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Introduction  

What is the Immunization Training for Medical Officers? 

The Immunization Training for Medical Officers is a course that teaches the 

standard procedures for the management of the Universal Immunization Program 

(UIP) at the PHC/CHC level. The training contains two segments: a two-day 

classroom training followed by a one-day Field visit. 

Table 1.1 Immunization Training of Medical Officers: An Overview 

Duration  3 days 

Participants Medical Officers who are responsible for the management of the 
Universal Immunization Program (UIP) at PHCs/CHCs and District 
Immunization Managers (e.g. DIOs, CMOs, etc) 

Batch Size Approximately 20 Medical Officers per batch 

 

Facilitators Trainers with expertise in both the Immunization Program as well as 
in training techniques. 

Facilitators per batch 4 facilitators. Each facilitator facilitates a group of five participants 
throughout the course. 

Venue SIHFW, HFWTC/Regional Training Centre, Medical College or other 
training centers with appropriate facilities 

How can this Facilitator’s Guide help you? 

The Facilitator’s Guide provides guidelines for conducting the training in a uniform 

manner. It will help you to communicate the material in the handbook to the 

participants. It also gives guidelines to conduct the Field Training at the PHC/CHC 

and the immunization session site. 
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Program Schedule and Methodology for the Immunization Training of Medical Officers 

Time Sessions Individual 
Exercise 

Group 
Exercise 

Brain-
storming & 
Discussion 

Role Play Demonstratio
n & Practice 

Reading 
Handbook Poster 

Film/ 
Presen-
tation 

DAY 1 
09.00-09.30 Registration Registration         

09.30–10.00 Pre testing  Pre-test       Test Scoring Chart  

10.00-10.30 
Introduction of  
Participants  

 “Find the Match” 
Game 

      

10.30-11.30 
Participants’ 
Expectations 
&Training Overview  

Expectations of 
Training 

Responsibilities of 
Medical Officers in 
Immunization 

Ground Rules 
of Training 

   Learning Objectives  

11.30-12.00 

National 
Immunization 
Schedule & FAQs 
(Unit-2) 

 Crossword Puzzle    NIS & FAQs Learning Objectives  

12.00-13.00 
Planning 
Immunization 
services (Unit-3) 

 Preparation of 
Microplans 

    Learning Objectives Steps in 
Micro-
planning 

14.00-14.10 Warm-up 1  “Clap” Game       

14.10-15.30 

Cold chain & 
logistics 
management  

(Unit-4) 

Emergency 
Plan for 
Vaccine 
Storage 

Temperature 
Monitoring Chart 

  * Conditioning of 
Ice-Packs 

* Packing Vaccine 
Carriers 

* Reading 
Thermometers 

* Preventive 
Maintenance 

* Logistics 
Formats 

* Learning Objectives 

* Vaccine Sensitivities,  

* Correct Use of Cold 
Chain Equipment,  

* Min/Max Inventory 
Control System 

 

15.30–16.00 
Safe injections & 
Waste disposal 
(Unit-5) 

  Unsafe 
Injections & 
Injection Safety 
Equipment  

  ADS syringes, 
Hub-cutter, red 
and black (waste 
disposal) bags 

Design of Safety 
Pit/Tank 

* Learning Objectives  

* CPCB Safe Disposal 
Guidelines  

 

16.00–17.00 

Adverse Events 
Following 
Immunization 
(AEFIs) (Unit-6) 

 * AEFI Jigsaw  

* Common 
programmatic 
errors 

* AEFI Case Study   

Definition of 
and 
experiences 
with AEFIs  

  Common Program 
Errors leading to 
AEFIs 

Learning Objectives  

17.00–17.15 
Evaluation of the 
Day 

 “Positive and 
Negative” Chairs 
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Time Sessions Individual 
Exercise 

Group 
Exercise 

Brain-
storming & 
Discussion 

Role Play Demonstratio
n & Practice 

Reading 
Handbook Poster 

Film/ 
Presen-
tation 

DAY 2 
09.00–09.15 Program of the Day         

09.15–10.15 

Community 
Involvement & 
Communication 
(Unit-7 )  

  * Types of 
communities & 
Stakeholders 

* Channels of 
Communication 

Reasons for 
left outs, 
dropouts and 
fully 
immunized 

 * Community’s 
Role in Supporting 
Immunization 

* Communication 
Plan 

* Learning Objectives 

* Steps in Community 
Involvement  

* 4 key messages 

 

10.15-12.00 
Supportive 
supervision (Unit-8) 

 * Steps for 
Supportive 
Supervision 

* Supervision 
Checklists 

Supportive 
Supervision 
versus Control 
Approach 

Effective and 
Ineffective 
Supervision 

 Steps for 
Supportive 
Supervision 

Learning Objectives  

12.00-13.00 
Records, Reports & 
RIMS (Unit-9) 

 * Monthly UIP 
Reports 

* Coverage 
Monitoring Chart 

Records and 
Reports 

Recording 
and Reporting 
Formats 

RI Card, Tracking 
Bag, MCH 
Register, Tally 
Sheet, UIP 
Reporting Formats 

Recording and 
Reporting Formats 

* Learning Objectives  

* Coverage Monitoring 
Chart 

 

14.00-14.10 Warm-up 2 
 “Post Office” 

Game 
      

14.10–15.30 
Using data for 
action(Unit-9) 

