) that should comprise members from PO-RALG and Ministry of Health, Community Development, Gender, Elderly and Children (NMCP) officials. NMCP will train ToTs centrally using standard trainer manual in reference to the implementation guide. 

· Regional Level Training

National level trainers (ToTs) should facilitate regional level training. At regional level trainees should be three officials who are Regional Education Officer (REO), Regional Malaria Focal Person (RMFP) and Regional Statistician and these are basically the regional coordination team members.

Roles and responsibilities of regional coordination teams include 

· To train council level implementers.

· To coordinate implementation of SNP at regional level. 

· To supervise council teams. 

· To provide implementation performance feedback to regional and national level authorities. 

· Council Level Training

Regional trainers should facilitate council level training under the supervision of national supervisors, training should be conducted at regional centre; all trainees from councils should be gathered at regional centre. At council level trainees should be four, officials who are Council Education Officer (DEO), Council Malaria Focal Person (DMFP), Council Statistician and Statistic and Logistics Officer (SLO) who will be trained according to a trainer manual and the implementation guide. These are the council coordination team members.

Roles and responsibilities of Council Coordination teams include; 

· To coordinate implementation of SNP at council level. 

· To supervise Long Lasting Insecticide Treated Nets issuing. 

· To collect data from WECs.

· To enter issuing data into BEMIS.

· To provide implementation performance feedback to council and regional level authorities. 

B. SUPERVISION 
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	Trainer Instructions: (Slide 70-72)

	EMPHASIZE that, there will be systematic supervision to ensure that challenges are addressed promoptly 


There should be supervision plans developed at national to council level. National level supervision plan should be developed during regional level ToT whereas; regional and council level supervision plan will be developed during council level training. There will be instructions on how to deal with those plans; and supervision will be implemented according to general supervision protocol. 

It is very important for council coordination teams to conduct supervision especially during nets delivery to schools and issuing of the same to pupils. Supervision should start as earlier as nets delivery to schools starts, as it would help rectify any challenge emerging by providing solutions timely. 

Therefore, it is very important to conduct supervision during Long Lasting Insecticide Treated Nets Issuing exercise the aim being to ensure consistency across the program implementation as well as to observe several issues some of them being adherence to SOP during net issuing process, assess the performance of transporter, assess compilation and management of data etc. (as indicated in the General Supervision Protocol document) 
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	Key points(Slide 73)

	
	1) Regional and council coordination teams are the main coordinators of SNP

2) Training of the regional and council team should be conducted using this manual 


Appendix 1: Issuing LLINs in Schools 

	A FEW DAYS BEFORE DISTRIBUTON

	· WEC will inform WEO of Social Behavior Change Communication (SBCC) and insist on their importance to cooperate with Community Change Agents (CCA) who will be working at ward level

· Upon being informed about the day of distribution in their ward the WEC will call the head teachers of all schools in their ward to inform them of the day of distribution and to begin preparations, if needed



	RECEIVING LLINs AT SCHOOL

	· Head teacher should make sure that Long Lasting Insecticide Treated Nets storage is available and in good condition before Long Lasting Insecticide Treated Nets arrival at school

· Head teacher will receive Long Lasting Insecticide Treated Nets and sign Delivery Note

· Head teacher should make sure that he/she remains with copy of Delivery Note

	THE DAY OF DISTRIBUTION

	· Mosquito nets will be distributed once WEC has arrived in school

· Head Teacher would instruct class teachers on the whole process of distributing mosquito nets at the school

· The head teacher will distribute distribution booklets and mosquito nets to the class teachers, in relation to the number of students in each class in question.

· The class teacher will arrange the delivery of the mosquito nets to his/her class for distribution

· The class teacher will distribute the mosquito nets and flyers with instructions on how to use the mosquito nets to all students listed on the nets distribution book

· Every student who receives a mosquito net will sign or put his/her thumbprint next to their name

	AFTER DISTRIBUTION

	· The class teacher will ensure an accurate count of the number of the nets distributed

· The class teacher then returns the distribution booklets as well as the remaining mosquito nets (if any) to the head teacher

· The head teacher will review the statistics and prepare a summary of net distribution for the whole school and put his signature.

