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I INTROIlJCTION 

Since the inception of the Western Pacific Regional Office of WHO in 

1950 there has been a steady increase in the number and importance of inter

country technical meetings. During this t:iJne WPRO itself has conducted 

eighteen such meetings and has collaborated in twenty-eight others with otoor 

regional offices and headquarters, certain of the specialized agencies, the 

UN, non-governmental and bilateral agencies. 

With the value of this type of meeting recognized and anticipating 

I 
I 

I I 

I I 
I 
I 

that the number of these meetings would be increasing, a special WPRO committee I I 

was established by the Regional Director in April 1957. The terms of reference 

of this committee were: to study and appraise the value of t~se projects 

to t~ partiCipants and the resultant contributions to their countries; and 

to Jrepare proposals for improving their planning, organization and administra

tion and for integrating them more effectivelY into the total WHO regional 

programme. 

EarlY in its deliberations too committee realized that because of·the 

number of inter-country meetings already approved or in the planning stage, 

a guide for staff members in WPRO with responsibilit,y for the organization of 

such meetings was of prime importance.. Thus after more than two years of wm:k, 

during which time seven selected inter-country projects were studied, the 

advisory and administrative staff of the Regional Office were consulted and 

the accumulated experience of the past projects was utilized, this manual has 

been prepared. 

The purpose of this manual is to set forth a working philosop~, 

guiding prinCiples and procedures for the planning, organization, administra

tion and evaluation of all inter-country meetings. It attempts to clarifY and 

to some extent systematize those practices and procedures which have been 

found to be of most value in the operation of such meetings since the start 

of the WPRO. The committee has also taken into account the most recent 

findings regarding the educational basis for international meetings and 

studied a similar document MH/EUR/59.56 "Inter-country Activit:j..es in Europe -

Technical Meetings" produced by the Regional Office for Europe. 
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II mnOSOPHI OF INTER-COONTRY MEETINJS 

II.1 In the WPRO, inter-country meetings are defined as meetings held for 

a limited time with membership which is known beforehand and comprised, in all 

cases, of pe ople from different countries, often including a variet.y of dis .. 

ciplines and are characterized b,y the provision for opportunities and 

facilities far open discussion. 

Such meetings are seen as a part of a long-range programme the 

purposes of which are to progressivel¥ or concurrently promote interest in, 

provide understanding of, and stimulate action in a certain .field of health 

work. Stated in another way, no inter-country meeting, should be held as an 

eni in itself. While the conditions and needs which lead to the holding of a 

meeting are its determinants, what t~es place after a meeting is of as much 

concern to wmo as the meeting itself. Thus planning should be as much as 

in terms of subsequent action, both as a result of the meeting and other 

possible supportive and.reenforcement follow-up activities as an,th1ng else. 

To best accomplish such ends it is believed that the aims of such 

technical meetings are: (1) to provide a stimulating and supportive atmosphere 

where members feel free to examine each other I s views ani concepts as well as 

those of the staff, faeu1ty or consultants; (2) to reflect their current 

practices against those of their fellal menbers; ani (.3) where through the 

stimulation of such interaction they are assisted in revising their ideas, 

redefining their objectives and planning action which will improve the 

particular field of health under consideration in their own countries. Taking 

into account both the recent experience of WPRO with inter-country meetings 

and the wealth of recent research, study and experience in this field in all 

parts of the world, it .~s believed that the traditional t.ypes of meetings 

devoted to the formal presentation of authoritative information b,y experts 

will not adequately achieve the above aims. This in no way minimizes the 

need for the dissemination of SCientific information. However, in order for 

countries to benefit, there must be a willingness on the part of governments 

to accept and utilize new information and methods which sometimes run contrary 

to their traditional and technical practices ani their current administrative 

poliCies ani procedures. Thus, an important part of every technical meeting 

is to influence the attitudes of the partiCipants toward accepting and using 

new information. 

.. 
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II.2 Inter-country meetings while being a part of the over-all planning 

in particular fields of health now being emphasized must also be an integral 

part of the long-range programma of the Region as a whole. In this regard 

inter-country meetings can serve to focus attention on emerging health and 

related problems of importance in the Region or to co-ordinate efforts to 

solve common problems. In so far as possible inter-country meetings should 

be deSigned to meet the felt needs existing in the Region. This does not 

preclude the stimulation of interest in the solution of problems not yet 

recognized by om country when it is keenly felt by others. 

II.3 It is believed that if inter-country meetings are held with the 

aims mentioned in 1.1 above they are more economical in tillie, manpower and 

expenditure of funds than a series of national projects within the boundarie~ 

of one state. Related to this are other benefits which are conSidered 

unique to inter-country meetings: 

a) the participants have an opportunity to gain first-hand 

knowledge of the needs and problems in other countries and 

to learn the approaches and methods which have been developed 

to cope With them, 

b) the promotion of international understanding, and 

c) the establishment of useful professional contacts. 

II.4 There are decided advantages in having heterogeneous participation 

in inter-country llEetings as most health work today depends for its success 

both in its planning and implementation stages on the utilization of more 

than om of the health disciplines and in mal\Y instances on the support am 
understanding of administrative, financial and other specific professional 

fields outside health. Even in meetings for highly specialized health fields, 

where programmes are under consideration, it is desirable to have representa

tion from administrative and other related fields among the participants or 

staff or both. 

II.5 In keeping with the co-ordinating and leadership functions of WHO, 

it is believed that whenever feasible and desirable, inter-country meetings 

should include or be held in collaboration with other international and 

bilateral agencies as well as with non-governmental international organiza

tions. This includes other WHO regions and the HQ of the Organization. 

I I 
i i 
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II.6 Inter-country meetings in the Western Pacific Region usually take 

the form of seminars, conferences, study groups or training courses(l) and 

organized for one or more of the following purposes: are 

a) to further knowledge and acquaint members with recent 

research, stUdies, etc., 

b) to provide an educational experience for those attending, 

c) to identify ani clarify health problems, 

d) to study corrunon health problems and needs in the Region 

and to formulate suggestions or recommendations suitable 

for the guidance of WPRO or countries, and 

e) to plan international collaboration in a prescribed health 

field. 

II.7 While &vone of the above purposes mB¥ predominate, it cannot be 

too strongly emphasized that the initial step in planning an iDter-countr,y 

meeting is to establish its principal purpose or purposes. In so doing the 

design, size, composition and organizational structure can be more effectively 

determined. 

It should also be pointed out that the reasons or purposes for 

holding an inter-country meeting are often times multiple ani each of the 

above purposes can be further subdivided: i.e. an educational purpose can 

be focused on providing information on the most recent developnents in a 

given health area as well as producing a change in attitude among the 

participants toward the approaches ani methods they are presently using. 

A group gathered for the purpose of giving advice will need first to clarify 

existing problems, but will go further in determining their solution. With 

meetings held to clarify problems it may be necessary to first identify and 

analyze these problems. When planning international collaboration, a study 

of previous efforts in a particular health area in the Region may have to be 
made. 

(1) 
These types of meetings are described in Appendix A. It is to 
be emphasized that the description given for the "study group" is 
solely for the needs and purposes of the western PacifiC Region and 
is in no wB¥ intended to encroach upon such meetings having the same 
name conducted by WHO, Geneva. Typical of such WPRO meetings was the 
Study Group on the Teaching of Social and Preventive Medicine held 
in Manila in 1957. 

.. 

.. 



.. 
" 

- 5 -

II.B Evaluation is an important and necessary element of all 1nter-country 

meetings. Believing that this is a continuing process, such meetings shaul.d 

be evaluated at all stages, that is: during the planning, while in progress" 

at the end and extending in the future to each country sending participants. 

A preliminary evaluation of the situatio~ warranting an inter-country meeting 

may be necessary even before the purposes of the meeting itself can be 

determined. The methodology of evaluation must be broad in scope and not 

depend on aru one technique • 

III GUIDI~ PRINCIPLES FOR THE PLA.NNI~ OF INTER-GOUNrRY MEETImS 

III.l '.I}rpe of Meeting 

II I 

I I 
I I 

1 1 

1 1 

, , 

: I 

The decision to hold an inter-country meeting should fit into the 1 1 

long-range programme of a given field. The type of meeting will be determine<! 

bY' 'the predominating purpose or purposes as set forth in Section 6 of Part ll. 

In fields where progress is considered slow in Some or all of the countries 

or where more systematic planning appears to be needed, problems tend to be 

unclear. In such instances the first meeting in a particular field ma;v 

either be a conference or a study group. (1) As problems become clearer, 

seminars may be used to meet the usual emerging educational needs. In some 

fields a series of seminars are useful either to develop a continuity of 

understanding or to cover contiguous groups of countries within the Region 

as was done with the three zonal environmental sanitation seminars held 

recently. Meetings held for the purpose of producing publishable material 

usually are held in the more advanced stages of a long-range programme. 

Because they run for longer periods of time, training courses can usually 

achieve both the problem clarification and educational purposes. 

III.2 Differing Goals 

While fran the point of view of the WPRO the main goals of inter

country meetings have been indicated above and elaborated in Appendix A, 

other purposes should be taken into account. In particular, the partiCipants 

will not necessarily come to a meeting with the same purposes as the organizing 

body. It is important that every effort be made to find out these purposes 

and expectations and to incorporate them into the body of the meeting. This 

(1) See footnote on page 4. 

II 
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is not to say that all the needs of the participants can be met at a single 

meeting or that meetings should be entirely structured arouni participant. 

interests. The organizers (WFRO staff) of an inter-country meeting have a 

responsibilit,y to strike a balance between the established overall aims and 

scope of the meeting and the needs and expectations of individual members. 

However, if the meetings are designed too much in terms of what the organizers 

want the participants to learn, there is the danger that interest will lag 

and that while the partiCipants may derive "apparent" satisfaction from the 

intellectual stimulus of the meeting there will be little subsequent action 

to take place. 000 reason wIv the programme of a meeting shoul.d be left 

flexible is to allow for the developnent of unexpected insights and interests 

which the interaction among the members produces during the meeting. 

III.3 Preparation of the General Plan 

Soon after the decision is reached to hold an inter-country meeting, 

a plan should be drawn-up outlining its general aims in terms of the field of 

interest, itslocatiQI}, staff pattern, organization, content and procedures, 

etc. This is not expected to be its final form, but only to serve as a guide 

for future planning, as the aims am procedures can only be progressively 

defined during the cOUrse of the entire preparatory period - a twelve-month 

interval QI' more. Also there are some decisions which can only be made after 

discussions or contacts with consultants, the director, staff members and 

others who may be involVed. As plaming becomes more precise ani definite, 

the plan will be revised and finally sent as a document to the partiCipants 

soon after they are selected. (See Appendix C for a sample of such a plan.) 

III.4 Programme or Content 

The programme or content of a meeting can only be adequately arrived 

at after the aims or objectives are established. It is not unusual, however, 

for the aims of inter-country meetings to be altered during the preparatory 

period resulting from contacts with countries or on the advise of consultants 

or other staff members. 

The stage at which an agenda or programme outline should be prepared 

is not arbitrary and can best be determined on the basis of the type o£ 

meeting and the problems to be considered am the degree to which they have 

.. 
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cl',Y'stalized. Often times it will, be helpful. to prepare a drai't agenda or 

programme well in advance while at other times this may be left till the 

meeting itself. In aI\V case, it is to be stressed that aI\V agenda or 

progra.nune should be tentative and subject to adjustment up to am during the 

meeti~. 

(1) 
For study groups it will probably be useful to prepare an agenda 

in advance, especially when there has been an opportunity to reach agreement 

with consultants and the ideas and interests of the participants have been 

canvassed. 

1~ terms of conferences and seminars the most recent thinking 

indicates that the preparation of the final programme should be left to the 

staff and coosultants to work out during their pre-planning sessions 

immediately before the start of the meeting. In such instances, the parti

Cipants are given an outline in advance of the general ground which the 

meeting will cover with the idea that within this framework the meeting will 

be planned around their expressed needs and interests and with the assurance 

that the programme will be .flexible. This does not mean that all such content; 

outlined will be dealt with or that careful planning will not precede this 

type of meet~. Such an arrangement gives an opportunity for all the staff 

to contribute their skills to the programme preparation as well as enabling 

them to take advantage of their visits to countries and the most recent 

contacts with partiCipants regarding their interests and expectations. In 

meetings with a strong educational emphasiS, it is believed that only the 

first few days or at most a week should be planned in advance in order that 

representative participants can themselves be involved in the planning process 

as soon after the meeting starts as possible. Such arrangements call for the 

most careful and skillful. pre-planning ani guidame during the meeting on the 

part of the staff; and especially where the staff is multi-disciplinary 

there needs to be in advance an understanding on their part to proceed al ong 

the lines indicated above. 

III.5 Location 

In considering the place to hold a meeting at least the following 

factors will be involved: (1) willingness of a government to be the host; 

(l)See footnote on page 4. 
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(2) the technical resources of the country; (3) the desire to create a 

positive impact on or stimulate a country; (4) a place where no local 

distractions are anticipated, and (5) the costs involved. 

Except for local field visits the meeting should be residential. It 

is usual and very desirable that a good deal of personal interaction should 

take place between participants and staff outside the formal time-table of the 

meeting. Such informal personal relationships contribute greatly to the 

success of a meeting. For this reason it is preferable that the participants 

and staff should reside under the same roof in which the meeting takes place. 

In any case, it is strongl:y advisable that the meeting be not too far distant 

from the housing and eating accommodations. 

III.6 Time and Duration 

The time of year at which to hold a meeting will often be determined 

by such things as climatic conditions, national holidays, etc, The availability 

of antiCipated participants am staff must also be conSidered. Further the 

,. 
",-

rrumber of such meetings scheduled by WPRO for any 000 year will perhaps .. 

determine the time and place of each one, particularly in regard to the 

availability of such WPRO staff as interpreters and secretarial and administra

tive personnel. While no definite deciSion can be made, past experience has 

been that the duration for stuqy groups(l) ranges between 5-10 working days, 

for conferences and seminars between 14~21 days, for stuqy tours, 12-18 days, 

III.7 Meeting Leadership 

In general the leadership for meetings consist of consultants, a 

director, staff and resource persons am it is preferable to look first for 

such personnel from within the Region. 

A consultant may be required to provide special expert knowledge or 

to undertake the direction of the meeting in which case he should be recruited 

well in advance and employed for several months. Only for economical reasons 

should the functions of director and consultant be combined in one person. 

More than one consultant may be needed and it is frequentl:y the practice to 

invite IJ1HQ staff member to serve in this capacity. 

(1) See footnote on page 4. 

• 
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The selection of the person to assume responsibility for the direction 

of a meeting is very important. It:Ls noted that two dental and two nurs~ 

seminars suceessfulJy used a director who was not a specialist. in the particular 

subject field of these meetings. It is most important that the director has 

as much training and experience as possible in the educational and group 

processes and the modern methods and techniques of conducting international. 

meetings. It is usually expected that the director or a consultant will pre
pare 1ihe final report, (see Appendix tl for sample of a director's qualifications 

and terms of reference) • 

Staff members and resource p3rsons may be employed by WPR0 1 drawn 

from WHO field personnel, or provided at the expense of a country or an inter

national or bilateral agency. However, the choice of such members should lie 

entirely with the Organization and should be made on the grounds of suitabilit,y 

for the task as determined by the goals of the meeting. Where WIRO is colla

borating with another specialized agenCYI the UN or other organization, sucl;l 

selections must of course be ,mutually acceptable to the sponsoring agencies. 

In most seminars, conferences and study tours, it will be necessary 

to engage a staff, but in study groups(l) all participants are considered 

expert and consequentJy the staff will p:rhaps be limited to one, or two, 

consultants. Also in such meetings consideration should be given to proViding 

a multi-disciplinary staff with specialists for the subject and related fields. 

For subjects which relate to health services and the involvement of the people, 

social science staff members are of particular importance am assistance. 

Working conferences rn8Y be set-up without a staff, but in which various 

participants may be used as resource personnel to expound relative material • 

In preparing for all meetings it is deSirable that arrangements be 

made for the entire staff of the meeting to convene for several days just 

preceding the start of the meeting. 

(1) 
See footnote on page 4 . 
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111.8 WPRO Operational Officer 
The operational officer may be a regional adviser or a public-health 

administrator. If the meeting is outside his field of specialization, he will 

be given the assignment by the DHS. The operational officer has the responsi

bility for the over-all planning, organization and administration of the 

meeting. He will of course receive guidance from the WPRO planning committee 

(see Section 9 following) and assistance and support from A&F, the Fellowship 

am the Public Information Sections and tre area rspresentatives. In most 

cases his responsibility extends into the technical aspects of the mseting. 