 * Compilation and 
Analysis of Data 

* Action Plan for 
Increasing 
Immunization  

   Steps in Using 
Data for action 

* Learning Objectives   

15.30-17.00 
VPDs & 
Surveillance of 
VPDs (Unit-10 ) 

Card Game on 
Standard Case 
Definitions 

Surveillance Data 
Analysis 

    * Learning Objectives  

* Steps for VPD  

* Surveillance & OR 

VPDs 

17.00-17.20 
Film on 
Immunization  

       Immunizat
-ion 

17.20–17.30 
Preparation for 
Field Visit & 
Evaluation of Day  

 “String Game”       

DAY 3 

08.00-14.30 
Field visit – (Units-  
3,4,5,6,7,8,9 & 10) 

 Supervision 
Checklist 

      

14.30-15.00 
Course Evaluation 
& Feedback 

* Post Test  

* Feedback  

     Scoring Chart  

15.00–15.30 
Distribution of 
Certificates & 
Conclusion 

Certificates        
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Preparatory Timelines  

Three months before 

 Adapt the formats to reflect the state-specific program 
The Handbook contains several useful formats and guidelines that are either in use 
or are suggested for introduction across the country. However, in certain states, the 

formats and guidelines may require adaptation based on specific program needs. In 
consultation with the SIO and the State Cold Chain 
Officer: 

 Decide if any component should be adapted based 
on existing state program needs.  

 Review all formats and guidelines in Handbook. 

 Compare these with the ones currently used at the 

PHC/CHC level in your state.  

 Make changes in the materials only if required 

If a format or guideline will be used in the training that is 
not in the handbook, provide participants with an addendum. If a format or 
guideline will be modified, substitute the format or guideline in the appropriate 

places in the Handbook and refer to those changes in a corrigendum. Then, make 
the corresponding changes in the Facilitators’ Guide. 

 Select a training venue 
The training venue should preferably be a state-level training institute such as 

SIHFW. In case, this is not available or adequate for timely completion of training in 
the larger states, training can also be held in HFWTCs/RTCs, Medical Colleges or 
other training centers equipped with the following facilities: 

1. A classroom that is: 

 available for the duration of the training 

 large enough to accommodate 24 people  

 uncluttered to allow arrangement of tables and chairs 
to accommodate  four small groups (of 1 facilitator, 5 
participants)1 

 adequately ventilated and well-lit 

 if the room has windows, blinds are needed to block 
outdoor light when using the overhead projector 

 free from distractions such as traffic or  noise  

 supplied with electricity/power backup 

                                       
1 or arrange additional adjoining rooms for group-work (one or two groups may stay in the plenary room) 
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2. Lodging that is: 

 available for the duration of the training (i.e.for at least four nights and four 
days lodging for participants) 

 located in (or within walking distance of) the training location 

 adequate for the facilitators and participants 

 able to provide meals for participants 

 Select State-level Training and Immunization Experts as Facilitators 

 Seek the help of senior state health officials in identifying state-level personnel 

with a background in immunization or in-service training duties.  

 These personnel will be trained as facilitators in the national ToT.  

 The facilitators should be available during all the three days of the training as 

well as for preparatory work. 

 Prepare a training calendar 

 Prepare the training calendar in consultation with 

Immunization program managers and SIHFW 
officials. The training calendar should take into 
consideration:  

 the training load 
 availability of training days 

 availability of training venues 
 availability of facilitators 
 other training courses for Medical  Officers 

Two months before 

 Conduct advocacy meeting with senior state and district-level health 
officials 

 Apprise senior state officials about the importance of the three-day training in 

building the capacities of Medical Officers to better manage the UIP. 

 Give a brief overview of the training course. Tell the proposed training dates, 

schedule and venue. 

 Seek official approval for the proposed training calendar and commitment for 

deputing Medical Officers to attend the training.  

 Select Medical Officers to be the participants. 

 Seek the help of state and district officials to submit lists of Medical Officers that 

would attend the training course.  

 Compile a list of those who will attend the training. The list should include the 

names of the participants, names of their PHCs/CHCs and contact details. 
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 Prepare and send a letter of invitation to each Chief Medical Officer  
The letter (see Annex 1) should be from the State’s Health Department or the 

training institution and should: 

 Briefly describe the need for strengthening the UIP, the purpose and 
organization of the Immunization training of Medical Officers, including the field 

visit. 

 Specify the training venue, dates, desired arrival and departure times, travel 

arrangements and TA/DA. 

 Stress the importance of participants attending the entire training course. 

 Make arrangements for facilitators’ and participants' travel and TA/DA 

 Ensure that funds are available for conducting the training (See Annex 2). 

 Collect all training supplies. 

 Review the training supplies listed in Annex 3. Amounts 
listed are total amounts needed, based on 20 participants 
per training batch. Adjust the amounts as needed if your 

training course will have more or fewer people in 
attendance. 

 Keep the supplies organized. Supplies should be easily 
accessible and organized in the order that they will be 

used during the training. Secure the supplies in a locking 
closet or cabinet. During the training, facilitators will further 
organize the training course supplies. 

 Prepare Training Course certificates 

 Prepare and print adequate participant certificates (see 

Annex 4) 

One Month before 

 Meet the facilitators to assign specific topics and 
other responsibilities 

 Decide which facilitator will do what. 

