Methodological and practical landmarks: 
exploratory missions.

(version November 2005)

This guide is based on the experience gathered by AIDES abroad and previous missions done for the INTEGRATION projects, and is designed to provide a common framework for missions abroad, and to assist with the writing of country-reports. 

The purpose of the country-missions is to assess from an international perspective the local situation regarding (1) the responses to HIV/AIDS (strengths and weaknesses) (2) the role played by local civil society and to make recommendations (in coordination with local NGOs) to improve the quality of prevention, care and support that is available in the country.
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AIDES – International Programmes

Tour Essor – 14, rue Scandicci

93500 Pantin – France

Tel.:  +33 1 41 83 46 32   
Fax:  +33 1 41 83 46 39

Email:  international@aides.org 
Web:  www.aides.org 

1 Chronology: the main stages

2 months BEFORE leaving on a mission 

(( General management + international team)

Define mission objectives

Identify who will go

Choose dates / book flights.

N.B: due to airline regulations - once tickets have been accepted, mission dates cannot normally be changed.

1 month BEFORE leaving on a mission 

Prepare country-reports

Make contact with local NGOs (potential partners)

( These two actions to be carried out by the people who are participating in the mission, supported by the international sector, if necessary

Send out plane tickets, prepare visas, per diems, make hotel reservations

Finalise detail for mission schedule, hold meetings

( These two actions to be carried out by the international team.

1 week BEFORE leaving on a mission

Meeting for members of the international team to go over final details for the mission.

DURING the mission

First day: meeting with local partner NGOs (if applicable) + confirmation of schedule and meetings

Meetings – Interviews – Data collection – Writing up interview reports…

-  If we wish to make records of the interviews, it is vital to ensure that the recording methods and equipment are reliable (carry out plenty of tests beforehand). Records may be difficult to manage after the end of the mission (they must be clearly numbered and indexed!).

-  If possible, take photos of sites visited and people interviewed (with their consent, of course). These images could be very useful to illustrate publications.

Last day: return meeting with the association(s) that hosted the mission (if applicable)

AFTER the mission

Writing the report:

Submit first draft to the international team approximately 2 weeks after return.

4 weeks after return  - submit finalized and checked version (to be checked by local partner NGO – if applicable).

If possible, prepare an oral presentation for meetings with the international sector

( by the participants.

Send the report to partners (if applicable)

( by the international team.

2 Logistical considerations: 

COUNTRY:…………………………………………………………………….
DATES:.……………………………………………………………………….

NAMES and FUNCTIONS of participants:

……………………………………………………………………………………

……………………………………………………………………………………

Administrative and health aspects

· Check with the relevant embassy (or with a travel agency):

Passport: check validity required for passports

Visa: with / without, deadlines………………………………………………………..

· Vaccinations / anti-malarial drugs: information about mandatory or recommended vaccines, as well as advice on malaria prevention can be found on http://www.pasteur.fr 
(link: http://www.pasteur.fr/sante/cmed/voy/listpays.html)

· Insurance: for AIDES employees - PRIMA ASSISTANCE 
Tel. + 33 1 40 25 57 05 (will accept reverse-charge calls) 
AMEX help line (when plane tickets are paid for using the Head Office American Express card):  +33 1 47 77 70 00  Please note:  we must call them before committing to any expenditure otherwise they will not reimburse us…   For further information concerning insurance, a brochure is available from Corentine ZANKPE-YOVO (czankpe@aides.org)

· In case of any problems

Call AIDES: Tel. + 33 1 41 83 46 46 / fax 49
Arnaud WASSON6SIMON + 33 1 41 83 46 31 / +33 6 73 68 72 73

Emmanuel TRENADO + 33 1 41 83 46 13 / +33 6 64 36 74 60

Address of the French Consulate:…….…………………………………………………….

Please remember to report to the Consulate of your country as soon as you arrive.

For instance, a French Co-operation doctor is available (usually for free) in the Cultural Action Services and Co-operation (SCAC) of the French Co-operation.
The journey and the hotel:

· Accommodation  

Address of the hotel(s): …………………………………………………………………… 

……………………………………………………………………………………

……………………………………………………………………………………

· Luggage

The international team may ask you to carry up to 5 kilograms of materials. If the parcel weighs over 5kg, you will receive a coupon for excess baggage.