Even though the operational officer has sufficient lalowledge in the field of 

activity .. it is considered unwise for him to take the role of director. Most 

frequently he will act as technical adviser and administrator to the director 

or the consultant-director as too case may be. His function is always more 

than an administrator.. in that he contributes in some degree to the technical 

aspects of the meeting. Also the op:1rational officer is the official represen

tative of the Organization and is thus responsible to see that the WHO policieS 

are understood and carried out. 

The more specific duties and activities of the op:1rational officer 

are given in Part V. It should be emphasized that when the meeting is not 

held at the WPRO, the operational officer should visit (preferably nina 

months before the meeting) the host country to negotiate with the government 

about its local responsibilities and commitments for the meeting. Such 

negotiations are usually carried out through the host country planning 

committee. If such a committee has not been established prior to his visit .. 

he must see that ore is formed. Because of the importance of the host 

country arrangements it may sometimes be necessary for the operational 

officer or the area representative to make more than ore visit before the 

meeting. When a study tour is held it may also be desirable for the 

operational officer to visit each country included in the tour and if possible .. 

each location scheduled. It may be necessary to divide this task with the 

consultants, ot~r staff members or an area representative. 

III.9 WPRO Planning Committee 

Each meeting will have its own planning committee with a constituted 

membership of the PHAs, the HEP and F&T Advisers, the A&F and PIO am the 

DRS ex-oficio with the designated operational officer as convenor. other 

... 
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members of WffiO may be co-opted as the need arises. ThiB committee will be 

formed as soon as possible after the decision to hold the meeting is reached. 

Its functions are to give the operational officer guidance during the entire 

planning phase of the meeting and all decisions reached regarding the meeting 

during this period will be made by this body - subject of course to the appravai 

of the Regional Director. When meetings are held at WffiO, the committee will be 

responsible for l.ocal arrangements like: accommodation, transportation, 

field trips, etc. 

From the t~ of organization of each WPRO planning cOmmittee, the 

oPGrnti~officer needs to keep the PIO informed of plans and developments and 

to include this officer in meetings when planning in his field is done. 

111.10 Host Countr,y Arrangements - Local Planning Committee 

As soon as a government has agreed to act as host to a meeting, they 

should be requested to organize a local planning committee with technical and 

administrative membership. The functions of this committee are to make local 

arrangements for the meeting such as: meeting place, housing accommodations, 

clerical, transportation, service and administrative personnel, etc. It should 

be made clear to the government and the local planning committee at the outset 

that they will have no responsibility for the technical aspects of the meeting, 

like: staff selection, the programme of the meeting, the preparation of work

ing papers, etc. 

On the basis of plst experience conSiderable misunderstanding can be 

avoided by drawing up a working document. setting forth the specific responsi

bilities and commitments of the host countr,y and WPRO for the meeting. (A 

sample for such a document is given in Appendix E). 

In instances where the meeting is held at WffiO there will be no need 

for a local planning committee as the Regional Office facilities will be 

available and the local arrangements will be taken care of by the WPRO 

planning committee. 

I I 
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111.11 Study Tours and Field Trips 

The success of a study tour depends in no small measure on precise 

scheduling and the accurate understanding b.Y the government and the personnel 

at tre places to be visited, of the purposes to be achieved. For this reason, 

careful plans must be made in each country included in the tour, with WPRO 

giving close attention to co-ordination and detailed arrangements. It is thus 

important that the operational officer visit each country and each point of 

visitation. The SaJOO procedure also applies to field trips arranged b.Y the 

host country in connection with other types of meetings. 

For whatever type of meeting field trips are arranged, it cannot be 

too strongly stressed that the purpose is not one of recreation but for the 

participants to observe normal activities in progress, rather than to pass 

through offices, laboratories and unoccupied roams. Also participants should 

be divided into small enough groups so that activities can be seen naturally. 

Staged activities are of little value and participants should be prepared for 

each visit, preferably by a representative from the location. There should 

also be an opportunity at the end of each visit to a location to raise questions 

with the local personnel about the things seen. 

III.l2 PartiCipants 

The important objective regarding participants, which is often 

difficult to fully attain is that trey be persons who are interested in the 

subject and can benefit from the ooeting. Further, while the level at which 

they operate is not always of great importance, they should be inclined to and 

be in a position to produce an impact on some area of their country's health 

activities after the meeting. The selection of participants thus becomes a 

key factor in tl'E success of a meeting. 

It will be necessary to decide which countries should be invited to 
send participants as well as to decide how many persons should came from each 

country. Such decisions must depend upon the purposes of the meeting. For 

example: if the aim is to facilitate communication between disciplines, as is 

frequently the case, it may be advisable to form a team within countries who 

can work together before the meeting and possibly co-ordinate their efforts 

following the meeting. 

.. 
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In the case of conferences and seminars it is the practice to invite 

pirticipants 'through the governments of the participating countrie s. The main 

value in such a procedure lies in the fact that there is more likelihood of 

encouragement and support in the future activities of the participants if th:ly 

are selected with future action in mind. 

It is also advisable to delineate the kinds of persons required for the 

meeting and even consultation with the national health services about selection 

prior to th:l government's decision may be advisable in certain situations. 

Also, it is important that WPRO exercise the right to select participants fran 

among the applications received from governments as well as to invite individuals 

in addition to government nominees. The latter are referred to as "resource -

participants II. Such partiCipants are known to be able to make an UInlsual 

contribution to a particular meeting and are thus invited by WPRO as resource 

members. For programme and budget purposes this type of partiCipant falls 

into the regular partiCipant categor,y. 

Recognizing the advantages to the host country of having a greater 

number of IBrticipants than other countries, caution II1Ust be exercised that 

the number allCMed is such that they do not dominate the meeting. As a working 

principle the host country participants should not exceed one-fifth (1/5) the 

total number. This also applies when the meeting is held at WPBO. 

Where meetings are II1Ulti-disciplinar,y, care II1USt be exercised to see 

that there is a balance in the meeting among the disciplines represented. This 

can be aChieved by requesting governments to submit more than the number of 

candidates that can be accepted with the provision that WPRO will select on the 

basiS of maintaining this balance. 

For advisor,y and study groups a better selection can often be made by Ii 

WIRO because the partiCipants are invited individual],y and usually on the 

basis of personal knowledge. 

III.13 Preparation of PartiCipants 

Following the sending of the official letters of award to partiCipants 

they can be contacted personal],y by the WIRO on matters pertaining to the 

meeting. The main goals to be achieved in the preparation of participants is 

, 
I I 

I I 
I I 
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that they be perfectly clear as to wl'\v they are attending the meeting, what they 

will do and what they hope to gain. It is also important that the participants 

core to feel that they are a part of too meeting in that the reeting will be 

designed to JOOet their main needs and interests. While this attitude should 

prevail at the meeting itself, it can often times be developed to quite an extent 

before the participants leave their own country. Also another aim should be to 

achieve an integration of the goals of the meeting as envisioned by the organizers 

and by each participant for, as mentioned above, the goals and expectations of 

the participants soretimes differ from those of the organizers. 

There are many ways to involve partiCipants in the planning of the 

reeting and to bring about this integration of goals which include communica-

tions and documents from the operational officer and staff members and contacts 

made with participante in their own country before the meeting by area represen

tatives and field personnel, consultants and other staff. In those countries 

where there is sufficient interest, national reetings may be held prior to the 

main meeting to obtain a clearer idea of local problems. The participants 

would of course figure in such meetings. At least the participants should be 

requested, if possible, to meet together before going to the meeting for further 

, 

clarification of their purposes and the objectives and procedures of the meeting. ~ 

The completion of interest inventory questionnaires by individual participants 

before the meeting is a useful means of learning more about their specific types 

of work, their problems in the field of the meeting, what they hope to learn 

and accomplish as a result of the meeting. It goes without saying that partici

pants should receive, as early as possible, infonnation about the nature and 

organization of and the procedures for the meeting with suggestions as to how 

to prepare themselves for the re eting. Supporting documents like working papers 

and other pertinent reference materials should also be sent far in advance as 

possible. 

In the initial correspondence with governments and participants about 

the meeting, it should be stressed that partiCipants do not attend as represen

tatives of the government, but as individuals selected because of their 

qualifications and ability to contribute to the exchange of iceas and 

information • 

• 
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111.14 Prelimina;y Documentation 

In addition to a somewhat detailed explanation: of the meeting itself 

(see Section 3 above - Preparation of the General Plan) participants should 

receive information about the general conditions of the meeting location, 

and the personal arrangements which should be made for attending the meeting. 

Technical documents should include working papers, lectures and other 

materials prepared specifically in terms of the aims of the meeting as, well as 

the content to be considered. Also pertinent supplementary materials can also 

be forwarded ahead of the meeting along with reading lists or bibliographieS. 

Consultants are usually requested to prepare materials which have a direct 

bearing on the subject matter of too lIEeting. However competent individuals 

1n the Region or outside, though not necessarily connected with the meeting, 

can frequently be asked to contribute to the preliminary dOCUllEntation. Certain 

partiCipants themselves are frequently invited to prepare working papers. The 

operational officer usually prepares too non-technical information documentation 

which is released b.r WPRO at appropriate tillEs b.r means of a series of bulletins. 

(A sample of such bulletins is given in Appendix K). 

All technical documentation should be sent to partiCipants and staff 

far enough in advance to allow for adequate study and in the case of meetings 

where more than ore language is used, allowances should be made for the time 

required for translation so that they can be released at the same time. 

Some meetings, usually those of the conferences and seminar type, may 

require a fairly extensive reference library. It is advisable that the 

• selection of reference books and other materials be made in consultation with 

I 
I ~ 

the consultants, as the library establiShed at the meeting in addition to being 

useful to the participants may often aid the staff in the preparation of talks 

and discussions. 

For study tours the partiCipants will find it helpful to receive in 

advance information about the general conditions in the countries to be 

visited, as well as particulars about the health activities to be seen. 

I I 
I I 

I I 

i i 
I I 
I I 
i i 
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111.15 Enlisting Count;r Interest 
If the meeting is to produce a significant impact upon countries, the 

participants IlIUSt have the understanding an::!. support of their national health 

service. Although Jreetings presumabl8 grow out of the expressed needs of the 

countries in the Region, not all countries have the same interest in a parti

cular meeting. It becomes necessary, therefore, for the organizers of a meeting 

to consider every feasible means or stilllUlating interest, net only in the 

meeting itseli' but in its possible outcomes. As was mentioned previously the 

selection of partiCipants by the national govert'll\l:lnts, the holding of national 

conferences for the identification and clarification of problems and the visits 

by the consultants prior to the meeting are proven ways of accomplishing this 

goal. The area representatives and WHO field personnel can also assist in this 

task in those countries where they are stationed. It can be said that the 

different means presently employed to generate interest among countries in 

speci£ic inter-country meetings f~s short of exhausting the possibilities 

so that there are numerous additional creative means which can and should be 

devised. This will nevertheless require time and patient effort on the part 

of WffiO because inter-country lIEetings are seldom spectacular an::!. the results 

are not immediately apparent being of a seed-sowing type. 

III.16 Planning with Collaborating Agencies 

Because or WHO's co-ordinating and leadership role in international 

health and because health is so intimately inter-related with the other 

aspects of social an::!. economic developments, collaboration with other 

interested, related United Nations, specialized, bilateral and non-government 

international organizations should be encouraged and sought. 

The preparation and conduct of an inter-country meeting is a long, 

complex process requiring careful planning, delicate negotiations and soun::!. 

administration. When WPRO collaborates with other agencies, all these 

processes are compounded in difficult,y and this should be recognized at the 

outset. Even as there are almost always differences between the goals of the 

WPRO and the partiCipants at regular inter-country Jreetings, so there are 

similar and even more marked differences among collaborating agencies. It must 

also be remembered that each agency has its own rules, regulations am procedures 

which pl'6sent numerous organizational difficulties. In such situations WPRO 

.. 
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becomes a participating member in the planning and organization of an inter

country meeting and cannot expect its procedures and rules for such activities. 

to take precedence but must accept adjustments ani comprcmises. In such 

assooiations it is important to maintain a spirit of co-operation otherwise 

antagonisms ani difficulties may develop which can seriously damage the success 

of tre meeting ani make future relationships difficult, if not impossible. 

It is essential that representatives of the collaborating agencies 

meet as early as possible following the decision to hold the meeting to agree 

on the organizational and administrative procedures and their respective 

contributions an::l. responsibilities. Also at this t:iJne or as soon after as 

poSSible, a working document should be drawn-up delineating the respective 

spheres (l)f responsibility and commitments. Such a detailed document will save 

considerable contusion and misunderstanding as the planning progresses especially • 

when the other sponsoring agencies are at some distance from WIRO. (A sample 

of this type of document is given in Appendix F). In addition it is important 

to prepare a general plan for the meeting similar to that mentioned in Section 

III.3. 

In so far as possible, tre principles of planning given in this manual 

should be followed when collaborating with other agenCies for an inter-country 

meeting. 

III.17 Observers 

It :is customary to invite those United Nations, fljecialized, bilateral , 

and other international and non-government agenCies, who it is estimated would 

be interested in sending observers to a \oiIRO inter-countr,r meeting. Such a 

practice is estimated to promote understanding and a spirit of co-operation 

among such agencies. Observers of this type are expected to be sent at the 

expense of their own agency and to remain throughout the meeting. 

In conferences and seminars it is the usual practice to involve the 

observers in the meeting, treating them like partiCipants and inviting them 

to take full part in all discussions. This means they should receive the :f'ul.l 

documentation which is sent to partiCipants and staff prior to the meeting • 
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It frequemtly happens that the host coontry requests certain of its 

nationals to be permitted to attend as observers. This should be discouraged 

especially when the host country participants outnumber those from other 

individual countries. This also applies when tho meeting is held at WPRO. 

Th3 only exception to this might be in the case of small study groups where 

the entire meeting is conducted with the full membership present; in which 

case arrangerents might be made for a limited number of non-participating local ~ 

observers to attend. 

III.18 Final Report 

For conferences and seminars, the main purpose of the final report is 

for it to be of use to the participants. While it should be an accurate record 

of the reeting its value should not be over-est:ilnated in terms of the changes 

it will or can produce in countries. Th3 impact which a meeting has on the 

participants and the processes they undergo while attending a meeting really 

determines what the participants will be able to do as a result of the meeting. 

Thus the published report. of thl1neeting becomes a useful reference and guide 

for th3 participants and should not be over elaborate. 

The situation is somewhat different with reports of study groups(l) 

where the aim is to produce technical information, findings, or recommendations 

for use by countries or the WPID. In such cases the final report must be as 

carefully and as expertly dore as possible. 

In general written or published material arising from a meeting should 

include a) a descriptive report of the proceedings; b) an evaluation report 

on the techniques am structure of the meeting in relation to its aims; c) a 

digest of the technical material involving statements of problems, suggestions 

for their solution, results of discussions, decisions, group reports, etc. 

It is customary for the director or a consultant to prepare the final 

report, in which case his appointment should extend one or more weeks after 

the neeting so that the report can be promptly completed and released. If the 

director is not familiar with the technical aspects of the meeting h3 will need 

to rely on the help of the consultants and th3 operational officer. Th3 

mechanics Of. preparing the report are varied and th3re is no known best 

(l)See footnote on page 4. 

.. 
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roothod. It is. sometimes the :practice to prepare the report while the meeting 

is in progress. Another roothod is to wait until the meeting is over and have 

the staff agree on its content and structure and then divide the writing among 

'them (or a part. of 'them) with the final editing dona by one or two members 

of this group. A modification of this roothod is for the director or one person 

to undertake the writing after it has been discussed by the staff as a whole. 

It may be advisable for the staff to discuss the nature of too report while the 

rooeting is in prcgress or even during the planning session before the meeting 

start.s. Whatever arrangement is made the procedure should be established and 

made known to the staff before the meeting starts. 

Much of the usefulness of any report is lost if its production is 

delayed beyond three months. Before it is released to partiCipants and 

countries the reports of all meetings must have the approval of the Regional 

Director. 

111.19 Evaluation 

Too evaluation of an inter-country meeting is of a great value and 

planning for this phase of the meeting cannot be started too soon. Remembering 

that eValuation is a continuing process ani that it should be done in terms of ' 

the established goals of the rooeting, there are a number of steps in this 

process, SCHOO aspects of which do not lend themselves to altogether satisfactory 

results because of the limitations of certain presently lalown methods. 

Aside from the appraisal of previous lIEetings in the same subject field, 

evaluation actually starts during the meeting with the assessment of the 

procedures ani techniques being used as well as of the effectiveness of the 

content material. Appraisal at this stage may reveal subSidiary and additional 

aims which have emerged during the course of the meeting and as a result 

adjustments can be made immediately. In the case of meetings which run for 

three weeks or more such an evaluation can be made more than once. 