 Confirm that the facilitators are prepared with the subject content and familiar 

with the training techniques involved. 

 Finalize the training agenda  

 Review the suggested training agenda  

 Make minor adjustments to the schedules, if required. 
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 Select four Field Visit Sites  
Suitable Field Visit Sites: 

 Are PHCs/CHCs near the training location 

 Have electrical cold chain equipment to store vaccines 

 Have a system to safely dispose injection waste 

 Have immunization records and reports 

 Have staff willing to cooperate with the field trip activities. 

 Preferably provide Immunization services in the facility itself. If this is not so, 
select a nearby immunization session site that should also be visited. 

 Prepare a list of field visit sites, including address, phone and name of person in 
charge 

One Week before 

 Liaise with concerned officials to get their confirmation for the field visit  

 Arrange for vehicles/ transport for the field visit 

 Arrange for use during the sessions: 

 Microphone 

 LCD/ OHP 

 TV and VCD player 

 Training course banner 

 

 Identify other support staff  

 Identify staff that will assist in the training particularly for tasks such as 

handling the microphone speaker, for photocopying and arranging the furniture. 

One day before 

 Prepare the classroom 

 Check that the classroom is prepared. Arrange the seating so participants can 

see and communicate easily with each other and with facilitators. Set up desks 
or tables in a U-shaped arrangement.  

 Make arrangements to keep the room tidy 

 Test that mike, LCD/OHP, generator are in good working order 

 Put up the workshop banner in the classroom 

 Meet with training venue staff 

 Confirm lodging facilities and tea/meal service during the training based on the 

number of participants. 
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 Make arrangements for the training course photograph 
The photograph of facilitators and participants should be taken on the first day, for 

distribution at the end of the training course. 

 Establish a time and place for the group photograph.  

 Confirm arrangements with the photographer. 

 Meet with facilitators and review plans for Day 1 

 Review the schedule for the first day, including the time and location of 

registration, the opening ceremony, and the scheduled training course sessions. 

 Confirm that the facilitators are prepared and have what they need at all times.  

 If facilitators are to conduct parts of sessions, review who will do what. 

During the training 

 Observe facilitators as they conduct the training course 

 Check whether facilitators follow the guidelines in the Facilitators’ Guide. If 

information is omitted, point out the missing material to the facilitator who is 
not presently speaking. Ask her/him to include it before 

the lead facilitator continues with the next session.  

 Observe each facilitator's technique of presenting 

material and leading the training course activities. Refer 
to monitoring checklist (Annex 5). Record techniques 

performed well and techniques that could be improved. 
You can discuss your observations with the facilitators in 
the evening facilitator meeting.  

 Monitor the time spent on each session. Encourage 
facilitators to keep to the schedule. 

Day 1 

 Help register participants. 

 Conduct the training course. 

 Before the end of the day, take the group photograph. 

 Conduct the Facilitator Meeting.  

 Give specific and constructive feedback to facilitators, as needed. 

 Review sessions scheduled for Day 2. 

 Check that facilitators prepare and organize the materials that they would need 
for Day 2 
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Day 2 

 Distribute the list of facilitators and participants to everyone attending 
the training. 

 Conduct the training course. 

 Contact the field trip facilities.  

 Confirm the scheduled field visit.  

 Reconfirm travel arrangements for all groups 

 Conduct the Facilitator Meeting 

 Give specific and constructive feedback to facilitators, as needed. 

 Review sessions scheduled for Day 3. 

 Check that facilitators prepare and organize the materials that they would need 

for Day 3 

 Prepare training certificates.  

 Write in the names of the participants who complete the training. 

Day 3 

 Conduct the field visit 

 At the end of the visit, give a thank-you note (signed by all participants). to the 

person in charge of the PHC/CHC 

 Conduct the training course 

 Take care of all remaining administrative work. 

 Supervise the packing up of all training materials. Check that the training course 

location is left clean and in good condition. 

One week after 

 Write the report of training course (Annex 6). 

Six months after 

 Conduct on-the-job performance evaluation of trainees (Annex 7)
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Registration 

Session Objectives 
This session will enable you to:   

 Prepare a list of training course participants and their contact details 

 Distribute training materials to the participants. 

Time 
30 minutes 

Session Overview 
A. Registration 

Materials 

 Participants’ Registration Form (Annex 8) 

 Folder/Bag for each participant containing:  

 Immunization Handbook for Medical Officers  

 Notepad  

 Pencils and pen 

 Name tag 

 TA/DA form 

A. Registration (30 minutes)  
1. Ask the participants to fill in the Participants’ Registration Form (Annex 8) 

2. Distribute the folders containing the handbooks and other materials to the 

participants 

3. Based on the completed registration form,  type a new list containing: 

 Names of each of the four facilitators, title and address 

 Names of each participant, title and name of PHC/CHC and address 

 When the list is complete, make enough copies to distribute to everyone in 

the training course. 
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Pre-Testing 

Session Objectives 
This session will enable you to:   

 test participants’ knowledge prior to the training 

 identify areas that require greater attention during the training  

Time 
30 minutes 

Session Overview 
A. Pre-test questionnaire (15 minutes) 

Materials 

  Pre-test questionnaire (Handout 1)  

 Test Scoring chart (Poster 1)  

 Tape to fix scoring chart in the classroom wall. 