· Per diems

The daily Per Diem amount is based on the cost of living in the country, AIDES has produced and verified a chart to calculate this. 
Useful documents:

Flight plan

Mission schedule

List of useful contacts

3 The country-report

(To be prepared before departure)

Please give careful consideration to the sources of information used!

General situation in the country 

3.1.1 Economic and political situation (sources: ‘Etats du Monde’ dictionary, USAIDS, MAE, CCFD and UNDP websites…)

	Country:   


	Capital:
	Population:  
	Language(s):

	Nature of state / regime:   


	Head of state: 
	Health minister: 
	Local currency (exchange rate with €): 

	Human development index (published by UNDP)
 and ranking in the world: 
	GNP per person (published by UNDP):
	Minorities present in the country: 
	


3.1.2 Significant recent political event (elections, social events, war, etc.):

Health situation 

Main sources of information: 

World Health Organisation (WHO / www.who.org) 

United Nations Development Programme (UNDP / www.undp.org)

The Global Fund to Fight AIDS, Tuberculosis and Malaria (www.theglobalfund.org)

3.1.3 General Issues: 

Number of hospitals, doctors, nurses 

Access to medicines

Transfusion safety

3.1.4 Epidemiology (sources: UNAIDS, WHO, The Global Fund)

Nb for people living with HIV, seroprevalence/age, screening for HIV, Hepatitis B, Hepatitis C, TB and malaria

( for orphans, women, young people, other vulnerable sections of the population etc.

National and International Institutions running AIDS-related projects:

National Plan Against AIDS, National Committee for the Fight Against AIDS 

The Global Fund to Fight AIDS, Tuberculosis and Malaria (www.theglobalfund.org ), BM (MAP), WHO, UNDP, bilateral aid (French Co-operation, GTZ, USAID, etc.)

Mobilisation of local organisations:

3.1.5 NGOs with whom AIDES and/or ELSA have previously worked  

Presentation of each NGO: history/profile, activities, nb. of the CEP + using ARV)

3.1.6 NGOs who have already contacted us (1st contact)

Presentation of each NGO + nature of their request

3.1.7 NGOs with whom we should make initial contact (sources: ELSA, FM, ESTHER…)

3.1.8 Contacts in the country

	NGO
	National organisations
	International organisations

	
	
	

	
	
	

	
	
	


4 Report – exploratory mission

This report (excluding appendices) is expected to be about 10 pages long and needs to include the following elements – section in italisc & bold  should be covered in priority:

I.  Executive summary  (1 page max)

II.  Introduction

Context of mission

Main/specific objectives of the mission 

Methodology of the mission
III:  Epidemiological situation, social perception of AIDS:

1. Epidemiological situation

( Query data on country reports; consider putting official data alongside that gathered by people working on the ground...
2. Social perception of AIDS

( Representation of AIDS and HIV in the media etc.
IV: NGO responses to HIV and AIDS

1/ Community mobilisation

2/ Other types of mobilisation
V:  National responses

Transfusion safety / access to care facilities / access to medicines (channels, price, names etc.)

Social action (social security, free services, etc.)

The role of international AIDS organisations: National programmes and committees to fight AIDS (NPFA / NCFA)

Government campaigns

Access to preventative measures (price of male/female condoms…)

VII: Status of UNGASS National Commitments (2001)

Development/implementation of multi-sector national strategies/financing plans for HIV/AIDS

Monitoring/evaluation of national activities

Confrontation of stigma, silence and denial

Elimination of discrimination/marginalization

Partnerships between civil society/corporate businesses/PLWHA

National budget resources

Promotion/protection of Human Rights

Strengthening of health, education, legal system capacity

Integration of HIV/AIDS prevention, care, support, treatment into national development planning
VIII: International initiatives

1.  Multilateral action:

The Global Fund to Fight AIDS, Tuberculosis and Malaria; the World Bank; PEPFAR (“the President’s Emergency Plan for AIDS relief”)

2. Bilateral actions (Co-operation with France, ESTHER (“Ensemble pour une Solidarité Thérapeutique Hospitalière En Réseau”), Germany, etc.)

IX: Screening

Access to the territory, practice (voluntary / without people’s knowledge / pre- and post- counselling…/ publishing of results) price, methods (quick tests), protection of medical data.