The next step comes at the end of the meeting ani should include not 

only the educati onal, administrative and operational methods and procedures 

used but the degree and extent. of knowledge acquired by and the changes am 

attitudes produced among the partiCipants. While the mechanical and operational 
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aspects can be quite reliably evaluated, the knowledge and attit~des are more 

difficult to assess with accuracy. Although an end-of-meeting 

questionnaire(l) covering the above points Should be deVised and used, 

it should be remembered that this means will not suffice by itself. There 

are Iral\V' reasons why questionnaires cannot be relied on as the main evaluative 

means. Foremost among these are that: evaluation cannot be done by a siIl;le 

method; the design of reliable questionnaires in the social science field, 

especially whGre intangibles like changes in attitudes are involved; is a 

specialized technique and suitably qualified people are not usually 

available, and; the interpretation of such questionnaires requires expert 

skill. These factors should not deter the preparation and use of question

naires by the organizers of meetings, but their value under these conditions 

should not be overestimated. 

No small measure of the success of the end-of-meeting evaluation 

will depend on the perceptions of the staff, gaimd by careful observations 

during the meeting and through individual discussions with the participants. 

This is why it is important for the staff to meet frequently during, as well 

as at the end of the meeting to exchange ideas and record findings of the 

reactions of the participants to all aspects of the meeting. Such discussions 

should include more than the content of the meeting extending into an est:iJna.te 

of the progress bemg made in individual participant thinking. 

The third step in the evaluation of a rooeting is that which follows 

the meeting and combines the use of participant reports and post-meeting 

questionnaires and follow-up contacts made by WPRO, area representatives and 

field personnel. Again, questionnaires yiGld limited results although IDalW 

t:iloos this may be the o~ feasible means of post-meeting evaluation. 

Discussions with partiCipants and observations of their work by the operational 

officer or other WHO personnel at one arx:l. two~ear intervals after the meeting 

in conjunction with questionnaires is the ideal means of eValuation at this 

stage. Anw method of long-term evaluation should be concerned with action 

taken and changes introduced by the partiCipants as a result of the meeting 

and in terms of its goals. 

(1) 
See Appendix G for sample questionnaire. 

.. 
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The operational officer is the person responsible for initiating and 

co-ordina'j;ing the evaluation of the meeting throughout all the stages just 

indicated. 

IV GUIDING PRINCIPLES FOR THE CONDUCT OF MEETINGS 

It is hardly possible and perhaps undesirable to lay down too detailed 

methods and procedures far the conduct of a meetill':. The general purposes of a 

particuJ.ar meetill': Imlst of course always be taken into account and beyond the 

basic idealogy for the conduct of WPRO meetings, the staff should be relied 

upon to work out the details. 

While this whole subject involves technical considerations on which 

there may not be universal agreement the following concepts are given to guide 

the concJ.v.ct of WH!.O inter-country meetings: 

IV.J. General Principles 

The main objective of the meeting procedure is to encourage the greatest 

amount of partiCipation on the part of the individual members. This is based 

on the assumption that maximum learning takes place when the learner is in an 

active rather than a passive role~l) 

(l)When the learner is placed in a small group for the purpose of stuqying a 
problem of his choice, he is required by the setting to do something and the 
responsibility has been shifted from the teacher-learner to the learner. He 
comes to realize that it is his learning that is at stake, and that if he 
does not do arvthiq;;, nothing will happen. Thus beiI¥? cast into a situation 
where he ImlSt do something about his own problems and interest, he comes into 
an experieree and is thereby modified by it. It is pretty generally agreed 
that no teachi~ or lear~ has aIW significance unless the learner at some 
time behaves or acts differently than he would have had he not undergone the 
eJq:erience and the modification. 

It is not to be contended that when ore listens to a lecture, for example, 
he is not doing arvthir.g. As long as he really listens, he is having a 1ew
order experience. It is low-order because a very small part of the total 
person is involved and since no responsibility for what is going on is 
assumed, it is too easy for the learner to stop listening without al\'fone 
knowing the difference. Listening is also rendered ineffective by the fact 
that a lecturer has no way of knowing whether his words have meaning for a~ 
particuJ.ar learner. 

Switc~ the role of too learner from the passive listening one to an active 
doing one is a major but important operation. The new active role is not 
always entered into happily. Some people come to meetings determined that 
someone else shall carry the ball. They are the ones who say that they get 
the most out of a good lecture by someone who really knows something. As a 
rule those who insist the switch in roles come to enjoy the active one. 
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In such a situation, efforts must be made through specific techniques 

and by the attitudes .axxi behaviour of the seminar staff am. other leaders to 

create a permissive atmosphere where those particularly vocal and knowledge

able people do not monopolize the diSCUSSions and where the reticent or those 

with Jess knowledge are encouraged to express their ideas. Not only must the 

latter group be stimulated to participate but also their efforts need to be 

supported an:!. respected. Experience has shown that if such an atmosphere is 

created from the beginning of the meeting, confidence and personal satisfaction 

will increase as the meeting progresses. It is important therefore that the 

meeting revolve around group diSCUSSions, with the staff and consultants 

taking responsibility not only for the technical guidance of these discussions 

but also that they play a prominent role in assisting the discussion groups 

to maintain a balance of participation and in the development of group 

cohesiveness. Otherwise, if a few people, either p1=rticipants or staff, have 

too much to say, those less confident members will speak less and Je ss and 

gradually withdraw until the discussions remain in the hands of a few. Such 

a situation is not conducive to the most effective learning, it is certainly 

not in too best interest of the partiCipants and the discussions are apt to 

slow down or stop when the vocal and dominating people have had their say. 

This should not happen for certainly it can be assumed that aJV topic on a 

meeti. ng programme lends itself to far more discussion than the meeting time 

allOiS. 

Because marv members attending a meeting may not be used to group 

methods or at first not believe that their partiCipation is deSired, the 

attitudes and behaviour of the staff during the opening days of the meeting 

will be critical. Thus informality and permiSsiveness should be encouraged 

am practised by the staff and group leaders. This means that if this. approach 

is to be used, special training sessions will need to be set up and the staff 

will need to meet frequently to appraise the }rogress in this area and devise 

ways of overcoming problems which are sure to be encountered. 

It should be emphasized that one of the most important purposes of 

a meeting is that the members be introduced to new ideas. In addition to 

accepting these new ideas, the members will also need to be helped to see how 

this knowledge could be applied to their own particular country situations if 

.. 
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aDf resulting action is expected. These situations present their own unique 

conditions and problems which the members know best. Time mus.t therefore be 

allowed for the discussion of application and in certain circumstances members 

can learn as much from each other as from the staff and consultants. In this 

regard, it is suggested that sufficient time be given for group discussions 

even at the sacrifice of certain programme topiCS. Unlike expert committees 

and regional committee meetings, the deliberations of most inter-country 

meetings are aimed at introducing new ideas and getting members to change some 

of their basic ideas about their present approach to the problems in their 

particular countries. It is firmly believed that this assimilation of new 

knowledge and the changes in attitudes can best be accomplished through group 

discussion methods. This does not mean that there is not a place for lectures 

and other information-giving techniques. Such methods in fact are favoured but 

they should not constitute the only or main focus of the meeting. 

IV .2 Structure of the Meeting 

The general lines of the structure of a meeting should be determined 

before it starts. It will be the responsibility of the WffiO planning committee 

in consonance with the operational officer ta detenni.ne as early as possible the 

general design for the meeting's conduct based on the concepts laid down in this 

guide. For instance, consideration should be given to a balance between 

didactic presentntion and group discussion, what groups and committees will 

be established and how they will be selected, what leadership training 

procedures will be used, to what extent the participants will assist with the 

coniuct of the meeting itself, etc. 

As ear~ as possible the design of the meeting should be conveyed to 

the consultants and staff and the selections of these pl ople should in part 

be based on their ability ani willingness to accept its framework and 

methodology. By this it is not mean that a detailed pattern for the meeting 

would be imposed on the staff but rather that the guiding principles as laid 

down be carried out in whatever creative, imaginative and resourcef'ul wa:ys 

the staff ma:y devise and agree upon. 

The following guiding prinCiples are suggested for structuring a 

meeting: 



- 24 -

1. The main work of the meeting will be done in permanently constituted 

groups (whenever the meeting has more than fifteen members) each 

having one or more staff members, a discussion leader and a 

rapporteur selected by the group members and preferably not staff 

members. 

2. Have as few members as possible from a country in aqyone group and 

avoid placing country members of different status together in the 

SaIlll group. 

3. Usually groups should be made as multi-disciplinary and heterogeneous 

as possible. 

4. The grrups should have the same roombership throughout the meeting. 

This does not preclude the formation of other working groups as 

considered necessary, but the original groups should stay together 

to develop a maximum degree of cohesiveness and productivity. staff 

members may be rotated, but not too frequently except for short 

periods of tiroo when their knowledge or specialized skills are 

utilized. 

5. Plenary sessions involving the entire membership of the meeting 

should be held at pre-determined times for such purposes as : 

1) to introduce agenda or programme topics for discussion or stuqyj 

2) to present pertinent knowledge and information; 3) to present, 

discuss and s,rnthesize findings of the discussion groups; and 

4) to orient the members to naw phases of the meeting. 

The responsibility for the conduct of each plenary session will 

need to be designated in advance so that proper preparations can be 

made. Such responsibility may be given to the course director, 

a staff member or a participant. In the early stages of the rooeting 

before the abilities of the partiCipants are fully known it may be 

necessary for staff members to assume this responsibility but as the 

meeting progresses partiCipants will be found who can share or under

take this task. ~e important thing is that plenary session leaders 

or chairmen should be selected on the basis of their ability to 

handle such sitUations and for this reason would not be the same 

}:Erson each tiIOO. As much as possible plenary sessions should 

utilize different methods of presentation to provide variety which 

increases interest and to give members added opportunities for active 
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participation in the rooeting. If this line of thinking is followed 

it thus becomes unnecessary to have permanent meeting chairman. 

Too much stress cannot be placed on the importance of careful planning 

and preparation for each plenary session especially where panel 

}resentation, role playing or similar techniques are employed. It 

is a good idea to set-up a schedule for ~ plenary seSSions, with 

the responsible person or persons indicated, as far in advance as 

possible so that out-of-session preparatiOns can proceed. 

6. In many cases special interests develop during the rooeting which 

either fall outside the planned programme or are not antiCipated. 

Special interest groups based on participant choice may need to be 

organized. Such groups may meet one or perhaps more times, if 

mcessary. Arrangements Should always be made for such groups to 

present their deliberations or findings to the entire rooeting 

membership. 

IV.3 Staff Planning 

The importance of having the entire staff meet together for a number 

of d~s immediately preceding the meeting has already been pOinted out. 

Besides agreeing on the rooeting objectives, policies and procedures and 

finalizing the agenda or meeting programme, it is vital that the staff 

establish themselves as a group in order to develop common attitudes toward 

and assume specific responsibilities for establishing a prevailing permissive 

and informal atmosphere throughout the meeting. While all staff IOOmbers will 

share in the technical guidance of the rooeting it will be necessary to 

determine their specific assignments during this planning period. In addition 

to the diSCUSSion group assignments the responsibility for the organization 

and conduct of plenary sessions will have to be worked out for at least the 

first week and in some cases for the entire rooeting. Also staff responsibili., 

ties for other activities such as documentation, recreation and enterta1nlOOnt, 

field trips, special interest groups, leadership training, evaluation, final 

report, etc., will need to be agreed upon. Usually during this period it is 

customaty to set-up the study (discussion) groups and decide on the specific 

methods for their operation such as reporting procedures, lfladership 

pattern, etc. 
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It should be pointed out that the director (if there is one) 

functions as too leader during this period. It is his responsibility to 

have in mind the tasks and decisions which. must be made and to guide the 

staff in reaching consensus in these matters. In no case is the director to 

impose his ideas on the staff membership or to be expected to mastennind ail 

the methods and procedures. 

The main function of the operational officer during this period is to 

assist the director and staff ani keEp them informed as to the guiding princi

ples which have been laid down for WPRD meetings. In so far as possible the 

operational officer also takes responsibili~ for as ma~ of the administrative 

aspects as possible, leaving the director and staff free to concentrate on the 

technical part of the meeting. The operational officer becomes in effect the 

liaison person between the technical staff and the administrative secretariat 

and host country committee. During this planning period the operational 

officer 'should also initiate regular meetings with the administrative 

secretariat, host country representatives, press and other external groups 

and indiViduals. 

It is customary for the staff to continue meeting regularly through

out the meeting to assess its progress. It is important that all staff 

constantly observe the reactions of individual participants and engage in 

individual conversations with them as much as possible and to share this 

information with other staff. In this way participants with special knowledge 

and skills may be discovered as well as finding those with personal problems; 

so that steps can be taken to better utilize these resources and assist those 

with difficulties. 

IV.4 Chairman 

Based on the reasons given in Section IV.2 on page 23 it is 

considered unnecessary to have a meeting chairman. Unlike the regional 

committee meetings and other formal WHO and UN meetings where the participants 

represent the:ir countries, all inter-country lOOetings are technical in nature 

so that IOOmbers are selected for their technical competence and atterxl as 

individuals not as representatives of their countries. Because of thiS, it 

is not necessary to consider protocol and formalities connected with such 
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meetings. In fact deliberate efforts should be made to draw attention away 

from status and nationalitf during inter-country meetings, both among the 

participants and staff because such meetings are mainly for the exchange of 

ideas, the sharing of information and techniques and international under

standing. 

IV .5 Admission to SeSSions 

In instances where meetings start with an "opening ceremo:ru", it ml:\V 

be regarded as a public affair and so arranged. Normally attendance at the 

remainder of the meeting should be confined to those· immediately concerned 

such as staff, participants, administrative secretariat, etc. It is customary 

to treat official observers like participants except in the case of study 

groups where they do not take part. In cases where formal lectures are 

presented at the meeting it might be arranged to invite outside interested 

people. Since the presence of external persons invariably tends to inhibit 

am modify discussions they should be excluded. This also includes members 

of the press, radio and TV • 

IV .6 Programming and Scheduling 

The time when a detailed programme or agenda for a meeting is drawn 

up or whether this is done at all depends mainly on the type of meeting am 
has been dealt with previously (III.4, page 6). In arty case the programme 

usually reaches its final form during the staff planning period. 

There are numerous methods for getting across information and ideas 

at a meeting which may consist of the following or the combination of the 

following: lectures, talks, panel and role playing presentations, motion 

pictures or slides, summaries of research findings, demonstrations, field 

viSits, forums, debates, buzz groups, exhibits and group interviews. The 

selection of arty particular method should be determined by its relevance to 

the topic under conSideration and the active involvement of the participants. 

In this regard the reading of papers or docmoontation which have previously 

been made available to participants is considered to be an unwise use of time. 

Such papers are assumed to have been prepared as reference materials and should 

be treated as such. It will not be expected that aqr consultant or staff 

member could know in advance the specific problems and needs of a group of 

participants well enough to prepare a document which would meet precisely these 
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needs and interests. Of course, there is no reason why certain views and 

ideas expressed in working or background papers cannot be queried, referred to 

or discussed at pertinent time during the meeting. In some cases it may be 

expedient to have selected individuals summarize certain of these papers. 

However if the meeting is to be kept dramatic and directed at the developing 

interests of the participants, it would be necessary to avoid as much as 

possible the presentation of prepared material of any nature. This same 

concept applies also to lectures prepared in advance. The technical knowledge 

of the staff should be relied upon as much as possible and information should 

be presented within the setting of the meeting. With the exception of WHO 

study groups and the like where expert knowledge is being brought to bear on 

specific technical problems, the main contribution of information is to support 

changes in the ideas and attitudes of the participants and as such should be 

pertinent to the ideas and information levelS found among the partiCipants 

during the meeting. 

Security ani a feeling of direction and purpose on the part of the 

participants will be aided if daily and weekly, and in some cases entire meeting 

schedules are prepared in advance. It should be made clear to all members 

that such schedules are subject to modification. In addition to schedules for 

partiCipants it will be helpful to prepare schedules of the staff commitments 

and responsibilities as well as schedules for the administrative secretariat. 

IV.7 Involvement of Participants 

ConSideration should be given to establishing early in the meeting a 

planning or steering committee comprised of partiCipants (usually selected from 

the discussion groups) t~ director and selected staff. This group should meet 

frequently throughout the meeting to appraise progress, plan adjustments in the 

programme an:!. schedule and attend to other general aspects of the meeting. If 

the meeting lasts longer than ten days, the composition of this group with the 

exception of the director might be changed to give other participants and 

staff an opportunity to take part in this operation. 