 Marker pens/ Colored tapes (two colors) 
 

A. Pré-test Questionnaire (15 minutes)  
1. Distribute copies of the Pre-test questionnaire 

(Handout 1) to all participants. Tell 

participants that they have 15 minutes to fill 
in the answers. Ensure that participants 

do not consult their handbooks. 
2. Collect all the filled-in tests at the end of the 

stipulated 15 minutes. 
3. Assign a facilitator to correct the tests and 

calculate the percentage of correct answers 

to each question by the end of Day 1.  
4. Plot (using colored tape or marker pens) the 

percentage of correct answers to each 
question on the Test Scoring Chart (Poster 1) 

5. Display the scoring chart in the classroom. 

This will inform the participants about their 
scores before the training.  

6. Identify weak areas (with less than 50% 
correct responses) which need to be 
emphasized during the training. 
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“Find the Match” 

Game: Rules 

1. Find out who has the 

matching card and form 

a pair. 

2. Find out from your 

partner, (in 5 minutes) 

his/her name, place of 

work, hobbies, etc. 
 

 

Introduction of Participants  

Session Objectives  
This session will enable you to:   

 Introduce participants and facilitators to each other. 

 Create a friendly and comfortable environment in the classroom. 

Time 
30 minutes 

Session Overview 
A. ―Find the Match‖ Game (5 minutes) 
B. Introduction of participants (25 minutes) 

Materials 

 Matching Picture Postcards (Annex 11) 
 

A. “Find the Match” Game (5 minutes) 
Make sure that the number of post-cards  
(Annex 11) equals that of the number of 
participants and facilitators. If the total number of 

the participants is an odd number, include one of 
the facilitator in the game. 

1. Tell participants that now it is time for getting 

to know each other a little better. 

2. Shuffle the pack of picture postcards and ask 

participants to pick one card each. 

3. Display the rules on the pre-prepared Flipchart. 

Read it aloud.  

  

B. Introduction of participants (25 minutes) 
1. Once participants find their partners, help seat them for the interaction in pairs. 

Ensure that the interaction ends in the 5 minutes. 

2. Seat participants in a semi-circle and invite a pair to face the rest of the 

participants and introduce their partners. Remind participants that they have to 

introduce their partner in not more than one minute.   



 

19 
 

Topics Covered 

 

 
 
 

 

 

 

 

 

Topics NOT Covered 

Participants’ Expectations 

and Training Overview  

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

 describe the content and methodology of the training  

 list the responsibilities of Medical Officers in Immunization (Unit 1) 

Time 
60 minutes 

Session Overview 
A. Expectations of the training (20 minutes) 

B. Training Content and Methodology (10 minutes) 

C. Responsibilities of Medical Officers in the Immunization Program (30 minutes) 

Materials 

 Learning Objectives (Poster 2) 

 VIPP cards/ post-card sized chart papers cut into rectangles 

 Agenda for Immunization Training of Medical Officers (Handout 2) 

 Flipcharts and Marker pens 

 

A. Expectations of the Training (20 minutes) 
1. Greet participants and read aloud the posted 

Learning Objectives (Poster 2). 

2. Distribute three cards to each participant.   

3. Ask participants to write (within 10 minutes) 

on each card, one topic that they expect to 

learn during this training.  

4. Collect and read aloud the cards one by one. If 

the topic will be covered in the training, paste 

the card on a Flipchart under ―Topics Covered‖. 

If not, paste it under ―Topics Not Covered‖ and 

explain why. 
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Ground Rules of Training 

 Active participation and informality 

are encouraged   

 All points of view are acceptable 

and respected 

 Start on time and end on time 

 Mobile phones in silent mode 

 Respect the direction of the 

course coordinator 

 No-one will monopolize the training 

 No cross-talking between 

participants  

 Do not interrupt others when they 

speak. Allow them to complete 

B. Training Content and Methodology (10 minutes) 

1. Distribute the agenda for the 3-day training (Handout 2) and ask participants to 

consult it for the topics to be covered.  

2. Explain that the training has been designed to enable participants to learn by 

doing. Therefore, it involves a variety of participatory training methods such as: 

 Ice breakers and energizers 

 Group exercise/ discussion 

 Quiz/matching game 

 Brainstorming 

 Role plays 

 Demonstration and practice 

 Field visit  

 Films

3. Explain to participants that as facilitators 

throughout the course, you will: 

 Guide participants through course activities 

 Answer questions or find answers  

 Clarify confusing information  

 Lead group discussions, individual 

exercises and role-plays. 

 Give individual feedback on exercises  

 Solve logistical issues (stay, transport 

etc). 

4. Ask participants, one by one, to suggest 

the ground rules for training. After the 

entire group agrees, write the rules on the 

flipchart.   

5. Paste the flipchart on a wall for view during the 

entire 3 days of training. 