X.  Provision of care for affected people (public, community and private responses)

Medical care

Waiting lists men/women, % of people on ARV, % people with access to treatment for opportunistic infections, intravenous drug users, analysis, biological monitoring…

Psychological support

Social and economic support

XI. Conclusions & recommendations

Appendices

- Contact list of people met

- Country-report updated

- Price list for medications

- Biological monitoring (price and accessibility)

- Company profiles

- List of available documents (contents of country file including returned documents)

- Summary of interviews (which cannot constitute the body of the report).

- List of people met and sites visited

5 ANNEX 1.  Descriptive sheet - partner organisations

This section is intended to facilitate the collection of information about local partner organisations: Be careful to ensure that it does not become an austere and formal interrogation! 

Details:

Name of organisation: .......................................................... Creation date: ........................................................

Postal address: ..............................................

Telephone: ............................................... Fax: ................................................................................

E-Mail: ............................................... Contact: ................................................

How would you prefer that we contact you? (times and method of communication): .......................................

Organisation’s mission and objectives:

Organisation activities

Prevention? Yes / No Information/orientation? Yes / No

Pre and post-test advice? Yes / No Medical care? Yes / No

Home visits? Yes / No Hospital visits? Yes / No

Socio-economic review? Yes / No Responsibility for nutrition? Yes / No

OVC support (Orphans and Vulnerable Children)? Yes / No

Advocacy / lobby? Yes / No

If yes – what focal points and strategies are used?

Others (specify): .............................................................................................................

Organisation profile

Is the association made up of people who have been affected by HIV? Yes / No

Are HIV-affected people represented within the decision-making functions of the organisation (office, CA)? Yes / No

Are HIV-affected people involved in the activities of the organisation? Yes / No

Is the organisation affiliated to a religious group? Yes / No

If yes, which one? .......................

Does the organisation rely on another NGO, or on the state? Yes / No

Staff / areas of intervention

Number of members: ............................ Number of volunteers: ...........................................

Number of employees: ............................ Number of temporary employees: .............................................

Permanent staff consists of: ...........................................................................................................................

Organisation structure (role of the office, employees, volunteers/unpaid employees…).  

Estimated number of beneficiaries (users): .............................................................................................................................

Head office location: ..................................................................

Other locations or agencies (please specify):

...........................................

...........................................

Areas of intervention (districts, communities, rural areas)

...........................................

Main sources of funding for the organisation.

o State/NPFA 

o Multilateral co-operation agency 

o “Country-Coordinating Mechanisms” – Global Fund, European Union, World Bank, UNDP, UNAIDS, UNICEF, etc.

o Bilateral co-operation agency (French co-operation, USAID, Canadian co-operation etc.)

o Foreign NGOs 

o National NGOs 

o Foundations

o Businesses 

o Capital stock

Last 3 years’ budget (in local currency and in Euros)

Year n-3: ................................. Year n-2: ...................................... Year n-1: .............................................

Organisation of services

5.1.1 What partnerships has the organisation established to ensure that care is provided for the following?

o Laboratories o Hospitals o Dispensaries

o Health centres o Private clinics o Medicine exchanges

o Pharmacies o NGOs o Mutual companies

o Micro credit organisations o Others (please specify) : ...........................................................................................

5.1.2 Tests, voluntary screening and advice

Does the organisation propose voluntary screening? Yes / No

Is the screening accompanied by? 

o Pre-test advice


o Post-test advice

Is the patient charged for the advice? Yes / No

Is the blood sample taken on the premises? Yes / No

Is the patient charged for the screening test? Yes / No

If yes, how much must the patient pay for the screening test? ....................................................

What technique is used for screening? ............................................................................................................

Is the test carried out on the premises? Yes / No

If not, where are the samples sent for testing?......................

How long after the test are the results available? ............................................................................................

Are the tests results announced on company premises? Yes / No

How many requests for screening are made every month, on average? .............

What is the rate of return for the announcement of results?..............................................................................

What proportion of HIV tests come back positive?

Guidance, post-test care

Does the organisation propose follow-up for people who are screened? Yes / No

What provisions does the organisation propose to make available for post-test follow-up? ...............................................................

Will this follow-up also be offered to other family members? Yes / No

5.1.3 Biological / medical monitoring

What examinations are available in the country for pre-treatment check-ups and biological monitoring?