Numerous other opportuni tie s Cal. be found to involve the participants 

in the various phases of the meeting thus increasing their confidence that 

the meeting belongs to them. This is why it is desirable that discussion and 
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special interest group leaders and rapporteurs should be part.icipants, and for 

plenary sessions to have the widest pcssible participation among the members, 

even to the encouragement of those participants with special ability and 

interest to act as plenary session leaders or chairmen. Whenever possible, 

drafting, editing, evaluation, recreation and other committees should have 

participant and staff membership. 

IV.8 Leadership Training 
Because participants as well as some staff are frequently unfamiliar 

with group work methods, consideration should be given to providing such train

ing before and during the meeting. Too extent of such training will depend 

on the resources and interest of the staff. 

Plenary sessions can be organized where participants are given 

experiences in identifYing h~ groups work and the behaviour which make groups 

productive and unsatisfactory. Staff members as they work in their various 

discussion groups can e~courage and assist members in diagnosing their 

problems of working together and in formulating procedures to solve such 

problems. Also at appropriate times the group leaders and rapporteurs can 

be called together to discuss P' oblems of group interaction and deCide how 

best to handle such problems. At such meetings the progress of groups on the 

subject matter should also be dealt with. Discussion grrups should be 

encouraged to change their leaders and rapporteurs from time to time but not 

too frequently, preferably with each naw topic or main subject. 

It will be useful to emplqy periodic evaluation procedures for group 

meetings and plenary sessions to determine the degree of progress and satis

faction, during the meeting. Samples of such evaluation instruments are given 

in Appendix H. 

IV.9 Interpretation 

French-English and English-French interpretation will generally be 

available at all meetings unless it is indicated beforehand to governments 

that either language will be used exclusively. Frequently discussion groups 
I 

if properly selected will be able to function effectively in one of the working. 

languages though it may be nacessary to provide interpretation for these groups. 
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This may be done either through professional interpreters or through the 

language resources available among the participants. Because the number 

of French-speaking participants is usually small at meetings in this 

region, it m~ be possible to arrange for countries to send a qualified 

interpreter for whispering interpretation in small groups and on field 

trips, with his per diem and travel provided from the meeting allotment. 

Where the two official languages are used, all documentation 

produced during the rooeting will naturally be of dual nature ani because 

of the mechanical difficulties involved in the simultaneous release of 

group reports and other docuroontation it may be recessary to start new 
topics before the preceding one has been reported and discussed at a general 

session. 

In all cases it is important to brief interpreters beforehand and 

it is preferable to include them in the planning procedures well before 

the meeting. 

IV.IO Public Information 

The functions of public information are to arouse interest in ani 

spread knowledge about the meeting among the general public and to make 

known the activities of the Organization to partiCipants and the public. 

Another important contribution of public information is the prevention of 

misrepresentation of the meeting and the avoidance of undue external 

interference with the rooeting. 

The importance of this aspect, the location of the meeting, the 

local language, the attitude of the local arrangements committee, and 

their abilit,y to deal with press, radio and other means of publicity as 

well as the news value of the meeting itself, should be considered when 

deciding the amount of attention to be given to public information. 

.. 
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Advance press releases are generally desirable with a follow-up 

on the substan::e of the meeting. During the meeting, press releases 
, . 

should be prepared for local and international distribution and all sueD 

releases 1.a checked by competent technical persons, usualJ.y the 

operational officer and the director. B.1 granting interviews 

partiCipants can sometimes greatJ.y contribute to the interest aroused 

in the meeting. 

Journalists are admitted at the opening ceremony only and 

perhaps at the clOSing ceremony if such is held. Their presence should 

be taken account by the speakers. If there is sufficient interest, a 

preSs conference or conferences can be arranged. It is well to have a 

competent national participant to take part with a WPRO representative 

and selected staff members at such conferences. 

IV.ll Back-home Planning 

Since an important purpose of most meetings is to encourage and 

stimulate application of things learned and action in countries following 

the meeting it is desirable to give the participants an opportunity to 

consider an discuss this matter toward the end of the meeting when their 

attitudes and ideas may have been altered and new information assimilated. 

There are many ways to do this which range from informal talks between 

staff members and individual partiCipants to the preparation of individual 

written plans for action which after being discussed with other partici

pants can be presented to the entire membership. In all cases it should 

be made clear to participants that they are not committing themselves 

specific action following the meeting as they are but individuals in 

their governments and action is subject to administrative, financial 

and personnel exigencies. Whatever means are used the staff must make 

definite plans for this phase of the meeting rather than to leave it to 

chance. 
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V. ADMINISTRATIVE PLANNING AND ORGANIZATION 

This section is identical(l)with the WPRO Handbook Circular No.30 

covering inter-countr.y meetings. 

10 

20 

30 

This section outlines the administrative procedures connected 

with inter-country meetings. 

EARIX PLANNINJ (takes place up to three 
years before a meeting) 

PHAs, RAs and ARs are asked to submit 

proposals and a broad outline for inter

country programmes in accordance with Annex 

1. A selection is then made by the DHS and 

mAs and the proposals submitted to the RD 

for approval. 

The inter-countr.y projects approved by 

the RD are listed in the letters sent to 

governments on the proposed programme and 

budget am. a short explanatory text is given 

for each project. At the same time, govern

ments are asked to express interest in: (a) 

participation, (b) acting as host, (c) aqy 

other inter-country project which they would 

like to see organized. A~ proposals 

received from governments are immediately 

notified to all governments in the Region. 

Target date/responsible 
officer 

August (1958)(2) 
(PHAs, RAs, ARB) 

November (1958) 

(DHS & mAs) 

(l)Annex 4 of this Ee has been omitted because it is the same 
as Appendix K of this Guide. 

(2)Assuming that the inter-country meeting will be held in 1961. 
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The DHS determines the operational 

officers and establishes a WPRO P.lanning 

Committee for each of the selected inter

country projects. If the subject does not 

fall within the special fields of the 

regional advisers, a FHA is assigned as 

operational officer. The WPRO Planning 

CommitteE will consist of the op0rational 

officer (convenor), the PHAs, the E&T and 

HEP A1visers anl the A&F and PIO. other 

staff members m;;ry be co-opted and the DHS 

is an ex-officio member. Copies of the 

minutes of the meetings of these committees 

are sent to RD, DHS and appropriate AR. 
No action is taken on aqy recommendations 

made b.Y the committee until approved by 

the RD. 

The operational officer in collaboration 

with his WPRO Planning Committee prepares 

a more detailed plan covering the type of 

meeting, scope" objectives, leadership 

required, suggested dates, length of meeting, 

languages, suggested location, supplies and 

equipment, government responsibilities (if 

necessary) ani, if held at regional head

quarters, staff required. Annex 2 gives 

suggestions for government responsibilities. 

Project justification and work sheets 

are prepared in accordance with HC Rev. 3. 

The detailed plan is considered b.Y the 

Programme Committee consisting of the DHS, 

Target date/responsible 
officer 

January (1959) 
(DHS) 

Februar,y/March (1959) 
(Operational Officer) 

March (1959) 
(Operational Officer) 

March (1959) 
(Programme Committee) 
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Target date/responsible 
officer 

mAs and A&F Officer; firm dates are 

established for each meeting, taking 

into consideration the views of the 

operational officers, the workload of 

the office, translation and interpre

tation required. The final decision 

of the Programme Committee is submitted 

to the RD for approval. 

As soon as the above is approved 

by the RD the following action is taken: 

80.1 A cop,y of the draft plan is sent 

to HQ and the ARB for information 

am comment. 

80.2 If no country has expressed interest 

in acting as host, and tilElre is some 

particular reason why the II13eting 

should be held outside of regional 

headquarters, the operational officer 

and the AR concerned explore the 

possibilit,y of a particular country 

acting as host. At the same time, the 

ARB may be requested to suggest the 

names of partiCipants, consultants 

and resource persons from their 

respective areas. 

80.3 Copies of the draft plan are sent to the 

United Nations or any specialized agency, 

if it is felt that a joint project would 

be useful, and comments are requested. 

April (1959) 

(Operational Officer) 

90 The project is further discussed during the April (1959) 

meeting of the ARB late April. (Operational Officer) 

.. 

• 

.. 

• 
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Revision of the draft plan including 

the objectives on the basis of comments 

received from HQ, ARB and other agencies. 

Copies of the revised plan are then 

despatched as follows: 

110.1 to the host government with request 

for comments; 

110.2 to the ARs with, if necessary, a 

specific request to the AR con

cerned to discuss the proposal 

with the host government; on his 

return from such a visit the AR 

sends a full report to the 

operational officer; 

110.3 to Headquarters; 

110.4 to aqy co-operating agenqy. 

Governments and appropriate WPRO 

field staff are informed about the plans 

for the meeting. 

ADVANCE PLANNING (takes place during year 
prior to meeting) 

Selection of consultants and resource 

staff, and despatch of letters to persons 

concerned, emphasis being placed on the fact 

that no definite commitment can be made until 

the project has been approved by the WHA. 

These "informal" letters go over the 

signature of the operational officer. 

Target date~reBPonsib1e 
orrcer 

September (1959) 

(Operational Officer, 

Planning Committee) 

October (1959) 
(Operational Officer) 

(AR) 

(Operational Officer) 

(Operational Officer) 

(Operational Officer) 

(Operational Officer, 

Planning Committee) 
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Determination of the kind of 

documentation required, including 

working papers, publications, biblio

graphies, reference materials, etc., 

and assignment of working papers. 

Request to HQ for preparation of 

bibliography, if such is required. 

When approved by the World Health 

Assembly, the following action is 

immediately taken: 

150.1 A cop,y of the general plan is 

sent to B&F with a request for 

an allotment. 

150.2 Formal letters of appointment are 

sent to consultants and otoor 

staff over the RD's signature. 

150.3 Letters are sent to governments 

requesting the names of partici

pants (See Annex 3). 

150.4 Lists of equipment and supplies are 

finalized and procurement initiated. 

150.5 Preparation of documentation is 

requested; three to four clear 

months should be set aside for 

stencilling, mimeographing am 

translation. All documents should 

be reaqy for distribution at least 

six weeks before the start in of the 

meeting. 

Target date/responsible 
officer 

(Operational Officer, 

Planning Committee) 

(Operational Officer) 

(Operational Officer, 

Rarsonnel) 

(Operational Officer) 

(Operational Officer, 

ASO) 

(Operational Officer) 

.. 

• 

.. 

• 
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Target date(responsible 
offJ.:cer 

150.6 Invitations are despatched to official (Operational Officer) 

observers; SPC to be invited to all 

meetings and UNICEF to all meetings 

connected with fields in which th6,1 

give assistance. 

150.7 Decisions made on countries to be visit- (Operational Officer, 

ed by consultants. Planning Committee) 

The operational officer visits the host 

country, accompanied by the AR. It is the 

responsibility of the operational officer to: 

160.1 surve,y facilities and services 

available; 

160.2 visit the places suggested by the 

government for field visits and 

arrange for background information 

to be prepared by the governments 

for distribution to participants 

on arrival in the host country; 

160.3 determine poliqy on social and 

(Operational Officer, 

AR) 

; extra-curricular activities; 

! 

160.4 determine poliqy and procedures 

for publicity, observers, etc.; 

160.5 ensure that a host country planning 

committee is established and arrange 

for less formal channels of communi

cation with regard to the final 

arrangements; 

160.6 determine and list secretarial, 

administrative and custodial 

services needed,; 
160.7 discuss opening and clOSing ceremorv 

procedures and arrangements; 



170 

180 

190 

200 

210 

- .38 -

160.8 on return to Nanila the host country 

document is finalized and sent to the 

government for approval. 

Following despatch of letters to govern-

ments, direct consultation is held with as 

maqr countries as possible on the selection 

of participants. 

An exchange of letters with the director 

ani staff on the programme, procedures, 

organization and staff arrangements. 

As soon as the names of participants 

are received from governments, fellowship 

awards are made and information on the 

meeting is sent direct to participants. 

Information bulletins are issued at 

regular intervals covering the administra

tive aspects of the meeting. 

Arrangements are made by the opera-

tional officer for the Director and staff 

to meet at the site of the meeting one week 

before the meeting starts in order to finalize 

the programme and agree on objectives, policies, 

procedures, organization and staff assignments. 

All such decisions should be finalized in 

draft form before the meeting starts. 

T~ operational officer ani staff should 

leave for the host country sufficiently in 

advance of the meeting to allow for the final 

planning session, for the administrative 

co-ordination meetings to be held with the 

Target date/responsible 
officer 

(Operational Officer) 

(ARs, field staff, 

Operational Officer) 

(Operational Officer, 

Planning Committee) 

(E&T Adviser, 

Operational Officer) 

(Operational Officer, 

Director, staff) 

(Operational Officer, 

staff) 

• 

• 

~ 

.. 

• 
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national planning conunittee and to prepare 

for tre o~n:i.ng plenary session. 

The PIC is a member of too WPRO Planning 

Committee and is responsible for ensuring 

that the meeting is given as wide publicity 

as possible. In consultation with the opera

tional officer, he arranges for a WHO exhibit 

and literature to be available at the site' 

of the meeting. If he is not present at the 

meeting, it is the responsibility of the 

operational officer to discuss the question 

of publicity with the national planning 

conunittee. The PIC is kept fully informed 

of the meeting and should receive copies of 

the press releases issued during the meeting 

and a report from the operational officer 

on his return to Manila which can form the 

basis of a final press release. 

Administrative matters 

2.30.1 Travel arrangements are made by the 

M,O based on travel authorizations 

prepared in Fellowship Unit; a new 

travel sheet is prepared for each 

country. 

If the meeting is held outside Manila, 

the national planning conunittee is 

requested to arrange for a representa

tive of a travel agency to be present 

to assist participants. 

230.2 Hotel accommodation is arranged b.Y the 

ASO, if the meeting is held in Manila, 

and by the national planning conunitteeJ 

Target date/responsible 
oi'ficer 

(PIO) 

(Operational Officer) 

(E&T Adviser, ABO) 

(ASO, Operational 

Officer) 



if held elsewhere. It is the respon

sibility of the operational officer 

to keep the national planning committee 

fully informed of the arrival of parti

cipants. 

230.3 Pay-rent of per diem during meeting and 

per diem for international travel. 

WHO staff members receive a cheque 

from ~. All other participants 

receive p~ent from the operational 

officer. B&F prepares two cheques 

for the responsible officer: (a) 

one to cover payment of per diem 

during the meeting, (b) to cover pay

rent of international travel, if 

requested. Two sets of envelopes 

addressed to participants are pre

pared in advance. One carries the 

amount payable for per diem during the 

reeting; the other, the amount payable 

for international travel, should pay

rent of this be requested in the 

currency of the host country. Travel 

claims are also prepared for each 

participant with the following infor

mation: name of participant, nUIDber 

of travel authoriZation, amount which 

will be paid for international travel. 

If a participant receives per diem for 

the meeting and J:er diem for interna

tional travel, the travel claims are 

returned to the operational officer. 

otherwise, the participant is asked to 

submit his claim on return to his hore 

Target date/responsible 
officer 

(~, Operational 

Officer) 

i 
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station. If the meeting is held 

at the duty station of one of the ARs, 

the office of the AR is responsible 

for payment of allowances. An 

acquittance roll is prepared by B&F 

giving full information on the entitle

ments of each participant. This is 

signed by participants on receipt of 

money and returned to B&F by the 

operational officer. 

230.4 Documentation 

The stencils of documents prepared 

prior to the meeting should be availa

ble at tre site of the meeting to allow 

for requests for additional documenta

tion. 

If the documentation for a meeting is 

extensive and participants are travel

ling tourist class, arrangements are 

made for documentation issued during 

the meeting to be sent to them by sur

facemail following the meeting. 

All technical documents receive a number 

in accordance with the technical series 

concerned. 

230.5 Transportation 

If the meeting is held in Manila, ASO 

arranges too necessary transportati.on 

on request of the operational officer. 

If the meeting is held elsewhere, the 

national planning committee is respon

sible for this. 

(AR) 

(B&F, O~rational 

Officer) 

(Operational Officer) 

(ASO, Operational 

Officer) 
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230.6 Organization of the lOOeting 

This is too responsibility of the 

operational officer who decides how 

the lOOeting is to be organized in 

consultation with the planning 

committee, the director and staff 

concermd. 

240 Final Report 

Every effort should be made to establish the 

summary and oonclusions of the meeting and 

have these cleared before the meeting termi
nates. The final report should be issued, if 

possible, within the three months of the end 

of the meeting and at the ver,y latest six 

months afterwards. A decision as to too manner 

in which the report is to be dealt with should 

be made well in advance of the meeting and 

financial provision included in the original 

plan. 

250 Following the meeting 

250.1 Check return of supplies, equipment and 

reference materials to WPRO. 

250.2 Submit a statement on the financial 

asp;; cts to m.:F. 