· The head teacher will remove the copy for the school (yellow colored copy) from the distribution booklet (each one should have two copies remaining) and hand over to the Ward Education Coordinator

· Ward Education Coordinator will collect the information from all schools in their council and prepare and present to the Council Health Coordinator for Schools.



	DISTRICT LEVEL

	· Council Health Coordinator for Schools will review ward data and make summation of ward issuing reports to get Council issuing report

· Council Health Coordinator for Schools will share the Council issuing report with Council Long Lasting Insecticide Treated Nets coordination (council technical team) team for review and approval

· After the calculations, the council technical team will provide Council issuing report to the Council Director

· The Executive Director of the Council will take the information to the RAS who would present it to the PO-RALG Secretary and a copy to the MoHCDGEC Secretary.




	Questions and Answer

	Question
	What happens if the LLINs do not arrive?

	Answer
	Send an SMS or call the emergency number.

	Question
	What happens when the number of LLINs received does not correspond with the number of LLINs registered?

	Answer
	Send an SMS or call the emergency number.

	Question
	What happens when the LLINs are stolen form the school store?

	Answer
	Inform the village security committee, WEC and the Police. Inform the program using the emergency number.


Appendix No. 2: Implementation of the School Net Program – Roles and Responsibilities of key personnel

	
	OFFICIAL PROCEDURE OF IMPLEMENTATION – DISTRIBUTION


	
	Implementing Partner’s responsibilities in collaboration with PO-RALG, Ministry of Health, Community Development, Gender, Elderly and Children through NMCP


	1
	Inform RAS about the receiving and distribution exercise in every council



	2
	Supervise the delivery and storing of the LLINs in the storage facilities in the relevant councils



	3
	Sign the delivery documents for the LLINs from Regional level after the receiving is completed (the relevant,  Council representative and Transportation company will also sign tne documents should be in three copies, one to RAS , one to DED, one for the transporter and the original remains with implementing partners  and one for transporter



	4
	Inform the Head Teacher by phone or SMS when the LLINs will be transported and their expected dates of arrival.



	
	The Head Teacher’s responsibilities:


	1
	Receive the package from the transportation company, ensure the number received, and sign and stamp the delivery documents

	2
	Ensure that the LLINs are stored at the school until the date they are to be distributed



	3
	Ensure that the LLINs are stored at the school until the date they are to be distributed



	4
	If there is a problem, call or send a short message (SMS) to the program’s emergency number (it will be provided)



	5
	Provide information to the students and teachers about the whole process of distribution of the LLINs in schools

	6
	Provide LLINs issuing booklets for class teachers

	7
	Take out LLINs from the school store and give to class teachers corresponding to the LLINs needs per class (as per data collected prior by WEC)



	8
	Supervise and coordinate the entire distribution day at the school



	9
	Receive and review the LLINs issuing booklets



	10
	Collect the class LLINs issuing booklets and fill out the school report form



	11
	Hand over the issuing report (school summary) along with copy of class level issuing reports to WEC for the purpose of review and submit to the District



	12
	The head teacher in collaboration with academic teacher should manage the re-distribution of the remaining nets to pupils from non-eligible classes and document in the issuing booklets accordingly

	
	Responsibilities of the Class Teacher


	1
	Receive an Issuing book from the Head Teacher (which will be used to register pupils’ names when issuing LLINs)



	2
	Receive LLINs from the head teacher and take them to your class



	3
	Read the instructions about the booklet of issuing of LLINs in schools



	4
	Write down the names of the students who receive LLINs in the LLINs issuing booklet, hand each student one net, and have the students sign or place their thumbprint next to their names



	5
	For those students that are absent during the issuing day, return their LLINs to the head teacher



	6
	For at least two days, look for pupils who were absent on the day of net issuing and issue them their LLINs, making sure they sign or place their thumbprint next to their names.



	7
	After the two days, if the pupils will not come to school to collect their LLINs,  the LLINs should be returned to the head teacher along with class issuing report.



