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INTRODUCTION








The manual on selected aspects of Central Management of Health Services is the fifth in  a series.  The previous manuals have been received very well, nationally as well as internationally. 





The manual concentrates on selected topics of importance in the management process for health development at the National level.  Hitherto, officials in the Ministry of Health when called upon to perform a function in a new position, have found it extremely difficult to carry out the task unless the officer who was dealing with the matter previously is around.  An example, is  the intern appointments.  A new subject clerk or a new Deputy Director General would necessarily have to seek the guidance of the predecessor to carry out the task.  When the procedures involved are not clearly set down in the form of guidelines, sometimes certain essential steps in the process may even be forgotten.  Another example is the plight of a Ministry official who is called upon to attend an important international conference such as the Co-ordinating Committee for Programme Development and Management held twice year by the WHO.  Here again, unless what is expected of the official is clearly set out he or she will have to seek guidance from somebody who has attended the conference  previously. For these reasons it was the consensus of opinion that a manual on Central Management of Health Services should be prepared.  It would be a very onerous task indeed to cover all aspects of management at the Central level in one manual.  Such an exercise would invariably lead to a very large text book and may take a number of years.  Under these circumstances, it was thought feasible to concentrate on certain selected and important aspects of management for this exercise.





The methodology followed  has been tried out on  earlier occasions, refined, and has stood the test of time.  A group of experts with the necessary experience in the fields concerned  were requested to develop individual chapters.  These chapters were discussed at a National Consultative Meeting of senior officials and finalised.  The final product is a distillate  of the collective experience and expertise available at the moment.  It is our sincere hope, that present and future generations of Medical Administrators would find this manual helpful.





I wish to place on record my deep gratitude to the group of experts who developed the individual chapters, and the officials who finalised the chapters at the National Consultative Meeting.  I would particularly like to thank Dr. C.D. Herath, former Director General of Health Services and National Consultant, who as usual helped us a great deal in undertaking this venture.  Support from the WHO is gratefully acknowledged.





Thank you.








Dr. Reggie Perera


Director General of Health Services


_
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Visits of Hon. Minister of Health, Abroad








Introduction





Official visits of the Hon. Minister of Health is usually on  invitations by his counter parts in other countries. During visits  to another developing country in the region, it is most likely that the Hon. Minister will discuss matters of regional and bilateral interest.  The main topic and consensus reached during the discussions would be technical co-operation among developing countries.  It is best for the Director General to summon a meeting of the senior officials to discuss the likely topics that may come up for discussion during the visit.





Official accompanying the Hon. Minister





It is best that the Hon. Minister be accompanied by as senior and official as possible to ensure success of the visit. 





Preparation for the Visit of the Hon. Minister





It is usual for the two embassies of the two countries, that is, the embassy of the foreign country in Sri Lanka and the Sri Lankan embassy in the country concerned, to be involved and the preparations for the visit of the Hon. Minister.  The itinerary should be decided as early as possible by bilateral consultation via the embassies.  The Ministry of Foreign Affairs should be kept informed.  If the delegation is transitting, the embassy of the country concerned should be informed so that the official delegation could be met at the air port and VIP lounge facilities arranged for the duration. Similarly, the VIP lounge facilities should be arranged on the way out as well as on the way back for the Ministerial party.  Usually, the official concerned is supposed to go through the usual channels on departure and arrival.  However, a special request can be made to the Ministry of Foreign Affairs to arrange lounge facilities for the accompanying officials. Gifts should be purchased in consultation with the Hon. Minister for the host Minister and spouse and a few high level officials of the Ministry.  It is also customary to give gifts,   
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souvenirs or cash gifts to the driver of the vehicle which will be allocated for use of the Hon. Minister abroad and his security officials.





Visit





The official accompanying the Hon. Minister should make notes of the matters that are discussed and the consensus reached.  It is best to prepare a press release at the end of the visit so that it could be released to the press on return to the country.  If the official has a camcorder, the video cassette can also be given to the Press Officer for release to Rupavahini.  





Follow up





It is critical that all items of consensus reached be followed up either locally, with the host country, the WHO or any other country/ organization involved to their logical conclusions.  The success of the visit will depend on how quickly the consensus reached, could be translated into action.  The official accompanying has the responsibility to ensure the follow up.  It is best to prepare an activity design with time schedules for the purpose.  















































Hosting of a visiting Hon. Minister of Health








Introduction





Ministers of Healthof guest countries visit usually on an invitation by the host Minister.  The focus would be on discussions on matters of regional and bilateral concern.  The image and the reputation of the country for hospitality is at stake and the visit should be planned to preserve that image and ensure that the visit taken  place smoothly.