250.3 Prepare a formal letter of thanks to 

the host govermnent for the RDIs 

signature. 

250.4 Bring to the attention of all partici

pants the need to submit a follow-up 

report six months following the meeting. 

Target date/responsible 
officer 

(Operational Officer) 

(Operational Officer) 

(Operational Officer) 

(Operational Officer, 

AR) 

(Operational Officer) 

(Operational Officer) 

.. 

i 
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Tar~et datetres~onsible 
offl-car 

250.5 Preparation and distribution of (Operational Officer) 

• the final report • 

250.6 Preparation of a short report on (Operational Officer) 

the meeting for submission to HQ as 
, 

part of the regional quarterly I • report (see Annex 5). 

i 
250.7 Country follow-up of findings and (Operational Officer, 

~ 

I recommendations of meeting. ARs, field staff, I 

WPR() Personnel) 

250.8 Follow-up report from participants (F&T AdViser, 
at end of one or two years. Operational Officer) 

250.9 Evaluation of project b,y Regional (Operational Officer, 
Office. F&T and STAT Advisers) 

I • 
I 



- 44 - ANNEX I 

SUGGESTED REGIONAL AND INTER-REGIONAL PROJECTS 

1. Project title __________________________________________ _ 

2. Suggest location __________________________________________________ __ 

.3. Project to be carried out in co-operation with ---7'T"=~~~~~~m-
(Agencies or non-uN 

organizations) 

4. Name of participating countries and number of fellowships(l)to be awarded 

No. of No. of No. of 
Country participants Count;r participants Country participants 

5. Consultants and otrer staff envisaged (indicate if one or two languages 
will be used) 

6. Supplies and equipment required 

7. Estimated cost: , 

Budget 

8. Duration 

9. Short description of the proposed project, including its objectives and 
relation to regional programme of assistance in the particular field. 

10. Is this proposal based on any unofficial request from a government? 

li. What benefits do the participating governments expect to derive from 
this project in the promotion of their national development? 

(1) 
for participants to be invited 
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It is suggested that, when determining government responsibUities, 

consideration should be given to the following: 

1. Accommodation 

2. Local staff required, including translators, secretarial, mimeograph 
operators, nessengers 

.3. Transport: (a) for ~rticipants, (b) for secretariat when evening 
work is envisaged 

4. Field visits arrangements - schedule, transport, guides, information 
on places 

5. Provision of facilities for coffee/tea: morning and afternoon 

6. Arrangements for return travel 

7. Possibility of arranging for a representative of a bank to be present 
at the meeting site to cash cheques 

8. Equipment and supplies 

9. Facilities for interpretation 

10. 

li. 

12. 

1.3. 

Preparation of background information on field visits 

Descriptive fol~r or leaflet containin~ information about the place 
of the meeting (if considered necessary) 

Publicity arrangenents 

Opening and closing ceremonies - if held 

14. Terms of reference for host country planning committee 
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(Letter need not take this form so long as the following information is given.) 

Sir, 
• 

I have the honour to inform you that the Regional Office of the World 

Health Organization for the Western Pacific will sponsor a -------
which will be held in , from to ---------
19 • It is anticipated that there will be about participants, 

in addition to the technical staff from the Regional Office and consultants. 

The objectives of the ______ are: 

I have pleasure in inviting you to nominate participants to 

attend this • It is understood, of course, that partiCipants are 

not representatives of governments but are persons selected because of their 

qualifications. WHO will pay the following costs: transportation (air, 

tourist fare) to and from the site of the , as well as a per 
diem equivalent to US$ I lffiich will be payable in ______ _ 

by the WHO representative at the _______ • 

I am enclosing copies of application forms and would greatlY appreciate 

your completing and returning these to the WHO Regional Office for the Western 

Pacific, in duplicate, not later than ______ • 

In preparation for the , it is planned that the WHO -------
consultants should have the opportunit,r of visiting same of the partiCipating 

countries to study local conditions ani discuss -----------------and related problems with the health administration ani, if pOSSible, to meet 

the nominated partiCipants. 
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In order to facilitate exchange of information, may I request that 

this office coomru.nicate directly with your participants as soon as their 

naninations are received? Unless I hear from you to the contrary, it will 

be assumed that there is no objection to this procedure. 

I should appreciate an early reply so that in the event of your being 

unable to nominate a suitable candidate, an opportunity may be given to 

other governmem.s in the Region to increase their number of participants. 

ENCL.: Appl forms 

I have the honour to be, 

Sir, 

Your obedient Servant, 

I. C. Fang, M. D. 
Regional Director 
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(Sample) 
Report of the Venereal-Disease Control Seminar (WPRO-5) 

The regional venereal-disease control seminar was held in Tokyo during 
the period 17-29 March 1958. The seminar was opened by the Minister of Health 
and Wellare, Japan, ani the Governor of Tokyo, the President of the Japanese 
Venereal-Disease Prevention Association and the Regional Director addressed the 
opening session. The major objectives of the seminar were: 

a. to review the principles and methods of present-day venereal-disease 
control and the adaptation of these to local circumstances with a 
view to improving venereal-disease control in the countries of the 
Region; 

b. to stimulate the exchange of ideas on the major venereal-disease 
control problems of the countries of the Region and to consider 
haw they may be approached most effectively. 

Nineteen participants from the countries ani territories of the Region 
attended the seminar, distributed as follows: 

Australia I Cambodia 2 
China (Taiwan) 2 French Polynesin I 
Hong Kong I Japan 4 
Korea 2 Laos 1 
Ihilippines 2 Singapore 1 
Vietnam 2 

Five observers from Japan attended the seminar, including one who represented 
the International Union Against Venereal Diseases. The secretariat consisted 
of Dr. T. Guthe and Dr. R.R. Willcox, both consultants, and nine WHO staff 
members, including the WHO Senior Medical Adviser to UNICEF ARO, Dr. D.R. 
Thomson. The major topics considered and discussed were: 

a. Nature and extent of the venereal-disease problem in the Western 
Pacific Region; 

b. Problems of diagnosis, therapy and management of syphilis, gonorrhea, 
non-gonococcal urethritis and the other venereal diseases; 

c. Penicillin reactions; 

d. Prevention and control of venereal disease with special reference to 
social population groups, including seamen, prostitutes, armed 
forces and pregnant women. 

.. 
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Field visits were made by the participants and staff to two health 
centres and a seamen's clinic to observe and discuss the venereal~disease 
control activities carried out and their integration with the work of the 
health centres. Field visits were also made to Tokyo and Keio Universities 
Where the group observe and discussed demonstrations of some laborator,y 
aspects of the venereal diseases, learnt sOlrething about medical education 

.in these universities and inspected some of their facilities. The reports 
of the two working parties of the seminar were presented and accepted by the 
seminar. They were on: 

a. Methods for measuring the prevalence and/or incidence of the 
venereal diseases; 

b. Penicillin reactions. 

A report on "Summary and Conclusions" of the seminar was also presented am 
accepted by the seminar. The final report and the evaluation report on the 
seminar are in the course of preparation. 

II 
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DESCRIPl'ION OF DIFFERENT TY PE) OF MEETIIDS 

It is to be emphasized that the description given for the "StuQy Group· 
is solely for the needs and purposes of the Western Pacific Region and is in 
no way intended to encroach upon the meetings having the same name which are 
conducted by WHO Geneva. 

1. The Conference 

A meeting whose main purpose is to define and clarify the nature am 
extent of a problem involves the collection of data and opinions from ma~ 
different countries and disciplines. Under these circumstances current 
themes for further study will emerge. Thus a working conference can allow 
for wide representation of opinion, forming a basis for further work, either 
within countries themselves or through later inter-countr,y activities, 

Such a o.onference will urrloubtedly prove an educational experience for 
the part.:',cipants, in that it will broaden their understanding of the field 
and influence the orientation of their professional work. The application of 
knowledge gained through the conference will promote the dispersion of 
information within countries, thus continuing the educational processes. 

Future planning within WHO may be considerably assisted by the report. 

2. The Seminar 

As distinct from the clarificatory :lims of conferences and study groups, 
the seminar has a more clearly designed educational purpose. It is intended 
to promote changes in attitudes which may subsequently lead to actual changes 
in practice. The structure of a seminar, therefore, is normally based on 
discussion leaders or a teaching faculty to make available basic knowledge 
that can be brought to bear upon the participants' problems. Each participant 
will tend towards a particular type of solution, and through discussion with 
others having similar problen~ he will achieve greater maturity of thought 
in the fields under discussion. It should be noted that the educational 
function of the staff is not only to promote the exchange of ideas through 
group diSCUSSions, but to cast responsibility upon the participants for 
finding their own solutions within their own countries. 

3. The Study Group 

In SOIOO fields the general range of the problems is fairly well under
stood, but clarification is required as to the best IOOthods of solving them 
in practice or SOlIE limited aspect of the problem may need to be specially 
studied. In such cases progress may be achieved through intensive discussion 
in a small multi-disciplinary group. Such meetings may so clarify problems 
as to reach the point of formulating recommendations acceptable either to the 
partiCipants or to WIRO. To make more progress, it is sometimes necessary to 
have repeated meetings of the same stuQy group. StucJ;y groups will, in addition, 
prove of :ilnIoodiate value to the participants and their report may be usefully 
distributed th~oughout the Region. 

• 
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In addition to providing infonna~on through experts it will 'often be 
possible to demonstrate services in the place where the seminar is held • 
It is also possible to conduct a travelling seminar (study tour) mich will 
move from place to place in order to study services in different areas. 

Both the report of the seminar and working papers will be of val.ue to 
the participants in initiating activities upon their return • 

I I 
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APPENDIX B 

AN APPRAISAL OF SELECTED PAST WIRO INTER-COUNTRY MEETIOOS 

(Seven past inter-country meetings selected as being representative of fourteen 
such meetings held b,y WIRO before August 1957 were reviewed and their eValuation 
is outlined below with accompaqying recommendations.) 

1. For the most part the planning and operation aspects of the projects are 
fouJrl to be satisfactory. However, the process of eValuation of the 
aChievements of the projects was not adequate. 

2. Regarding the outcome of these projects three of the seven projects did 
not use questionnaires following the end of the meeting to assess the 
achievements in connection with the short-term objectives, and the 
design of questionnaires used in the other four projects could have 
been improved to better serve the purpose. 

Follew-up reports providing information on the activities of the 
participants after return home allow evaluation of the aChievements 
in connection with the long-range effect of the projects. As a result 
of the study of all available documents on the three projects mentioned 
the following recommeJrlations were made: 

2.1 Analysis of the reports shows that the proportion of participants 
submitting reports is generally low. 01' a total of 195 participants 
receiving fellowships, only 93 (47.7%) sent in reports. It is 
rocommended that those who have not as yot submitted reports be 
requested to senl. in information on any action taken. 

2.2 The reports reviewed in the present evaluation had been prepared 
b,y the participants within siX months after the end of the meeting. 
It is desirable to have follow-up reports submitted one year after the 
seminar. This will eive more time for the participants to take 
action after retUrn to their own countri~,s. It is recommended that 
a second follow-up report be requested from each partiCipant two 
years after termination of the project. 

2.3 In the follow-up report, emphasis should be laid on the changes 
introduced in the participant's field of work, since actions 
taken by the participants to introduce such changes are the lr"lg
term objective of seminars and conferences. 

2.4 The follow-up reports sent in should be summarized at the Regional 
Office with particular reference to the changes introduced in the 
field of work of each indiVidual participant. This summary 
should be distributed to all participants in order to keep them 
informed of each other's activities ani to stimulate them to take 
more action. 

.. 

• 

... 

.. I 



.. 

- 53 -

2.5 Although in four out of the seven projects reviewed questionnaires 
were used at the end of the meeting, these had not been designed 
in a manner which would facilitate evaluation of the degree and 
extent of knowledge and inspiration acquired qy the participants. 
It is recommended that questionnaires be prepared to serve the 
purpose of assessing the achievements of short-term objectives 
and that· these should be used at the end of all inter-country 
meetings. A different type of questiormaire will be used for 
evaluation of the administrative and operational aspects of the 
meeting. 

2.6 It is strongly recommended that follow-up reporting be carried 
out qy means of a specific questionnaire with particular reference 
to actions taken and changes introduced by the participants as a 
result of attendance at the meeting. 

2.7 The short-term and long-term objectives of the project should be 
thoroughly explained to the partiCipants in the course of the 
meeting and agreement should be secured f'rom them regarding fo11ow
up reporting • 



APPENDIX C· 

GENERAL PLAN FOR A MEETIW (sample) 

GENERAL PLAN 

for 

THE FAO/WHO SEMINAR ON NUTRITION AND HEALTH EOOCATION 

I. INTRODUCTION 

Inter-country seminars in two related fields of human need 
have been envisioned by WHO ani FAO. The WHO/WrnO planned a health 
education seminar, while a IDltrition education sminar was recommended by 
the Joint FAOjWHO Nutrition Committee for South and East Asia in Bandung. 
As a result of an exchange of ideas among intere8ted officials of the two 
Organizations, it was felt that these two seminars had enough in common to 
amply justify a joint meeting. This joint seminar will be held during the 
period 10 October to 3 November 1955 at Baguio, Philippines. 

The problem of improving the well-being of people through 
educational and extension programmes is many SidEd, but the aspects are 
interrelated. For example, betterment of rmtrition and of environmental 
sanitation are interrelated and both are associated with many other health 
problems. The improvement of IDltrition is also related to sound home 
economics, good household management, skill in food preparation and cooking, 
wise purchasing of foodstuffs within the economic level of the family, and, 
in certain cases, the home production of various items. The success of 
JlElasures for improving the IDltritional as well as the other health standards 
of a community is dependent on the application of knowledge about the 
cultural patterns and value systems of the people and the psychology under
lying their attitudes. 

Thus the solution of the problem of education are for better health 
and well-being becomes the task of workers from many disciplines who haYe 
contacts with the people in their homes, communities, and schools. Success
ful results in raiSing living standards cannot be accomplished by working 
in watertight compartments. They require essentially, teamwork effort 
with the contribution of each diSCipline being complementary to the others, 
to achieve an integrated improvement in all aspects of family and community 
life. 

WHO has previously found that the inclusion of agriculture, home 
economics, social welfare and educational leaders in their seminars and in 
their plans for developing health education has been an important and 
successfuly step in the team approach. FAO, on the other hand, has found 
through experiences in various courses and other programmes that health 
personnel of all categories are an essential component in the development 
of IDltrition, home economics, and agricultural services. 

I , 
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It seems reasonable to assume that the principles which apply 
to individual, family and cOlllll\llnity education for health and welfare are 
the same, regardless of the technical content of the subject concerned. It 
has been agreed, therefore, that education in nutrition be used as a main 
topic for illustrating the application of health education principles and 
methods. At the same time, nutrition will not be emphasized to the exclusion 
of other topics. Also, since it is obvious that the team approach is so 
ilIIportant at the cOlllll\llnity level, it seems logical to use this approach in 
planning and conducting the seminar. 

II. FURPOSES 

The purposes of the seminar are as follows: 

1. To eXJD...ore the basic principles underlying modern health 
education and to develop a working philosoPQy for 
ilIIproving health and nutrition through education in the 
participating countries and territories. 

2. To eXChange ideas about the nutrition ani health education 
programroos now in progress in participating countries and 
territories. 

:3. To observe and to demonstrate some of the methods and 
techniques of health education with special reference to 
nutrition. 

III. HOOT COUNTRY 

There are a number of reasons why the Philippines is an ideal 
place to hold this seminar. The public health education programme of this 
country is developing along progressive lines, and nutrition research and 
education achievements in the Philippines have attracted international 
attention. There are numerous centres within easy reach of Manila and Baguio 
which offer good opportunities for the seminar partiCipants to observe field 
programroos in nutrition and health education. 

IV. FIELD VISITS 

Arrangements have been made for three d~s of field visits to 
precede the opening of the seminar in Baguio. The first day of these Visits 
will be spent in and around Manila. For the other two days partiCipants and 
staff will observe educational activities in various rural health, nutrition 
and community development projects and programmes. 

Observations of health education and nutrition education activities 
in the vicinity of Baguio will be arranged for special groups during the 
seminar period ani will be selected according to the specific discussions 
which are taking place. 

V. LOCATION 

The site selected for the seminar will be the 'Pines Hotel in 
Bagnio, Philippines. This will make it possible for all participants 
to live and work together under one roof, making it a residential seminar. 
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Such housing accommodation will also make it possible to establish a seminar 
"community" which will be conducive to exchange of information and .mutual 
understanding. 