	8
	After completion of Long Lasting Insecticide Treated Nets issuing, hand over issuing reports and remaining Long Lasting Insecticide Treated Nets IF ANY to the head teacher



	
	Responsibilities for Ward Education Coordinator


	1
	Three days after completion of issuing exercise, visit all schools in your ward and review LLINs issuing summaries and LLINs issuing booklets


	2
	Collect all school level LLINs issuing reports from all schools in your ward along with copy of class level LLINs issuing reports as attachments. Leave schools with copies of school level LLINs issuing reports.



	3
	Using school level LLINs issuing reports, prepare ward level LLINs issuing reports



	4
	Hand over to the Council Coordinating team the ward level LLINs issuing report, attaching copies of school level LLINs issuing reports (White copy, blue copy remains at ward level)



	
	Responsibilities for the Council Coordination team in LLINs issuing in schools (School Health Coordinator and District Malaria Focal Person, School Health Coordinator (Education and Health) and District Community Officers)


	1
	Receive summaries of ward LLINs issuing reports from each WEC in the district along with copies of school level LLINs issuing reports



	2
	Prepare and submit District LLINs issuing report including all copies of ward LLINs issuing report for the District Executive Director



	
	Responsibilities for the District Executive Director


	1
	Review and thereafter, present a copy of the report to the Regional Administrative Secretary who will then present to the PO - RALG Secretary and the MoHCDGEC Secretary

	
	Responsibilities for the Ministry of Health, Community Development, Gender, Elderly and Children through NMCP


	1
	Review the report from the Regional Administration for recording purposes as well as for improving the school net program.




	Questions and Answers

	Question
	What happens when an eligible student is not present on the issuing day?

	Answer
	Return the net to the store and give it to the student when they return to school then update the class Issuing Booklets accordingly.

	Question
	What happens if a student is registered in that school but has moved to another school before the issuing exercise?

	Answer
	Return the net to the school store and distribute to the eligible students who were not registered. The student who moved schools will get the net from the new school if the new school is in the region which participates in this program. Update the documents and report accordingly.




Appendix No. 3. Registration form for Training of Council team
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	Date……………………………………
	Council………………………………………………

	
	
	
	
	
	
	
	

	No.
	Name
	Gender
	Title
	Place of
	Phone Number
	Signature
	Identity Card

	
	
	
	
	Work
	
	
	Number
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Appendix 4. One Day Training Timetable for Implementers

TRAINING TIMETABLE FOR IMPLEMENTORS

	Start
	Finish
	Event

	8:00am
	8:30am
	Registration of participants

	
	
	

	8:30am
	8:40am
	Introduction of the training procedure

	
	
	

	8:40 am
	8:55 am
	The training in short and its objectives

	
	
	

	8:55 am
	9:25 am
	Prevention of Malaria in Tanzania

	
	
	

	9:25 am
	10:00 am
	Coordination and Implementation of SNP

	
	
	

	
	
	

	10:05 am
	10:30 am
	Tea Break

	10:35 am
	11:30pm
	Quantification, Transportation and Storage of LLINs


	
	
	

	11:30 pm
	1:00 pm
	Issuing, documentation and reporting of nets

	
	
	

	1:00 pm
	1:00 pm
	

	2:00 pm
	3:00 pm
	Training and Supervision

	
	
	

	3:00 pm
	4:30 pm
	Development of Workplan

	
	
	

	4:30 pm
	4:45 pm
	Closing

	
	
	


Appendix 5. Follow up List 
1. Has the area (classroom) for issuing the nets being properly prepared? 

2. Are the nets in the classroom ready for issuing? 

3. How many nets were brought to the school?? 

4. Is there a procedure of adding the number if the number of the nets are not enough for the students present? 

5. Is the person issuing (class teacher), present and overseeing the exercise? 

6. Is the class teacher writing accurately the number of nets distributed in relation to the registered names? 

7. Are the distribution books filled up correctly with the class teacher and the Head Teacher? 

8. Are the books summarizing the distribution of nets being filled up accurately and signed by the Head Teacher and WEC? 

9. Is there transportation available to bring in additional nets if the number of the ones available are not enough? 

10. What problems can be seen in this school? a. 

b. 

c. 