C. Responsibilities of Medical Officers in Immunization (30 minutes) 

1. Divide the participants into four groups and ask the groups to list the 

responsibilities of Medical Officers in Immunization (Group 1: Planning; Group 2: 

Cold chain and logistics; Group 3: Supervision, Monitoring and Surveillance; 

Group 4: Community involvement and Communication) 

2. Ask each group to write responses on a flip chart. Add the missing points from 

Page 17-18 of the handbook . (10 minutes). Select a representative to present 

to the plenary  

3. Reassemble the groups, display the flipchart and ask the selected group 

representatives to present for 5 minutes each (20 minutes). 
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National Immunization 

Schedule and FAQs (Unit 2) 

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

 List vaccines, timings, dosage and routes in the National Immunization Schedule  

Time 
30 minutes 

Session Overview 
A. Crossword puzzle on the National Immunization Schedule (20 minutes)  

B. NIS and Frequently Asked Questions (10 minutes) 

Materials  

 Learning Objectives (Poster 3) 

 Crossword Puzzle (Handout 3) 

A. Crossword puzzle on the National Immunization Schedule  
(20 minutes) 
1. Greet participants and read aloud the posted Learning Objectives. (Poster 3) 

2. Divide the participants into four groups and distribute the 

crossword puzzles (Handout 3) to each participant.  

3. Tell the participants that they will have to solve a 

crossword, within 10 minutes in their assigned group. 

The first group to answer correctly would present the 

results to the rest of the participants. Explain the rules to 

participants who are not familiar with crossword puzzles. 

4. Ask a representative from the group that has correctly 

filled in the crossword to present the answers to all the 

participants. Discuss the answers for 10 minutes. 

B. NIS and Frequently Asked Questions (10 minutes) 
1. Ask participants in the group to read the NIS and FAQs in the Handbook and 

discuss. 
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Planning Immunization 

Services (Unit 3) 

 

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

 List the components of a microplan 

 Develop a microplan at sub-centre and PHC levels  

Time 
60 minutes 

Session Overview 
A. Steps in Micro-planning (15 minutes) 

B. Preparation of Microplans (45 minutes) 

Materials  

 Learning Objectives (Poster 4) 

 Flipcharts and Marker pens 

 OHP/LCD 

 SC Microplan Template (Handout 4)  

A.  Steps in Micro-planning (15 minutes) 
1. Read aloud the posted Learning Objectives  

(Poster 4) 

2. With the help of the presentation on microplanning 

list the components of a microplan and explain the 

steps in preparation of microplan.  

B. Preparation of Microplans (45 minutes) 
1. Divide participants into 4 groups and distribute the SC 

Microplan Template (Handout 4) to all the participants. 

2. Ask each group to prepare a map and fill in the template in the handout within 

20 minutes. Then a representative from each group would present to the 

plenary for 5 minutes each. 

3. Summarize the points discussed. 
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Warm Up – 1 Clap! 

Time 
10 minutes 

Instructions 

 Seat all participants in a circle. Tell the person on your right to say aloud ―one‖. 

The person to his or her right, then says the next number, .i.e ―two. 

 In this manner all members count out loud around the circle. However, each 

person whose number is a multiple of 3 (3, 6, 9, 12, etc.) must CLAP instead of 

saying the number. The next person continues the normal sequence of numbers.  

 Example:  

 The first person starts with saying ―1‖ 

 The next one says ―2‖ 

 The third person, instead CLAPS 

 The next person says ―4‖ 

 Anyone who fails to CLAP or who makes a mistake with the number that follows 

CLAP! is disqualified.  

 The numbers must be said rapidly (5 seconds maximum); if a participant takes 

too long to say her/his number, s/he is disqualified.  

 The last two participants left are the winners.  

Note: To make this energizer more interesting, when a specific number is 

reached (e.g., 30) have the participants count backwards towards 

zero. Another variation of the game is to have participants 

DANCE or say‖BOOM‖ instead of clapping during multiples of 

three. 
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Cold Chain and Logistics 

Management (Unit 4) 

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

 Describe the importance of keeping the vaccines in correct temperatures until 

they are administered 

 List and demonstrate the correct use of the cold chain equipment and correct 

procedures for keeping the vaccines. 

 Correctly interpret the temperature monitoring devices. 

 Institute preventive maintenance measures for cold chain equipment and 

contingency plans in case of break-down of equipment  

 Follow the steps for managing logistics of vaccines and other supplies  

Time 
80 minutes 

Session Overview 
A. Vaccine Sensitivities and Correct use of Cold chain equipment (15 minutes) 

B. Demonstration of Cold Chain Equipment (15 minutes)  

C. Temperature Monitoring (5 minutes) 

D. Preventive Maintenance and Repair (5 minutes) 

E. Planning for Emergencies (15 minutes) 

F. Logistics Management (25 minutes) 

Materials  

 Learning Objectives (Poster 5) 

 Vaccine Sensitivities (Poster 6) 

 Correct Use of Cold Chain 
Equipment (Poster 7-9) 

 Cold chain equipment, icepacks, 
vaccine vials for shake test and 
VVM 

 Temperature monitoring chart 

(Handout 5) 

 Emergency Plan for Vaccine 

Storage (Handout 6) 

 Minimum/Maximum Inventory 

Control System (Poster 10) 

 Flipcharts and Marker pens 
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A.  Vaccine Sensitivities and Correct use of Cold chain Equipment  
(15 minutes) 

1. Read aloud the posted Learning Objectives (Poster 5). 

2. Emphasize that the aspects of cold chain covered during this session would be 

further explained during the field visit on the 3rd day.  

3. Ask participants to define cold chain and its key elements 

4. Explain vaccine sensitivities with the aid of the ―Vaccine 

Sensitivities Poster.  