VI. PARTICIHl.NTS 

A group of sixty participants is expected. Each country and 
territory in the Western PaCific and South-East Asia Regions of WHO, 
corresponding approximately to the Asia and Far East Regions of FAO, have 
been invited to send one or more participants. These participants will be 
professional leaders in the fields of education, health, nutrition, home 
economics, agri "ul ture and other fields related to social improvement, 
including persons active~ responsible for the conduct and extension of 
education programmes in these fields. Participant selection has been made 
in co-operation with the two sponsoring organizations with a view to obtaining 
a balance of disciplines among the various c(untries and territories. 

VII. UNGUAGE 

French and English ~dll be the working languages of the seminar. 

VIII. CONDUCT OF THE SENINAR 

The seminar will be problem centred. Participation b,y all members 
will be encouraged throughout and a flexible schedule provided to make possible 
the maxi.mum eXChange of ideas and experience. Conference methods will include 
group diSCUSSions, lectures, demonstrations, exhibits, field trips, and the 
showing of films an:! filmstrips. The programme of the seminar will be 
specifically for.mulated for the first few days only. Thereafter, a steering 
committee composed of participants and staff will be asked to assume this 
responsibility. 

IX. ffiOPOSED CONTENT 

Although the programme content for the seminar cannot be detailed 
at this time, certain broad fields of knowledge will in all probability be 
included and will be as follows: 

1. The prinCiples and process of learning. 

2. Investigation of the sociological factors and their relation 
to changing attitudes, beliefs and habits. 

3. Consideration of the administrative structure and economic 
factors which condition the action of any given population 
group. 

4. Human relationShips involved in working with people, e.g. 
members of communitieS, colleagues in other profeSSions, 
and such like. 

5. Study of the educational methods and approaches most suitable 
in various circumstances - individual instruction, group 
education, COnDnunity partiCipation, the use of mass media, 
etc, 

.. 
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6. Discussion of the health education concepts and experiences 
needed in basic ani in-service education to meet the require
ments of community workers in the various participating 
countries. 

7. Principles of planning, organization and co-ordination of 
education services in health, nutrition, education, home 
economics, agriculture and other relevant fields. 

8. Consideration of the main criteria in the planning, production, 
use and evaluation of suitable educational materials and aids. 

9. Consideration of the best methods and means for evaluating 
the effectiveness of educational programmes in their broader 
aspects as well as gauging the usefulness of specific methods 
and media. 

10. Consideration of the personal qualities, basic education aId 
technical training and experience necessary for the health 
education specialist. 

X. PREPARATORY WORK 

In order to assist countries to prepare adequatelY for this 
seminar as well as to consider their follow-up activities, pre-seminar country 
meetings were held. A report of these preparatory meetings has been prepared 
and circulated to the countries and territories sending participants to the 
seminar. 

It is hoped that participating countries will hold additional pre
seminar meetings to assist participants in gaining a better understanding of 
the total health and nutrition needs, problems and achievements in their 
country or territory. Also, that plans will be made for the partiCipants, 
upon their return, to share the ideas gained at the seminar with high-level 
groups. 

XI. SEMINAR STAFF 

Arrangements have been made for a participating staff of fifteen 
people. This group has been recruited from the fields of public health 
training, public health education, nutrition, agrictuture, home economics, 
agricultural extension, and also includes specialists in the fields of 
anthropology, community development, SOCiology and educational psychology. 

The term "participating staff" is used to emphasize the tact that 
this group will have a participunt role as well as a leadership role at 
the seminar. Believing that both participants and staff alike will have 
much to contribute as well as to learn, every effort will be made to have 
as little differentiation as possible between these two groups and the 
participants will also be involved in the planning aId leadership ot the 
seminar itself. 

XII. REFERENCE LIBRARY 

A special room will be set aside for the seminar reference library. 
This library will contain copies of basic documents, ~ wide selection of health 
education and nutrition education books, references, pamphlets, films, film
strips, etc., samples of the health education materials provided by the various 
countries and territories participating in the seminar a'ld a wide range of 
related informational materials. 
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TERMS OF REFERENCE FOR INTER-COUNTRY MEETING DIRECTOR 

(Taken from WHO-81 for WPRO Regional Dental Health Seminar) 

Title of post Education Consultant 

Division Western Pacific Region 

Section Dental Health Seminar 

Duties 

1. To assist with the overall guidance and direction of the seminar 
exclusive of the mechanical and administrative phases which will be 
borne by the WPRO staff. 

2. Organize ahd guide the following types of activities: plenary 
sessions, panel presentations, field trips, constituted committees, 
special interest groups, discussion groups, group film showingS, 
group work training, etc. 

3. Conduct the staff pre-planning period of 3-5 days before the start 
of the seminar. 

4. Assist the seminar planning committee which will be comprised of staff 
members and partiCipants. 

5. Give leadership training for selected participants. 

6. Assist with the eValuation of the effectiveness of the seminar. 

7. Prepare the final report of the seminar in consultation with 
operational officer and staff. 

Nature and importance of human relationships required in post : 

Unusual skill in developing individual and group relationships. 

Supervision : 

Co-operative undertaking with the WPRO operational officer. 

Exercised over others : 

Leadership for participants attending the seminar. 
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Skills required in this post (including langagues) 

Sound ~owledge of English and/or French • 

Group dynamic skills. 

Outstanding ability in leadership and group work • 

Education required : 

Postgraduate education at the university level in the field of adult 
education. 

Experience required 

Recognized authority in the field of adult education and in 
conducting group work on an international level. 
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HOST COUNTRY AND WPRO RESPONSIBILITIES AND COMMITMENTS (Sample) 

HOST COUNTRY RESPONSIBILITIES FOR THE 

rAo/WHo SEMINAR ON NUTRITION EDUCATION AND HEALTH EDUCATION 

The FAO/WHO Planning Committee suggests that the Host Countr,r provide 
and make arrangements for the following items in connection with the seminar: 

- Accommodations (meeting and sleeping rooms and eating) 
- Secretarial and other service personnel 
- Transport 
- Stenographic, visual aids and translation equipment 

NOTE: Two items are not listed above. 

Hospitality - In order to minimize the cost and other obligations 
to the Host Country the two sponsoring Organizations strongly 
urge that all types of hospitality such a3 receptions, visits 
to points of interest and parties be kept at a minimum and be 
made as simple as possible. Of equal importance also is the 
fact that all such activities serve to divert the participants 
from the purposes of the seminar and can interfere seriously 
with its continuity. The FAO/WHO realizes that there should 

• 

.. 

be a balance between work and relaxation during the meeting, ~ 

but it firmly believes that this can best be determined and 
arranged for once the seminar is in progress and should be of 
a nature best suited to the tastes and wishes of the participants. 
It is hoped that certain recreation facilities and equipment can 
be made available at the seminar to fill these needs. 

It is suggested further that not more than two modest social 
events be sponsored by the Host Country during the seminar. 

Number of Host Country Participants and their Per Diem - It has 
not been fiDallY decided the number of host country partiCipants 
which can be invited. The host country Government will be 
notified at the same time as the other partiCipating countries 
and territories. 

The rules of both FAO and WHO made it possible to meet the cost 
of onlY one-half of the per diem and travel (if travel is out
side the normal place of residence of a participant) of the 
Host Country partiCipants. 

ACCOMMODATIONS 

The most suitable accommodations would be those where the meeting, 
eating and sleeping facilities are under one roof. Such an arrangement lends 
itself best to the development of an informal and community atmosphere at the 
seminar which is so important for the type of !l6 eting being planned. 

.. 
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NOTE: The following minimum space for the seminar is necessary :

LiV~ quarters for the participants, staff, and other official 
FAD 0 personnel (approx. 80 persons) 

Large room to accommodate approximately 65-75 persons in general sessions. 

Six small rooms for group meetings for the average attendance of 10-14 
persons. 

Office space and facilities for seminar staff, administrative and 
secretarial workers. 

Space for a small werking library and study purposes. 

Restaurants or cafeteria facilities - preferably in the same building 
wi "Ill sleepIng a iii meeting quarters. 

Lounge space for those attending the seminar. 

The most suitable place which the FAO/WHO representatives from the 
Headquarters of the two Organizations and the WPRO Secretariat found was the 
Pines Hotel in Baguio. Since the entire seminar could be contained in this 
building aqy inclement weather conditions would be of negligible concern and 
the temperature in Baguio in contrast to that in Manila during October and 
November would be most stimulating. 

The Social Hall on the crunpus of UP was visited by the FAO/WHO represen
tatives and found to be unsatisfactory for the seminar in its present condition. 

After the seminar it is hoped that all interested visiting participants 
will have an opportunity to observe selected health education and nutrition 
education activities in the Manila area. It is hoped that the Government will 
assist in securing accommodations for the participants during this period as 
well as to suggest suitable places for this observation. It might be possible 
for the Host Country to arrange for the visiting participants to live in 
Philippine homes during the few days these post-seminar field observations 
are taking place. 

SECRETA!1.IAL AND OTHER SERVICE PERSONNEL 

The following Philippine personnel will be needed : 

Stenographers - 4 will be necessar,y and the,y should be proficient in 
dictation, typing, stencil cutting and other office 
procedures. WHO will provide similar personnel and it 
should be pointed out that a moderate amount of night 
work will be needed. 

Technicians - 4 will be needed. 

Two should be skilled in the use and maintenance of 
recording, mimeographing and audio visual eqUipment. 

Two will be needed to run and service the translating 
equipment. It has been suggested that the Armed Forces 
of the Philippines might be willing to assign these two 
technicians to the seminar. 

II 
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Drivers 

Librarian 

TRANSPORTATION 

_ 62 _ 

_ 2 drivers for routine duty during the seminar will 
be most helpful. 

_ The present plans call for the WHO to provide this 
person, but if this is not possible the Host Country 
might be asked to provide such a person of a junior 
grade. 

Two vehicles (jeeps or jeep station wagons are satisfactory) for 
routine use during the seminar are needed. 

It is anticipated that a few short field visits during the seminar will 
be helpful. Such visits would not involve the entire SEminar at one time, 
but these visits will be organized at a time when a particular group in the 
seminar in advance for the necessary transport to be arranged. 

If the post-seminar field viSits, as suggested above, are held the 
entire seminar group would not visit any centre at one time. It is envisioned 
that such post-seminar visits would be done in groups of ten to twelve. 

STENOGRAPHIC, AUDIO VISUAL AND TRANSLATING EQUIPMENT 

The following equipment is necessary from the Host Country 

4 typewriters (International keyboard) 

1 mimeograph machine (electric-Gestetner) 

1 tape recorder (tape not needed) 

2 l6mm motion picture projectors with spare parts and cord 

2 combination Slide/strip projectors with spare parts 

1 record player (table model) 

.3 prOjection screens (one large two small tripod type) 

.3 transformers to run above equipment 

Amplification equipment for translating facilities (from Philippine 
Armed Forces) FAO/WHO will provide all microphones and headsets 
and connecting wire for translating work, both in the general 
session rooms and in the group discussion rooms, where necessary. 

Display racks, books, blackboards (at least 8) study and conference 
tables and charts. 

RESPONSIBILITY OF THE FAO/WHO FOR TID!: SEMINJR 

All expenses, personnel, supplies am equipment not given above will be 
provided by the two sponsoring Organizations. The main items are 

Travel costs and living allowances of the participants and official 
FAO/WHO personnel from their home to the site of the seminar and 
return (exception will be the Philippine participants). 
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Such things as all office and duplicating supplies, reference.materials, 
filmS, filmstrips, recording tape, programmes and informat1onal 
material, ani equipment such as a mimeograph machine, typewriters, etc • 

ADMINISTRATION OF SEMINAR 

A committee selected from the Secretariat of the Western Pacific Regional 
Office, WHO, in Manila will be responsible for all administrative arrangements 
connected with the seminar. This committee will co-ordinate its activities 
with the headquarters and other regional offices of the two sponsoring 
Organizations and will be assisted by the Host Country Arrangement Committee. 

ffiOGRAMME PlANNING 

The technical aspects of the seminar such ~s staff and participant 
selection, the selection and organization of library materials, and programme 
development will be the joint responsibility of WPRO ani the Headquarters 
Offices of the two Organizations. 

SPECIAL FUNCTIONS 

A Seminar Director will be selected b.y the FAO/WHO as a member of the 
seminar stat! and will be chosen on the basis of his international experience 
as well as his experience as a conference leader. Chairmen and rapporteurs 
for each of the general sessions will be chosen from among the participants 
and each of the discussion leaders and rapporteuro will be chosen b.Y the 
participants. 

An Administrative Assistant will be provided by WPRo/WHo and will be 
responsible during the seminar for such details as travel, arrangements and 
accommodations • 

The Public Information Officer of the WPRO will be responsible for all 
publicity in connection with the seminar. 

Observers - because the major part of the seminar will take place in 
diSCUSSion groups only observers invited jointly b.Y the two Organizations will 
be able to attend. 

SEMINAR PROGRbMME 

Only broad outlines and a general framework for the seminar will be 
established before it starts. This will be developed on the basis of the 
information gathered at the pre-seminar country meeting b.Y WHO/FAO and the 
seminar staff which will meet for a few days prior to the start of the seminar. 

The seminar will start with a discussion of the underlying philosopl:\v 
and scope of health education and nutrition education to be followed b.Y a 
period of intensive study of topics selected b.Y the participants. 

S:E21INAR METHODS 

Throughout the seminar the active partiCipation of all will be encouraged 
and flexible schedules will be arranged to facilitate the free exchange of 
ideas, problems and suggestions from among the participants. The seminar 
methods will include group discussions, individUal presentations, sympOSia, 
demonstrations, field visits, exhibits and the showing of films ani filmstrips. 
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ADMINISTRATIVE ARRANGEMENTS (sample) 

STATEMENT ON ADMINISTRATIVE REQUIREMENTS AND PROCEDURES 

for the 

FAO/WHO NUTRITION EDUCATION AND HEADrH EDUCATION SEMINAR 

1. BASIC DATA 

1.1 A Nutrition Education and Health Education Seminar will be sponsored 
by the FAD and WHO and will be held in Baguio, Philippines, beginning about 
13 October 1955. 

1.2 The total seminar will last approximately 3-1/2 weeks and the regular 
seminar sessions (3 weeks) will be preceded qy a series of field visits in 
the Philippines for a three or four-d~ period starting on or about 10 
October. 

1.3 Approximately 60 participants will attend the seminar from 28 coun-
tries and territories. Travel expenses from their homes to the site of the 
seminar and return, and a per diem allowance, will be charged to the saninar 
allotment. An exception to this will be that one hali of the per diem and 
travel cost of the Philippine participants will be paid from the seminar 
budget. The remaining portion of the expenses will be borm qy the host 
country. 

1.4 The seminar partiCipants will be allowed a per diem of $10 (US) while 
in travel status and a SUbsistence stipend of $10 (US) during the seminar 
period at Baguio. For the brief stopover period (as m~ be required) in 
Manila en route to and from Baguio a per diem of $14 (US) will be allowed. 

1.5 All participants and participating staff will attend the whole seminar 
as well as participate in the field visits. 

1.6 The expenses for the seminar, exclusive of those borm b,y the host 
country, will be shared equally by the two Organizations. 

1.7 The salaries, travel and per diem for the technical staff of FAD ani 
WHO will not be charged to the seminar allotment. However, the travel 
expenses and per diem (not salaries) of the administrative ani clerical 
personnel, provided by WHO/WPRO, will be Charged to the seminar allotment. 

1.8 The WHO/WPRO will make certain of its technical and administrative 
staff available for the entire seminar period in Baguio. 

1.9 The Philippine Government, host count~, has agreed to provide at its 
own expense some personnel and equipment which are outlined in Sections 
5.3 and 7.3 respectively. 

; 
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1.10 Both English and French will be us ed throughout the seminar. This 
will necessitate two translators, two interpreters and the provision by tm 
two Organizations of suitable instantaneous translating equipment. WHO/WPBO 
will make available its translating equipment, but this will need to be 
supplemented by the two sponsoring Organizations in the event that the 
Philippine Government is unable to procure a loan from its Armed Forces. 

RESPONSIBILITY FOR THE FINANCIAL AND ADMINISTRATIVE ASPECTS 
OF SEMINAR ARRANGEMENTS 

2.1 It is agreed that WHO would assume responsibility for pqyment of 
seminar expenses ani would then bill FAO for its share which would be about 
fifty per cent. 

2.2 At the t:ime of billing, WHO will discuss with FAD the currency in 
which pa;yment would be made. It is tentatively proposed at this stage that 
tm FAD share be paid in Philippine pesos if this is possible. 

2.3 The responsibility for the financial and administrative aspects of the 
seminar will be in the hands of WHO;WPRO and this Office will submit a detailed 
financial accounting of the meeting to the Headquarters of the two sponsoring 
Organizations and SEARO/WHO soon after its conclusion. 