11. What steps were taken to deal with problem that arose and were there 

any recommendations?
12. List down three trainings learned/field work experiences: a.
b.
c.

Appendix 6. School Report form 
 SHAPE  \* MERGEFORMAT 



MPANGO WA VYANDARUA SHULENI
TAKWIMU ZA UGAWAJI VYANDARUA - SHULE
	MKOA 
	______________________________________________

	HALMASHAURI 
	______________________________________________

	KATA 
	______________________________________________

	KIJIJI/MTAA 
	______________________________________________

	JINA LA SHULE 
	______________________________________________


Namba ya kijitabu………………..  
Na
MPANGO WA VYANDARUA SHULENI
Fomu B:   Takwimu za Ugawaji Vyandarua - Shule 
Maelekezo: Fomu hii itajazwa na Mwalimu Mkuu kujumuisha takwimu zote za ugawaji vyandarua katika shule yake kwa madarasa. Nakala ya fomu hii apewe mwalimu mkuu wa shule husika; MEK atabaki na nakala moja na nakala nyingine atakabidhi Halmashauri. 
Jina la Mkoa: ………………………………… 
Jina la Wilaya : …………………………………… 
Jina la Kata: …………………………………
Jina la Kijiji/Mtaa :…………………………………
Jina la Shule: ……………………………………………………………… ……………………….…
	Na
	Darasa
	Ji
	nsi 
	
	Jumla

	
	
	Wavulana 
	
	Wasichana 
	

	1 
	Darasa la 1 
	 
	 
	
	 

	2 
	Darasa la 2 
	 
	 
	
	 

	3 
	Darasa la 3 
	 
	 
	
	 

	4 
	Darasa la 4 
	 
	 
	
	 

	5 
	Darasa la 5 
	 
	 
	
	 

	6 
	Darasa la 6 
	 
	 
	
	 

	7 
	Darasa la 7 
	 
	 
	
	 

	 
	Jumla ya Shule 
	 
	 
	
	 


Maoni/mapendekezo (kama yapo) ………………………………………………………………………………………………….
Muhimu: Taarifa hii itatambulika na kutumika endapo tu itasainiwa na kugongwa muhuri na wote MEK na Mwalimu Mkuu
Jina la Mwalimu Mkuu:………………………………………… 
Sahihi ya Mwalimu Mkuu :…………………………....………
Tarehe:…………………………… 
Jina la MEK: ……………………………………………………………………………………………  
Sahihi ya MEK: …………………………                                            Tarehe :…………………………… 
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Appendix 7. SNP Supervision Protocol 
The broad objective of the supervision:

· To ensure proper issuing of LLINs to eligible pupils

Specific objectives

· Assess data compilation and management process

· To assess accuracy and correctness of data

· To assess adherence to Standard Operating Procedures

· To observe management of remaining LLINs

· To assess the performance of LLINs transporter

FIELD
Step 1: Region

1. Courtesy call to RAS’s office and sign the visitors book and explain objectives of supervision

2. Mention the districts to be visited

3. The team will be accompanied by the regional coordination team

Step 2: District

1. Courtesy call to DED’s office and sign the visitors book and explain objectives of the supervision

2. The team will be accompanied by Council Coordination team

3. 25% of schools in a council should be visited during supervision period

4. Discuss together with Council coordination team number of schools to be visited

Step 3: Schools

During supervision teams should plan to visit respective WEC’s office.
· The team will first meet the school head teacher, who will be asked questions using the provided checklist.

Feedback and Report

1. Supervision team, after completion of supervision exercise should provide feedback to regional and council authorities

2. Individual supervision teams should submit a supervision report together with supervision tools (supervision form and checklist) dully filled and signed within 7 days after the supervisions. This report and supervision tools should be submitted to the regional coordination team who will finally submit to Implementing Patner.