Available in the local area
 Cost to patient

o CD4 count ...........................................

o Viral load ...........................................

What resources does the association have in terms of care staff?

(Please specify employees, temps, and volunteers)

o Doctors ...........................................

o Nurses ...........................................

o Health professionals ...........................................

5.1.4 Dispensing of medication

Does the organisation run a community pharmacy? Yes / No

How is the community pharmacy financed?

o Purchases

o Donations

By what means does the pharmacy acquire its medications (please specify whether they are donated or bought at source)? —

Which medicines are available at the community pharmacy?

o Anti-fungals 

o Antihistamines 

o Anti-haemorrhagics

o Restoratives

o Antibiotics

o Analgesics

o Anti-inflammatories 
o Antivirals 

o Antiretrovirals

Which medicines does the referent doctor most commonly prescribe?

o Anti-fungals 

o Antihistamines 

o Anti-haemorrhagics

o Restoratives

o Antibiotics 

o Analgesics

o Anti-inflammatories 
o Antivirals 

o Antiretrovirals

Are the medicines given to patients on the premises? Yes / No

How many people are on a medical plan supported by the organisation? ................................................

How many people benefit from antiretroviral therapy? ................................................

Does the organisation propose any auxiliary treatments? Yes / No

Is there a patient follow-up system (file, consultation documents etc.)? Yes / No

Has the system for management and follow-up of stock and medications been computerised? Yes / No 

What is the organisation’s current budget for medication (including donations)?

.........................................................................

5.1.5 Fundraising activities

Is the association involved in fundraising activities (FRA)? Yes / No

o FRA managed directly by the organisation  o FRA managed by members

Which projects have already been implemented?...........................................................................................

Which projects are in progress? ..............................................................................................................

5.1.6 Information, documentary resources

What type of documents and information material does the organisation use? (Please specify)--

Does the organisation use information materials published by AIDES, or by other foreign organisations? Yes / No

If yes, which ones (please give date of publication)? -- 
5.1.7 Skills, training

Is the organisation capable of training other organisations? Yes / No

If yes, in which areas?

Has the organisation already carried out some training? Yes / No

5.1.8 New projects, new requirements

Which projects are in progress? .........................................................................................

Which activities are envisaged? .........................................................................................

What is the timetable for these projects to begin? ..............................................................................

What funds are required for each project?

Please specify (acquired/rejected, envisaged or pending) ................................................................................

What needs are these projects designed to meet? .........................................................................................

Other key issues:

ANNEX 2.  Template letter for arranging meetings 
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Object:  Country-mission to _________








Dates: _____________

Dear Sir, dear Madam,

The AIDS ACTION and INTEGRATION Projects are primarily funded by the Euroepan Commission and are designed to assess and to support the development of quality HIV prevention and support especially in the new and future member states of the European Union.

The mission we will be carrying out in ______ from ________to ______,  will aim to assess, from a European perspective, the current situation regarding HIV/AIDS in your country:  what works, what may need to be improved.  We will pay particular attention to the progress made with regards to international commitments made by the _________ government in June 2001 at the UN General Assembly Special Session on HIV/AIDS as well as in February 2004 in Dublin, Ireland, at the Conference "Breaking the Barriers:  Fighting AIDS in Europe and in Central Asia".

Specifically, we are most interested in documenting the situation faced by People Living with HIV/AIDS and by members of vulnerable communities with regards to HIV/AIDS, such as drug users, sex workers, and inmates.  How are prevention, treatment and support for HIV/AIDS made accessible ?  What are the main challenges that need to be faced ?

The report we will produce will be presented to the European Institutions as well as to key decisions makers on health in Europe.

[Participant 1] is in charge of _________.  [Participant2] works for _____________.  This mission is organized in partnership with _________, from the local NGO ____________.

Would it be possible to arrange for an interview with you during our stay in _________ ?

The easiest way to check the time-slots we have available is by looking at our mission calendar, on 

http://calendar.yahoo.com/intg0508  - Feel free also of course to call us directly !
Thanks and sincerely yours,

_________________


__________________


______________

Contact details :



� � HYPERLINK "http://hdr.undp.org/reports/global/2004/" ��http://hdr.undp.org/reports/global/2004/� 


� http://www.un.org/ga/aids
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