2.4 WHO/WFRO will take the necessary personnel action for apPOintment of 
the four invited participating staff (see item 3.5). These appointments will 
be made according to WHO personnel regulations covering temporary advisers 
which provide for payment of a per diem of US$20.00 - plus travel expenses 
but no salaries. 

2.5 WHO/WPRO will be administratively responsible for handling of 
accommodation and transport of participants on arrival in lfJanila. 

2.6 WHO/SEARO will be responsible for issuing travel authorizations and 
purchase of flight reservations for all participants from South-East Asia 
(India, Thailand, Burna, Indonesia and Ceylon). 

2.7 WHO/WPRO will be responsible for issuing travel authorizations and 
purchase of flight reservations for all participants from countries and 
territories from tho Western Pacific Region. 

2.8 Responsibility for Costs Arising out of Death, Injury, Sickness or 
other Disability of the participants attending the seminar. 

2.8.1 Agreed that neither WHO nar FAD will be held liable. 

2.8.2 Agreed that in letters to governments as well as to 
participants specific reference will be made to this policy 
stating that neither Organization is responsible for costs 
ariSing out of death, injury, sickness or other disability of 
participants. 

2.8~3 As previously agreed the WHO Regional Directors of SEARO 
and WFRO will write governments and partiCipants on behalf of both 
FAO and WHO and will include reference to policy statement contained 
in above item 2.8.2 when forwarding official letters of acceptance to 
governments and in the subsequent letter of instructions to participants. 
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2.9 Liability in Respect of Transportation Furnished qy Host Government 
for FAO/WHO Personnel: 

2.9.1 Agreed that the Host Government will be held responsible 
for liability in respect of transportation furnished by the 
Government for FAD and WHO staff personrel. 

2.9.2 Agreed that WHO/WPRO would be asked to discuss this matter 
with the Host Goverruoont and that for the record an exchange of 
letters be made between WHOjWPRO and the Host Goverruoont on behalf 
of both FAD and WHO. 

2.10 Insurance of Host Government Personnel: 

2.10.1 Agreed that neither FAO or WHO will be held responsible for 
insurance of the personnel provided to the seminar qy the Host 
Government • 

2.10.2 Proposed that WHO/WPRO be asked to discuss this item with 
the Host Government and, if necessary, there be a record of agreement 
on this item through an exchange of letters between WHO/WFRO and the 
Host Government on behalf of both FAO and WHO. 

2.11 Liability far Medical Care and Hospitalization Expenses of FAO and 
WHO Personnel: 

2.11.1 Since the Philippine Government has already expressed a 
willingness to make a considerable contribution to the seminar 
by providing at their own expense some local personnel services 
(clerical, technicians and drivers) some of the seminar equipment, 
vehicles for transport purposes, etc., it would be desirable not 
to place aqy further responsibilities on the Host Government. 

2.11.2 It is agreed that FAO and WHO will be held responsible for 
meeting costs of medical care and hospitalization of FAO and WHO 
personnel serving as members of the seminar staff. 

2.12 WHO/WPRO has a co-ordinating committee, comprised of seven members 
of its technical ani administrative staff, which has been working on the 
seminar arrangements for the past eight months; this committee will continue 
its activities and will give guidance to the host country executive 
committee • 

.3. PARTICIPATING STAFF 

The seminar will have a staff of sixteen people who will assist with the 
management and conduct of the meeting. No salaries will be paid from the seminar 
allotment to any of these staff members. The entire participating staff will be 
needed for staff work at Baguio for five working days preceding the seminar, 
starting on .3 October • 

.3.1 Five of the staff will be provided qy FAD and their travel and per 
diem will not be charged to the seminar allotment. 

• 

.. 
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.3.2 Three staff members will be provided by the WHO Headquarters am 
their travel and per diem will not be charged to the seminar allotment • 

3 • .3 The WHO;WPRO will provide two staff members and the WHO/SEARO may 
provide ore of its staff. The travel am ~r diem of these people will 
not be charged to the seminar allotment. 

3.4 One staff member will be obtained from the FOlI. Philippine Mission and 
it is hoped that this agenc,y will meet all expense connected with this p9rson. 

3.5 TlE expenses connected with the four invited staff members (Dr. F.W. 
Clements, Dr. M. Read, Mrs~ T. Tiglao am Prof. D.G. Karve) will be paid 
from the seminar allotment. A uniform per diem rate of US$20.00 and travel 
costs will be allowed. No salary or other expenses will be involved for this 
group. The four invited staff members will be invited jointly by the two 
Organizations, but the necessary personnel action will be taken by WHO/WPRO. 

3.6 The following is a listing of the proposed participating staff: 

Name Title 

FAO Mrs. Dulce L. Bocobo Regional Nutrition Officer, Bangkok, 
Thailand 

Dr. 5.5. De 

Miss Willie Pranger 

Miss Jean A.S. Ritchie 

Dr. Elda M. Robb 

WHO Dr. R.C. Burgess 

Miss Vivian Drenckhahn 

Dr. M. Freedman 

Mr. Iunford L. Keyes 

Miss A. Helen Martikainen 

Dr. E. Wilmot 

Invited Participating Staff 

Dr. Fred W. Clements 

Prof. D.G. Karve 

Mrs. Teodora V. Tiglao 

Dr. Margaret Bead 

FOA Dr. Annie Laurie Keye s 

FAO Regional Office, Bangkok 

TA Adviser on Nutrition and Home Economics 
in Burma 

Nutrition Officer, FAO, Rome 

Home Economics Officer, FAO, Rome 

WHO/HQ 

WHO/SEARO (subject to agreement of WHO/SEARD) 

(To be paid from consultants funds provided 
by WHO/HQ Nutrition Section) 

WHO/WPRO 

WHO/HQ 

WHO/WPRO 

Institute of Child Health, Sydney, Australia 

Director, Programme Evaluation, Community 
Projects Administration, New Delhi, India 

Nutritionist, Health Education Rural Health 
Demonstration Centre, Philippines 

University of London, England 

FDA Health Education Adviser, Manila 
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4. INVITED REFRESENTATIVES FROM alHER ORGANIZATIONS 

Representatives from related agencies and organizations will be invited 
to the seminar in an observer capacity. Because of the informal nature of tm 
seminar these people will be involved as participants throughout the meeting. 
All expenses connected with these ~rsons will be borne by the agency or 
organization which they represent. 

Tm follOWing people are expected to be invited: 

Mr. S. KeeI\Y, Dlrecto, ARO, UNICEF, Bangkok 

Mis s J. Mackie, FOA, Thailand 

Representative from the South Pacific Commission 

Representative of the Division of Social Welfare, United Nations 

5. SECRETARIAL AND OTHER SERVICE IERSONNEL 

5.1 WHO/FAO 

Two interpreters ani 2 translators will be provided from tm seminar 
allotment which will include cost of travel, perdiem. Salaries will be 
charged to the seminar allotment for those recruited outside the two 
Organizations. 

5.2 WPRo/WHo 

The following personnel will be provided for the entlre seminar 
(in some cases before tm seminar starts) by WHO/WPRD: 

4 Stenographers 
1 Administrative Assistant 
1 Public Information Officer 
1 Administrative Officer 

The travel and per diem (not salaries) of the se people will be 
charged to the seminar allotment. 

5 • .3 Philippioo Government (Host Country) 

The Philippine Government has agreed to provide for the entire 
seminar, entire4r at its expense, tm following personnel: 

2 Liaison Officers 
4 Stenographers 
4 Technicians 
2 Drivers 
1 Librarian 

6. ACCOMMODATION 

The Pines Hotel, in Baguio, Philippires, will be the site of the seminar. 
This is a Government-owned hotel ani will accommodate under one roof tm meeting, 
eating ani liv~ quarters for the seminar. 

., 

-.. ' 
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The host country will meet the cost of the following space: 

1 large room to accommodate approximately 65.75 persons in 
general sessions 

7 small rooms for group meetings for an average attendance 
of 10-14 persons 

Office space and facilities for seminar staff, administrative and 
secretarial workers 

Space for a small working library and stud;y purposes. 

7. SUPPLIES AND ~IFMENT 

7.1 WHO/FAO 

8. 

7.1.1 Office and related su:pplies will be charged to the seminar 
allotment. Estimated cost US$l500. 

7.1.2 The rental for the simultaneous translation equipment to 
supplement the WHO/WPRO facilities will be charged to the seminar 
allotment. 

7.2 WPRo/WHo will provide 

4 Typewriters 

7.3 

1 Tape recorder 
1 Gestetner mimeograph machine 

Host Country 

The host country has agreed to provide the following equipment: 

4 Typewriters 
1 Mimeograph machine 
1 Tape recorder 
2 l6mm motion picture projectors 
2 combination Slide/strip projectors 
1 Record pl~er 
3 Transforrers 
Amplification equipment for translating purposes 
Dis play boards 
Bookcases 
Blackboards 
Tables and chairs 

TRANSPCRT IN THE PHILIPPINES 

The Philippine Government has agreed to provide two jeep station wagons 
as service vehicles for the entire seminar. The host country will also provide 
a 20-pasaenger bus for 40 running hours during the seminar for field 
observations in the seminar vicinity. 
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The responsibility for the cost of the transport of participants during 
the pre-seminar field visits has not yet been determined; however, this expense 
will, in all probability, .fall to the sponsoring Organizationa, since the 
majority of the visits will be made between Manila and Baguio. This is a part 
of the actual transport of participants to the site of the seminar. 

9. REFERENCE MATERIALS 

Selected reference materials for the seminar and a library will be 
necessary. The WPRO/WHO ani the WHO/FAO Headquarters have agreed to provide 
a portion of this material. The remainder will be charged to the seminar 
allotIlEnt. 

10. SEMINAR REPORT 

10.1 The cost of a mimeographed report of the seminar will be charged to 
the allotment. It is estimated that 1500 copies in English and 500 in 
French will be meded at an approximate cost of US$800. The preparation 
of the report and its reproduction will be done in WPRO. 

10.2 Further, it is proposed that prOVision be made in the budget 
estimates to cover the cost of om of the invited partiCipating staff tor 
a six to eight-week period to prepare the seminar report in Manila. 

11. HOSPITALITY EXPENSES 

A budget allotoont in the amount of US$300 will be meded to cover 
hospitality expenses. 

12. SUMMARY 

Proposed expenditures to be paid for from the seminar allotment are as 
follows: 

12.1 Travel expenses and per diem allowances to approximately 60 
participants. An exception to this will be that one hall' of the per 
diem and travel costs of the Philippine partiCipants will be paid from 
the seminar budget. 

12.2 Travel expenses and per diem (not salaries) of the administrative 
and clerical personnel provided by WHO/WPRO. 

12.3 Travel expenses and per diem of US$20 of 4 invited staff members 
(Dr. F.W. Clements, Australia; Prof. D.G. Karve, India; Dr. Margaret 
Bead, England; am Mrs. T. Tiglao, Philippines). 

12.4 Per diem and travel expenses of 2 interpreters and 2 translators. 
Salaries will be charged to the seminar allotment of those recruited 
outside the two Organizations. 

12.5 Office and related supplies for seminar at an estimated cost of 
US$J500. 

12.6 Rental fees for the simultaneous translation equipnent to supplement 
the WPRO facilities. 

• 
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12.7 Transport of 
preceding seminar. 
this document). 

seminar participants on field visits in Hlilippines 
(Please note COllllll:lnts made in Section 8, para. 2 of 

12.8 Seminar report: 

12.8.1 Fees am. per diem for six to eight weeks of 
services after seminar to pre~re report at Manila. 
Section 10.2 of this document). 

consultant 
(Please note 

12.8.2 Duplication, translation and distribution of report 
at an estimated cost of US$800. 

12.9 Hospitality expense: 

Amount of US$300 proposed to cover hospitality expenses. 
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END-OF-MEETING EVAIlJATION QUESTIONNAIRE (sample) 

POST CONFERENCE INDIVIDUAL QUESTIONNAIRE 

The following questions are designed to find out how you now evaluate 

the conference experience and to find out the wB¥s in which you think it will be 

possible to relate the ideas gained at this conference to the work in which you 

are presently engaged. Please do nat sign your name. 

1. For most of us, our evaluation of the conference is in terms or whether 

we gained increased insights and skills that could be applied to our work. 

a. In what ways have things happened which lead you to feel pleased 

about h&Ving attended the conference? 

b. In what ways have things happened that lead you to feel diaappointed 

about having attended the conference? • 

.. 
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2. Far MaI\Y people the period at the conference is rather contusing because it 

doesn't fit the expectations they had developed beforehand. 

a. In what ways were your expectations fulfilled? 

b. In what ways were your expectations not fulfilled? 

.3. Looking back on the conference programme are there any revisions that you 

think might have made the experience of greater value for you? 

I 
I I 

I I 
I I 

II 
i ! 

i i 

II 

II 

!! 
II 
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4. It bas been suggested that sare help or reenforcenent following the 

conference from the resource group members or members of other teams 

would be valuable for participants or teams. Do you feel the need for 

aqy such "follow-up" assistance? 

Yes No If so; what sorts of help, on what sorts of proolems 

would be valuable for you? 

5. How well do the following statements fit your overall judgement of the 

conference (check the column beside each statement which is most appropriate)? 

a. I found the period of the conference 
veI'Y enj oyable • 

b. I learned little by attending the 
conference that I haven It already 
known. 

c. I believe that the conference will 
be quite useful for me in Il\Y work. 

d. In general the ideas I picked up 
at the conference will be helpful 
in Il\Y work. 

e. I still can't make up ll\Y mind as 
to the value of this experience. 

f. On the whole I am glad that I 
attended. 

Describes me: 

Not Some- Quite Very 
At All what Well ~ 

6. On the other side of this sheet will you please make azv comments you 

wish about any aspect of this conference? 

.' 
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SAMPLES OF INI1IVIDUAL MEETING EVAIlJATION QUESTIONNAIRES 

The following three questionnaires are samples of what might be given 

to individuals immediately following a particular session. Such questionnaires 

would be returned unsigned. 

Exhibit No. 1 - For Group Discussions 

APPRAISAL OF THIS MEETING 

(Date) 

1. I thought this meeting was: 

Excellent __ Good _ Average __ Mediocre __ Poor __ 

(Place an "X" after the word which most nearly describes your feeling 
about the maeting.) 

2. The things I liked best about this maeting were: 

3. The things I liked least about this meeting were: 

4. I have the following suggestions for improving the next meeting: 
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Exhibit No. 2 - For Group Discussions or Plena;y Sessions 

POST MEETIm REACTION SHEET 

Please check those statements below that describe most accurately your 

personal reactions to the total meeting. Be sure to read all items before 

checking alV. 

No. 

1 

2 

3 
4 
5 
6 
1 
8 
9 

10 

11 

12 

13 

14 
15 
16 
11 
18 
19 
20 

Item 

It was one of the most rewarding experiences I have ever had. 

Exactly what I wanted. 
I hope we can have another one in the near future. 

It provided the kind of experience that I can apply to mf own situation. 

It helped me personally. 

It solved some problems fpr me. 

I think it serves purpooe. 
It had some merits. 

It was fair. 

It was neither very good nor ver.1 poor. 

I was mildly disappointed. 

It was not exactly what I needed. 

It was too general. 
I am not taking any new ideas aqrw~. 

It didn't hold mf interest. 

It was much too superficial. 
I leave dissatisfied. 

It was ver.y poorly planned. 
I didn't learn a thing. 

It was a complete waste of time. 

Suggestions for improving the next meeting 

• 
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Exhibit No. 3 - Far Plenary Sessions 
(Date) 

APPRAISAL OF PLENARY SESSION 

1. Hew do you rate this presentation? 

Poor _ Mediocre Average _ Good _ Excellent _ 

(Put an "Xn after the word that most nearly describes your reeling). 

2. What did you think was the objective of this session? 

3. To what extent was this objective attained? 

Completely Partially - Just right 

4. How Ras the presentation made? 

Too fast Too sla.r Clear -
5. Was there full opportunity for discussion? Yes No 

6. What did you like about this meeting? 

7. What did you like least about this neeting? 

8. What suggestions do you have for improving the next plenary session? 
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supm LIST 

The following list was compiled from a number of different types of 

previous WffiO meetings. The quantities are rough estimates of tre requirements 

for a three-week meeting. 