3. National supervision teams should submit supervision report within one week after they come back from the field to Implementing Partner who will compile and submit final report to NMCP
4. National supervision team, after completion of supervision exercise should meet centrally and share what transpired in the field and for report writing.
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Appendix 8. Supervision checklist 
To be used by National, Regional and Council Coordination Teams

Region name………………………Council name…………..………………………
Date…….…………………………..Ward name…..……………………………...…
School name……….…………………………………………………………………..
Persons Met:

1. Name:….………………………………………Position………………………………………..

Contact No:………………………..………….Signature & Stamp……...............................

2. Name:….…………………………….…………Position……………………………………..

Contact No:…………………………………….Signature & Stamp……..............................

3. Name:….……………………….……..…………Position……………………………………..

Contact No:…………………………………….Signature & Stamp………...........................

Please check and mark accordingly by tick (√) if YES and X if NO for the following

Check if;
	1.
	The private transporter conducted a pre-alert meeting with LGA
	     ☐


	2.
	The private transporter shared with LGA, the issuing manifest plan
	     ☐


	3.
	During re-bundling, documents verifying quantities per schools are signed by both LGA and private transporter 
	     ☐


	4.
	During LLINs delivery to schools, documents verifying quantities per schools are signed by both school teacher and private transporter 
	     ☐


	5.
	Nets were delivered to school during working hours? 

	     ☐


	6.
	Visited schools received the correct quantities of ITNs according to the manifest plan 


	     ☐


	7.
	Nets were/are stored in a secure place 

	     ☐


	8.
	Issuing is done to the eligible classes 


	     ☐


	9.
	Issuing records are/were filled properly 
	     ☐


	10.
	Flyers/materials on proper usage of ITNS are given to pupils
	     ☐


	11.
	Teachers have any comments (Provide short narrative below) 
	


Remarks

Supervisors Information:
	Name
	Gender M/F
	Organization & Title 
	Contact number
	Signature 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Guidelines to the supervision team:

1. The number of schools to be visited by supervision teams is 5 – 8 schools per day

2. Each district team should submit a supervision report detailing the ticked boxes within 3 days after the supervisions. This report is submitted to Regional Malaria Focal who will finally submit a regional report to Implementing partner 
3. National teams should submit a report within one week after they come back from the field to Implementing partners who will compile and submit report to NMCP
4. Supervision teams needs to be conversant to the tool hence should ask Implementing partner or NMCP team member if they have any concern.
Appendix 9. Documentation of LLINs 
	SN
	Level
	Type of document (Receiving, Generated, Dispatch, Issuing)
	Document Name
	No of Copies
	Custodian of each copy

	 
	 
	 
	Supplier’s Way-Bill (WB)
	3
	Implementing Partner(s), RAS, Supplier

	 
	 
	Receiving
	
	
	

	 
	 
	 
	Delivery Note (DN)
	3
	Implementing Partner(s), RAS, Supplier

	 
	 
	 
	Good receiving Note (GRN)
	1
	 RAS

	1
	Regional
	Generated
	Bin cards, Stock cards (SC)
	1
	Warehouse (If Applicable)

	 
	 
	Dispatching
	Issue Note
	3
	RAS, DED, Implementing Partner(s)

	 
	 
	
	Delivery Note or
	
	

	 
	 
	
	Dispatch Note
	
	

	 
	 
	Receiving
	Issue Note/Delivery Note/Dispatch Note (As applicable)
	3
	RAS, DED, Implementing Partner(s)

	 
	 
	
	
	
	

	2
	Council
	Generated
	1. Good Receiving Note (GRN)
	1
	DED

	 
	 
	
	2. Update the Stock Bin Card (If applicable)
	1
	Warehouse (if Applicable)

	 
	 
	Dispatching
	Issue Note/Delivery Note/Dispatch Note (As applicable)
	4
	DED, Implementing Partners

	 
	 
	Receiving
	Prepared GRN with the reference of Dispatch/Issue Note issued by councils
	4
	DED, School; Implementing Partners

	 
	 
	Generated
	N/A
	N/A
	N/A

	3
	School
	Issuing
	Issuing Class Booklets (showing GRN reference number) which will be also used during issuing of the Long Lasting Insecticide Treated Nets.
	1
	School
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