5. At this point, in order to demonstrate the correct 

conditioning of ice-packs, place the 4 frozen ice-packs on the 

table. Draw participants’ attention to what you are doing 

(conditioning ice-packs) and why you are doing it (so as to 

not damage freeze-sensitive vaccines in the vaccine carrier). 

These ice-packs would be conditioned during time taken in 

the next step and be ready for demonstration. 

6. Divide participants into 4 groups. A facilitator accompanies each group and 

explains, one by one, the posters on the correct use of Cold Chain 

Equipment (Posters 7-9). Devote 2-3 minutes for each poster. Ensure that 

there is smooth movement of groups from one poster to another.  

B. Demonstration of Cold Chain Equipment (15 minutes)  
1. Conditioning of Ice-Packs: Ensure that participants are so seated that they 

can clearly see the facilitator. First, tell participants that the ice-packs have been 

put on the table for a while and it is now time to check 

whether or not they have been conditioned. Point 

out condensation (sweating) on the ice-packs. Pass 

on the ice-packs to the participants while keeping 

one for yourself. Keep the ice-pack close your ear 

and if you hear the sound of water on shaking, tell 

the class that the ice-pack appears to have been 

conditioned. Ensure that all participants have an 

opportunity to shake the ice-packs and hear for water. 

2. Packing Vaccine Carriers: Tell the participants that it is now time to practice 

how to pack a vaccine carrier correctly. Again ensuring that all the participants 

can clearly observe what you are doing, demonstrate the correct procedure of 

packing vaccines in the carrier. Remember to explain each step as you 

demonstrate the procedure. Allow participants to practice the packing of the 

vaccine carrier. 
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3. Reading Thermometers: Go around the groups of participants with a dial and 

stem thermometer and ask them to point out the markings for the acceptable 

temperature ranges in both types of thermometers. Also ask participants to read 

the current temperature. 

C. Temperature Monitoring (5 minutes) 
1. Divide participants into 4 groups and distribute the Handout 5 

depicting different temperature readings (2 pictures for each day 

for 10 days) and the blank temperature monitoring charts.  

2. Ask the participants to read the temperatures shown and 

fill in the chart creating a 10 days temperature chart. 

3. Ask for a volunteer group to show their graph and 

discuss the exercise with the group. Mention that twice 

daily monitoring of temperature (even on weekends and 

holidays) and periodic checks of temperature charts by 

Medical Officers is critical for cold chain maintenance. 

D. Preventive Maintenance and Repair (5 minutes) 
1. In the plenary, ask participants to open their handbooks and read the section on 

Preventive Maintenance and Repair and on pages 54-56. Explain the definitions  

and guidelines for cold chain sickness rate, down time and response time 

E. Planning for Emergencies (15 minutes) 
1. Tell participants that one of their responsibilities is also to prepare a plan for 

safely storing vaccines during equipment breakdown or long electricity outages. 

Ask each participant to consult Table 4.4 and 4.5 on page 57 and 58 in the 

Handbook and to prepare individually a Emergency Plan based on the the 

situation in his/her CHC/PHC. Distribute the blank Emergency Plan for Vaccine 

Storage (Handout 6) for preparing this plan. 

F. Logistics Management (25 minutes) 
1. Explain within 15 minutes each step of Logistics management and explain 

Minimum/Maximum Inventory Control System, using (Poster 10). Use the data 

from the example cited in the handbook (page 62) to further elucidate the 

subject. Pose questions on the concepts and formulae and encourage 

participants to answer. 

2. Ask participants to review the Logistics Formats in the Handbook (Appendices  

4.2 to 4.5 on Pages 69-72). Explain each format and its advantages and clarify 

doubts regarding their use (10 minutes) 
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Safe Injections and Waste 

Disposal (Unit 5) 

 

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

 Describe the importance and advantages of injection safety including the safe 

disposal of Immunization waste. 

 List the steps to achieve  injection safety including the safe disposal of 

immunization waste according to existing GoI guidelines 

Time 
30 minutes 

Session Overview 
A. Unsafe Injection Practices (5 minutes) 

B. Injection Safety including the Safe Disposal of Immunization Waste (10 minutes) 

Materials  

 Learning Objectives (Poster 11) 

 Flipcharts and Marker Pens 

 AD Syringes (20 in number), Hub cutters (4-5 in number)  

 CPCB Waste Disposal Guidelines (Poster 12) 

A. Unsafe Injection Practices (5 minutes) 
1. Read aloud the posted Learning Objectives (Poster 11). 

2. Ask participants to list ways in which injections can be harmful (prompt for harm 

to provider, harm to recipient, harm to community, harm to 

health and to environment). Make sure they understand that 

every used needle may be contaminated with deadly viruses, 

such as HIV, Hepatitis B or Hepatitis C.  

3. Ask participants what are the equipment and procedures for 

Injection Safety. (Prompt for ADS, Hub-cutters, Red and Black 

Bags, Bleaching Solution, Safety Pits, CPCB Guidelines, etc) 

4. Write the responses on a flipchart 
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B. Injection Safety including the Safe Disposal of Immunization Waste 
(25 minutes) 

1. Invite a participant to demonstrate how to use an AD syringe in front of all the 

participants. Explain each step as the participant 

demonstrates. Explain that AD syringes prevent 

dangerous re-use of contaminated sharps and help 

ensure that each syringe is sterile. 