Besic Supplies 

Ainnail letter paper 

Bond letter paper 

Blackboard chalk, white 

Blackboard chalk, assorted colours 

Blotting paper . 
Cleaning fluid for typewriter keys 

Carbon paper 9" x 13" 

Document envelop;ls, brown 

Envelope, heavy Manila paper approx. 10" x 15" 

Elastic bands, assorted sizes 

Envelope, airmail, small 

Envel ope, airmail, large 

File fasterers 

File holders, approx. 9" x 12" 
Hole puncher to fit the size of file fasterers 

(Item 36) 
Index cards, 3" x 5" approx. ruled 

Identification badges (plastic covers) 
circular 411 or rectangular 3" x 4" 

Ink eradicator 

Ink, blue-black, quink 

InkJ blotters, small 

Manila wrapping paper, heavy weight 
36" x 9" diameter or equal 

Mimeograph paper, 8-1/4 x 3/4" 
Mimeograph ink (black) 

Notebooks, ruled, approx. 5" x 7" 

Paper, flimsy 

Paper clips, regular 

Pap;lr clips, large 

Quantity 

110 shts 

6 rms 

2 boxes 

1 box 

10 each 

2 btls 

4 boxes 

200 each 

200 each 

4 boxes 

50 each 

50 each 

2 boxes 

. 200 each 

:2 each 

200 shts 

1 btl 

1 btl 

10 each 

:2 rolls 

20 rms 

5 tubes 

40 each 

lrm 
6 boxes 

6 boxes 

I I 

! ! 

j 

--



Basic Supplies 

Paste, regular size 

Poster paper, 42" x 31" 

PenCil sharpener, heavy duty 

Pencils, lead with eraser 

Pencils, red 

Pencils, blue 

Ruler, wood, 24" 

Ruler, 12" plastiC 

Stapling machioo, heavy duty 
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Staples for ordinary stapling machire 

Staples for heavy duty stapling machioo 

Staple removers 

Scissors, office type 

Scotch tape, 3/4" x 3" diruooter approx. 

Stenographers notebooks 

Stencils, Gestetoor No. 62 

Stencil correction fluid 

Stapling machire, ordimIY 

Thumbstacks 

Typing erasers (rubber) 

Writing pads, approx. (9 x 7") ruled 

Typewriter ribbons, black-red 

Cardboard lightweight, white 2411 x 3611 

Cheese cloth 

Drawing ink (waterproof) 1 oz. 

Gum erasers, 2" x 111 X 111 

Kodak VP No. 120 Verichrone films 

Lettering brushes, flat, 5/8 11 

Lettering brushes, f'aii, 1/4" 
Letteri~ brushes, flat, 1/811 

Lettering guide stylus pen LG S3 

Lettering guide stylus pen LG 85 

Lettering guide Be 1/2" 
Lettering guide C.L.C.F. 1/411 

Meter stick, straight edge 

Newsprint, 36" x 48 11 

Outing flannel, green, 36" 

Outing flannel, yellow, 36" 

Quantity 

1 btl 

25 each 

2 each 

B doz. 

1 doz. 

1 doz. 

6 each 

6 each 

2 each 

5 boxes 

5 boxes 

4 each 

2 each 

10 rolls 

3 doz. 

500 each 

4 btls 

2 each 

6 boxes 

6 each 

6 d~. 

6 each 

30 shts 

3 yds 

3 btls 

6 pes 

10 rolls 

2 pes 

:2 pes 

2 pcs 

lpe 

1 pc 

1 pc 

1 pc 

1 each 

200 shts 

10 yds 

10 yds 
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Basic Supplies 

Pens, lettering - square tips sizes - A-l, A-3, A-5 
round tips sizes - B-1, B-3, B-5 

Penholders for above 

Poster paint or black tempor, 2 oz. 

Poster paint blue " 

Poster paint 

Poster paint. 

Poster paint 

Poster paint. 

Rubber ceJOOnt. 

red 

yellow 

green 

white 

" 
" 
" 
11 

Staple gun (om hand compression type) 

Staples for above (5000 per box - 5/1611 ) 

Scope (Gestetner) - borrow from WPRO 

Stylus pen SP2 

Stylus pen SP] 

Scissors 4-1/2" blade with blunt. rounded points 

SUpplementary SUpplies (for educational meetings 

Sand paper 9" x 12" 

Twim or light cord (abaca) 

Water colour cups, 3" 

Water colour brush (low priced) No.1 

Water colour brush No.6 

Wax easel crayons 4-1/2" x 7/6", black jumbo 

" 11 

" " 
11 " 

" 
II 

" 

red 

blue 

green 

Quantity 

1 set 

4 only .. , 

2 jars 
2 jars 

2 jars 

2 jars " .$;. 

2 jars 

2 jars 

1 pint 

1 pc 

6 boxes 

1 pc 

1 each 

2 each 

3 pairs 

• 
50 shts 

1 ball 
~ 

6 pes 

1 pc 

2 pes 

20 pes 

10 pes 

10 pes 

10 pes 

--



.. . 

- 8;1. - APPENDIX J 

SUGGESTED ITEMS TO BE INCLUDED IN LETTERS TO GOVERNMENTS AND PARTICIPANTS 

Letter of invitation to governments includes: 

1) authorization for meeting 

(RCM WHA and date approved) 

2) subject and type of ll¥3eting 

(i.e. VD Control Seminar) 

3) sponsorship 

Indioate when held jointly with other agencies 

4) dates and place of meeting 

5) languages to be used 

6) purposes or objectives 

7) clear delineation of kind of participants desired and their 
credentials 

8) number of partiCipant places offered with request to indicate 
order of preference 

9) date fellowship applications to be received at WPRO 

10) expected outcomes of meeting 

11) advanced visits to countries by consultants, staff, etc. (if 
part of meet:ing) 

12) information or working papers desired from governments and 
participants and/or suggestions for meeting content. (if desired) 

13) programme of work or content outline (if desired) 

14) host country (if not held at WPRO) 

15) entitlements of partiCipants (travel and per diem) 

16) indicate that upon receipt of participant nominations, 
Organization will contact participants directly. 

17) indicate participants are not representatives of their governments 
but are selected because of their qualifications and ability to 
contribute to exchange of scientific ideas. 
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Letter of acceptance to participants but sent through their governments. 

Covering letter to governments includes: 

1) name of participants accepted 

2) 

3) 

4) 

date and place of meeting 

partiCipant entitlements 

Organization not responsible for expenses ar~s~ng out of Sickness, 
injuries, other disabilities or death of participant 

5) working papers or information to be prepared (if desired). 

Letter of acceptance to participants contains: 

1) place and dates of meeting 

2) kind of travel prOVided, and types and amounts of allowances 

3) 

4) 

how travel tickets will be provided and allowances paid 

Organization not responsible for expenses arising out of 
sickness, injuries, other disabilities or death of partiCipants. 

5) date participant should arrive at lIB eting 

6) submission of narrative report in triplicate summar~Z1ng and 
evaluating partiCipant's experience at meeting 

7) participants are not representatives of their governments but 
are selected because of their qualifications and ability 
to contribute to exchange of scientific ideas. 

8) working papers or information to be provided (if desired) 

9) further information about the meeting to be foxwarded. 

.' 
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PRE-MEETING INFORMATION BULLETINS 

(The following sample bulletins were prepared for the Second Dental Health Seminar) 

DENTAL HE.iILTH SEMINAR Wffi/DH/IB/l 
16 December 1957 

Adelaide, Australia 
10-20 February 1959 ORIGINAL: ENGLISH 

INFOOMATION BULLETIN NO.1 

This is the first of a series of Information Bulletins which will be 
issued from time to ti~ between now and the opening date of the seminar. 
The contents of this series will cover all aspects of the seminar other 
than the technical papers which will be issued in a document series 
Wffi/DH, ~ach document receiving a separate number for ease of reference. 

Information Bulletin No. 1 contaire a suggested outline to be issued in 
preparing papers on dental health services in the country of each partici
pant. It is felt that use of this outline will make it easier to note 
differences in dental health services and ident1f,y the factors responsible 
for these differences. 

1. History of the Developnrant of the Programme 

2. Organization and Administration of the Programme 

2.1 Programme plrul 

2.2 Line of authority 

2.3 Annual budget and source of income 

2.4 Methods used in collection of data 

2.5 Number and kind of personnel and rrumber receiving dental car 

2.6 Dental service rendered: public clinics, school clinics, or 
in private dental offices 

2.7 Programme eValuation 

3. Services Available 

3.1 Curative services 

3.1.1 Age-groups eligible for service and percentage receiving 
care 

3.1.2 Types of dental services rendered 

3.1..,] Orthodontic services, extent and type 
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3.2 Preventive services 

3.2.1 Fluoridation of water 

3.2.2 Topical fluoride 

3.2.3 Other uses of fluorides 

3.2.4 Dietary control 

3.2.5 Caries susceptibilit,r tests 

3.2.6 Oral hygiene habits 

3.2.7 Interceptive orthodontics 

3.2.8 Other 

3.3 Dental health education services directed toward: 

3.3.1 Pre-school and schoolchildren 

3.3.2 Teachers 

3.3.3 Profession (postgraduate - type of undergraduate training 
am clinical experience at dental school, and 
pre-service and in-service training in 
dentistry for children) 

3.3.4 Public 

3.4 Research and special projects 

3.4.1 Discussion of activities conducted to improve dental 
health services ani the geooral dental programme 

Plans under way or being considered for changing in any way the 
dental health services now remered to the public. 

INFORMATION BULLETIN NO.2 

This Bulletin gives background information about the Dental Health 
Seminar, preparations bei~ undertaken and the physical facilities which will 
be provided the participants when they arrive at Adelaide in February 1959. 

1. BACKGROUND INFORMATION 

At the request of the Australian Government, and in keeping with the 
interest stimulated in dental health following the WHO Dental Health 
Seminar in 1954 in New Zealand, the Regional Committee for the Western 
Pacific Region approved the organization of a WHO Dental Health Seminar 
in Adelaide from 10 to 20 February 1959 in conjunction with the XV 
Australian Dental Congress (23-27 February). The terminology "attendance 
at the seminar II includes attendance at the XV Australian Dental Congress 

• -

• 
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although the two meetings will be separate. The duration of the seminar 
will therefore be 10-27 February. 

PLACE 

The Seminar will be held in the Mawson Building, University of 
Adelaide. The building is located 150 yards from the University 
cafeteria which has ample facilities for mid-dqy meals. 

DURATION 

The seminar will be held from 10 through 20 February J and will 
include attendance at the XV Australian Dental Congress from 23 through 
27 February 1959. 

4. LANGUAGE 

The English language will be used exclusively during the semi.na.r 
proper and the Congress. 

5. RELATION WITH THE XV AUSTRALIAN DENTAL CONGRESS 

Participants in the seminar will be granted Honorary Scientific 
Membership enabling them to partiCipate in the Dental Congress. 
Appropriate membership cards will be issued to participants during 
the seminar. 

6. PARTICIPANTS 

Eighteen countries from the Western Pacific Region have been invited 
to send participants to the seminar. A total of forty partiCipants are 
expected. 

The South-East Asia and Eastern Mediterranean Regional Offices are 
expected to send seven participants each from countries in their 
respective areas. 

To maintain a geographiC balance among the countries invited 
Australia will be given a share of ten participants. 

7. OBSERVERS 

The South Pacific Commission, United States International 
Co-oparation Administration, Colombo Plan and International Dental 
Federation are being invited to send, at the expense of the individual 
organizations, one observer. 

8. WORKING HOURS 

The sessions will be held in the morning at 9:00 to 12::30 ani in the 
afternoon at 2: 00 to 5: 00. Saturday, 14 February will include morning 
sessions. Saturday, 21 February will be free • 
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9. TRANSPORTATION 

Although distance between the Mawson Building and St. Mark's College 
is reasonable, involving about a ten-minute walk, it is hoped to arrange 

~ I 

a bus service in order to ensure the punctual start of the morning meetings .,.1 
and spare the partigipants from walking in the afternoon heat (likely 
temperature over 90 F). 

10. ACCOMMODATION 

Participants will be accommodated in St. Mark's College. Each 
participant will have an individual room with a writing table and adequate 
furniture. It is considered a definite advantage to have all participants 
living together to promote professional and personal contacts. Ten rooms 
will also be reserved in the South Australia Hotel. 

11. MEALS 

St. Mark's College will provide breakfast and evening meals during 
week days; on week-ends three meals will be served; no allowance will be 
made for meals missed. Mid-day meals are available during week days at 
the refectory of the University of Adelaide on a cafeteria basis. 
Participants will have special facilities for morning and afternoon 
tea during the seminar break. PartiCipants will also use the George 
Murray Lounge located next to the cafeteria (with facilities for showers 
and rest). 

12. FER DIEM PAYMENl' 

13. 

Participants will receive per diem payment in Australian currency, 
amounting to Aust. M per day, from a m,ember of the WHO Secretariat in 
Adelaide. Cost of board and lodging at the St. Mark's College will amount 
to approximately ~ per day. It is possible that arrangements can be 
worked out so that the WHO Area Representative can pay in advance per diem 
of participants upon their arrival in Sydney. The Area Representative is 
Dr. J .M. Cruikshank with address at 34 Martin Place, Telephone B.W. 3571. 

RECEPl'ION OF PARTICIPANTS 

The Area Representative, ~dney, or his office staff, will meet 
participants arriving in Sydney. In Adelaide the Local Organizing 
Committee and officials of the Australian Dental Association will meet 
personnel attending the Seminar on arrival and conduct them to their 
quarters. Similar arrangements will be made on departure. 

14. POSTAL ADDRESS 

WHO Dental Health Seminar 
Universi~ of Adelaide 
North Terrace 
Adelaide, South Australia 

Cable Address: DENTAL SEMINAR, QUARANTINE, ADELAIDE 

.. I ... , 
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15. 

16. 

17. 

18. 
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GROUP PHOTOGRAPH 

The Local Organizing Committee will arrange for a group photograph 
of the seminar participants and Faculty. 

SOCIAL ffiOGRA.MME 

It is envisaged that social functions will be kept to a minimum in 
order to give participants freedom of contact between themselves and with 
members of the profession in Adelaide. The Lord Mayor of the City of 
Adelaide may give an official reception, and a second official reception 
duriIl:': the seminar might be given by the United Nations Association, South 
Australia Branch. During the Dental Congress, a reception of the Australian 
Dental Association will include participants to the seminar. 

MEDICAL ATTENI'ION 

Although WHO is not responsible for illness or accidents to partici
pants or observers, the Local Organizing Committee will make suitable 
arrangements for a medical practitioner in Adelaide to be called on in 
case of sudden illness of a participant. 

OTHER ADMINISTRATIVE ASSISTANCE 

Name tags will be provided for each partiCipant. These will bear the 
name and country represented in half-inch lettering to be fiXed to the 
participant's lapel. 

An enquiry desk will be located at the entrance of the building where 
partiCipants can deposit and receive their mail. 

Two bulletin'boards (.3 x 2 ft.) will be provided for display at 
prominent places. 

19. RJBLIC INFORMA.TION 

The Local Organizing Committee will be asked to assist with the initial 
liaison with the press am radio. The Secretary of the XV Australian 
Dental Congress has kindly undertaken to arrange for dental equipment am 
supplies to be displayed at the approaches to the Mawson Building, or azv 
other suitable place. 

INFORMATION BULLETIN NO • .3 

This bulletin was sent on .30 June 1958 and dealt with the conduct of the 
seminar. 

INFORMATION BULLETINS NOS. 4- 7 

These bulletins were sent on 11 September, 14 November, 15 December 1958 
and 8 January 1959. They dealt with travel schedules, staff and participant 
rosters, working papers, tentative ag~nda and final general information • 
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REFERENCES 

The following selected references are offered for those who wish further 

information about the concepts, IOOthods and procedures given in this guide. 

These and other useful references can be found in the WPRO Librar,y: 

1. ADULT EDUCATION ASSOCIATION OF THE USA. Series of Leadership Pamphlets. 

1. How to lead discussion 
2. Planning better programs 
3. Understanding how groups work 
4. How to teach adults 
5. How to use role playing am other tools of learning 
6. Training group leaders 
7. Conducting workshop and institutes 
8. Conferences that work 

2. Braden, W.W. et al. Oral decision making: Principles of discussion 
and debate. Harpers, 1955. 

3. Central Council for Health Education, London. Group discussion in 
educational, social and working life. London, The Councll, n.d. 92p. 

4. Cartwright & Zander. Group dynamics. Research and theor,y. Row Peterson, 
1956. 

5. Diederich, P.B. & Til, W. van. The workshop. A summary of principles 
and practices of the workshop movement. The Interstate Printers 
and publishers, Inc. 

6. Ginsburg, E.L. Public health is people. The Commonwealth Fund, 1950. 

7. Johannot, H. L'individu et les groupe; les relations entre humains, le 
role des leaders, le travail en equipe. Neuchatel, Paris, 
TIelachaux et Nieste1, 1953. 143p. 

8. Kelly, E.C. Education for what is real. N.Y. Harpers & Bros. 1947. 

9. Kelly, E.C. The workshop wgr of learning. N.Y. Harpers, 1951. l69p. 

10. Thelen, H.A. pynamics of groups at work. Univ. of Chicago Press, 1954. 
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