Inter-sectoral Committee





An Inter-sectoral Committee consisting of officials of the following sectors should be set up as soon as the visit of the Hon. Minister is confirmed :-





i.     Ministry of Foreign Affairs


ii.    Ministerial Security Division


iii.   Traffic Police


iv.    Air-port Services


v.     Immigration


vi.    Customs


vii.   Ministry of Information


viii.  Any other relevant Ministry such as the Ministry of Indigenous


       Medicine, if the visiting Minister is keen on establishing         links with the Ayurveda Sector.


ix.    WR





At the first meeting the objectives of the visit and the tentative itinerary should be discussed and the role of each Ministry/ Organization clearly defined.





At this  discussion, it is best to trace the visit of the Hon. Minister from the time of arrival in the country up to the time of departure.  The embassy of the visiting country in Sri Lanka and our embassy abroad should also be kept informed.
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Visit





On arrival, the Hon. Minister should be met by very senior officials of the Ministry of Health and WR. The Ministry of Foreign Affairs would ensure that VIP lounge facilities are afforded to the visiting party.  The Immigration Officials and the customs along with the  officials of the air-port services would ensure smooth arrival formalities.  Suitable luxury vehicles will be provided by the Ministry of Foreign Affairs.  It is customary to provide  one luxury vehicle for the Hon. Minister and another one for the accompanying officials.  The Traffic Police will provide a pilot car/motor cycle rider to clear the way.  The Ministerial security division will take over the security functions from the point of arrival up to the time of departure.  An official should be designated as the official in attendance and this person will receive the Hon. Minister at the hotel where the party will be staying.  A room should be provided to the officers of the Ministerial security division preferably on the same floor as the rooms of the visiting delegation.  Necessary  facilities must be provided to these officers.  (meals etc.)





Medical Cover





Arrangements should be made with the National Hospital to provide round the clock medical cover in case of necessity.  It is customary to reserve one or two rooms in the Merchants Ward for the duration of the visit.





Gifts





Gifts should be purchased in consultation with the Hon. Minister for the visiting Minister and spouse and officials accompanying the Minister.  The gifts usually have a local flavour.
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Itinerary





The highlight of the visit would be bilateral discussions with the Sri Lankan Minister and his high officials.  Consensus reached should be carefully noted for follow up by the Management Development and Planning Unit, who should be closely associated with the visit.  


It is customary to arrange for a courtesy call on Hon. Prime Minister and any other Hon. Minister the visiting Minister would like to meet.





Visits to Organization in the country such as National Hospital and any other organization of interest should be arranged well in advance. The Hon. Minister and party should be welcomed at the entrance and conducted round the points of interest and a discussion arranged in the room of the Head of the Institution.





Media Coverage





A press release should be issued a couple of days before the arrival of the Hon. Minister giving the salient points and the objectives of his visit.  TV coverage should be arranged and it should be ensure that the visit is given as much publicity as possible.





Departure





VIP lounge and other facilities should be arranged as for arrival and high officials usually along with the WR will bid the Hon. Minister Good Bye in the VIP lounge.





Follow Up





It would be the responsibility of the MDPU to ensure that all consensus reached is followed up to its logical conclusion.  It would be very helpful if an activity design is prepared with time schedules for the purpose. _





Hosting  of Visiting Ministers of  Health





Introduction :





One of the most important activities undertaken by the Ministry of Health, is the hosting of a  Visiting Minister of Health.  The good image of the country and its reputation for hospitality as well as bilateral relation  between Sri Lanka and  the country of the visiting Minister of Health are at stake.





Tentative Programme:





Once the two Hon. Ministers of Health confirm the visits  the tentative programme should be formulated.  The programme depends on the areas the visiting minister is interested in and may  include  items that Sri Lanka is interested in bringing to the attention  of the visiting minister.  Once the programme has been approved by both Ministers detailed arrangements have to be made for the visit.





Steering Committee :





A Steering Committee should be organised under the chairmanship of the Director General of Health Services to plan the impeding a visit.  The committee should consist of  officers  of the Ministry of Health, Ministry of Foreign Affairs, Immigration, Air Port Health Services, Ministerial Security Division, Customs  , Informations etc. It is prudent to have the first meeting as  early as possible and then to meet once a mouth to monitor  activities.





Conveying of  Information to Embassies concerned :





The tentative programme should be conveyed to the Sri Lankan Embassy in the country concerned and the Embassy of  the country concerned in Colombo as well as the Ministry of Foreign Affairs.





Accommodation for the delegation :





By convention, the cost  of accommodation, transport, food etc. of the visiting delegation is borne  by the Ministry of Health.  In arranging accommodation for the delegation in Colombo as well as out stations if  necessary, Ministerial Security Division should be consulted. Tender Procedures must be gone through.





Vehicles for the delegation : 





The Ministry of  Foreign Affairs has luxury vehicles for VIPs and its cutomery for this ministry to release vehicles as well as drivers.  However, the fuel is  a responsibility of the Ministry of Health.

