2. Show a syringe to the participants and ask them to point 

out the hub of the syringe. Emphasize that the hub-

cutter is intended to cut the plastic hub of the syringe, 

rather than the needle. Show all the different parts of 

the hub-cutter (as outlined in Page 76 of the 

Handbook) to the participants.  

3. Invite another participant to demonstrate how to use a hub-cutter. Explain each 

step as the participant demonstrates. Allow participants to practice cutting 

syringes using the hub-cutter.   

4. Display the CPCB Waste Disposal Guidelines (Poster 12) and explain the 

disinfection and waste disposal procedures. 

5. Ask participants to open Page 82 of the handbook to peruse the design 

guidelines for a safety pit. 
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Adverse Events Following 

Immunization (Unit 6) 

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

 Define and describe types of AEFIs 

 Report, investigate and respond to AEFIs  

Time 
60 minutes  

Session Overview  

A. AEFIs and their management (30 minutes)  
B. Reporting AEFIs (30 minutes) 

Materials 

 Learning Objectives (Poster 13) 

 Flipcharts and Marker pens 

 AEFI Jigsaw Puzzle (Annex 9) 

  AEFI Case Study (Handout-7)  

A. AEFIs and their management (30 minutes)  
1. Read aloud the posted Learning Objectives (Poster 13). 

2. Ask participants to define AEFIs and describe their experiences with AEFIs. List 

the responses on a flipchart. 

3. Tell participants that they will now be solving within their groups an AEFI Jigsaw 

Puzzle (Annex 9) within 5 minutes 

4. Divide participants into groups and tell them that 

they have to sort the jumbled pieces of the jigsaw 

according to types and definitions of AEFIs.  

5. Ask the groups to carefully read the table 6.3 

(Common Program Errors leading to AEFIs) on page 88 

of the handbook. 
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6. Ask groups to present to the rest of the participants as if they were health 

workers being sensitized on common programmatic errors, the resultant AEFIs 

and how to prevent them. 

 Group-1:  Non-sterile injections 

 Group-2:  Reconstitution error/Wrong vaccine preparation 

 Group-3:  Injection at incorrect site/route 

 Group-4: Incorrect Vaccine transportation/storage and contraindications 

      ignored 

B. Reporting AEFIs (30 minutes) 
1. Tell the participants to read pages 91-92 of the Handbook on Reporting AEFIs.   

2. Explain the AEFI case study (Handout-7)  

3. Ask participants to fill up the formats based on the case study. 

 

 

Evaluation of the Day 

Time 
15 minutes 

Instructions 

 Ask participants to provide feedback about all the sessions conducted that day. 

This could be done using the following method. 

 Make some chairs positive and some chairs negative (either by grouping the 

chairs together or by sticking a + or a – sign on 

them). Participants must choose a chair to sit 

on and then say either a positive or negative 

thing about the day depending on the sign 

on the chair they choose. They can also 

suggest which ways training could be 

improved 

 Remember negative comments are useful.  

Evaluations are not to make trainers ―feel 

better or feel good about themselves‖.  They are an opportunity to improve 

quality. 
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Key Stakeholders 

 

 ICDS 

 NGO 

 Panchayat 

 IAP, IMA 

 Religious Groups 

 Media 

 Private Doctors 

 Education Dept. 

Community Involvement and 

Communication (Unit 7)  

Learning Objectives  
By the end of the session, participants will be able to: 

 Identify the types of communities and stakeholders and how they can be 

involved in Immunization 

 List the reasons for left outs, dropouts and fully immunized. 

 List steps for involving the community and prepare a communication plan 

 Describe the various communication channels  

Time 

 60 minutes  

Session Overview  

A. Types of Communities and Stakeholders and the Community’s Role in 

Immunization (15 minutes) 

B.  Reasons for left outs, dropouts and fully immunized (20 minutes) 

C.  Steps for involving the community and Communication Plans (15 minutes) 

D.  Channels of Communication (10 minutes)  

Materials 

 Learning Objectives (Poster 14) 

 Flipcharts and Marker pens 

 Steps for involving the community and Communi-

cation Plan (Poster 15) 

 4 key messages (Poster 16) 

A. Types of Communities and Stakeholders 
and the Community’s Role in Immunization 
(15 minutes) 
1. Read aloud the posted Learning Objectives  

2. Ask participants what are the different types of 

communities and various stakeholders in the 

community. List these on a flipchart.  
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3. Now ask participants to open the Handbook Pages 111-112 (community’s roles 

in supporting immunization). A facilitator reads aloud the section and another 

facilitator notes the key points on a flipchart. 

B. Reasons for left outs, dropouts and fully immunized (20 minutes) 
1. On the black/whiteboard, explain the concepts of left-outs and dropouts. 

2. Divide the participants into four groups.  

3. Ask Group 1 to move to the far corner of the room to represent that they are 

living in a remote hamlet without any sub-center in 

their village. Outreach sessions are also rarely 

held in their village. Explain that their 

children are examples of one type of ―left-

out‖, i.e. they are hard to reach 

geographically and have difficult access to 

services. Request that they remain standing 

and ask them to briefly state some of the 

reasons why their children do not get 

vaccinated. Also ask them to suggest some possible 

solutions (e.g. have more regular outreach sessions, support the mobility of the 

health worker, etc.) and write their responses on a flip chart. 

4. Now turn to Group 2 and explain that theirs is a large village which is easy to 

reach, but that they have many children that have never begun vaccination. 

They therefore represent a second kind of ―left-out.‖ Ask them to state some of 

the reasons why their children do not go for vaccination (e.g., social 

inaccessibility as scheduled castes or tribes, un-empowered poor, migrants, 

border populations, mistrust of immunization by minority populations, etc.). Ask 

them to suggest some possible solutions (e.g. counseling by ASHAs/link 

workers, involvement of community leaders, better tracking, etc.) and write 

their responses on a flip chart. 

5. Now explain to Group 3 that their children started the vaccination schedule but 

have not completed it and no longer go to the session. Explain that their 

children are ―drop-outs.‖ Ask them to state the reasons why their children 

dropped out (e.g. lack of information on the vaccination schedule, vaccines not 

available on the day they go to the session, unkind treatment by the health 

worker, etc.) Ask them for some possible solutions (e.g. counseling by 

ASHAs/link workers, better tracking, capacity building of health worker etc) and 

write their responses on a flip chart. 
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6. Explain to Group 4 that children in their village are fully immunized. Ask them 

why their children started and continue to go for vaccination. Write their 

responses on a flip chart. Possible factors for fully immunized children could be:  

 Well informed about the value of immunization and schedule 

 Husbands, mothers-in-law, other influentials are supportive 

 No significant geographical or convenience barriers 

 Have time available when services are offered 

 Have child care for other children 

 Available services are reliable and friendly 

 Community leaders visit and encourage immunization 

 Heard about many child deaths before the immunization program started 

 Have not had or heard about bad experiences with immunization  

 Health worker tracks all children 

Do not ask the groups to reassemble. 

C. Steps for involving the community and Communication Plans  
(15 minutes) 
1. Reassemble the groups. With the aid of the Steps for involving the community 

(Poster 15), detail out the steps in involving the community. (5 minutes) 

2. Explain in detail, the components of a Communication Plan. Ask participants to 

consult Table 7.3: Sample Communication Plan in the Handbook. Discuss the 

usefulness of such a plan in the work places of the participants 

D. Channels of Communication (10 minutes)  

1. Ask participants to brainstorm on the different channels of communication. List 

the responses on a flipchart. Prompt for any 

communication channels that have been 

missed.  

2. Initiate a discussion on the relative 

effectiveness of the various communication 

channels that have been listed. Emphasize on 

the effectiveness of inter-personal 

communication and draw the attention of 

participants to the 4 key messages (Poster 16). 
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Supportive Supervision (Unit 8) 

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

 Compare between approaches to supervision 

 List key steps for effective supportive supervision 

 Conduct an effective meeting 

Time 
105 minutes 

Session Overview  
A. Approaches to Supervision (5 minutes) 
B. Steps for Conducting Supportive Supervision and effective meetings (100 

minutes) 

Materials 

 Learning Objectives (Poster 17) 

 Flipcharts and Marker pens 

 Props as required 

 Supervision Checklist (Handout 8) 

A. Approaches to Supervision (5 minutes) 
1.  Read aloud the posted Learning Objectives (Poster 17).  

2. Ask participants what they understand by Supportive Supervision and how it is 

different from the traditional control approach to supervision. List their 

responses on a flipchart. Prompt for responses covered in Table 8.1 in the 

Handbook, if missed. 

B. Steps for Conducting Supportive Supervision and Effective Meetings 
(100 minutes) 
1. Divide participants into 4 groups and ask them to read from the handbook 

(Pages 121-129). Ask them to list the key points on the flipchart and select a 

representative to present to the plenary. Each group would get 15 minutes to 

read and prepare the flipchart and 5 minutes each to present to the plenary. 

 Group 1: Step 1 (Set up a Supportive Supervision System)  

 Group 2: Step 2 (Plan Regular Supervisory Visits)  

 Group 3: Step 3 (Conduct Supportive Supervision Visits)  

 Group 4: Step 4 (Follow Up) and Conducting Effective Meetings 
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2. Assign the participants to the same groups as in the previous step, distribute the 

Supervision Checklist (Handout 8) to each participant and give them the task of 

reading it in detail within 20 minutes. Ask participants within the group, one by 

one, to read aloud each point in the checklist. Discuss each point in some detail 

and ensure that participants have a similar understanding of each point. 

3. Assign groups the task of preparing a role play based on the Supervision 

Checklist (Handout 8) within 10 minutes. Each role play would last 10 minutes.  

 Group 1: Example of Ineffective Supervision in a PHC/CHC  

 Group 2: Example of Effective Supervision in a PHC/CHC 

 Group 3: Example of Ineffective Supervision in a Session Site 

 Group 4: Example of Effective Supervision in   

     a Session Site  

4. Suggest that participants could enact the roles 

of a Health Worker providing immunization 

services, a Medical Officer conducting a 

supervisory visit to the session, the mother of 

an infant beneficiary and an ASHA/AWW. The 

other scenario could be that of a Medical Officer 

supervising the Cold Chain Handlers, LHVs etc. 

Arrange the necessary props like vaccine 

carrier, tally sheet, Immunization cards, 

Immunization register, Vaccines, AD Syringes etc. beforehand. The ANM and 

mothers should create a scenario where they do several things wrong. The job 

of the supervisor will be to find all the mistakes. The difference between the 

effective and ineffective supervisors is in how the feedback is provided. 

5. At the end of each role play, thank the groups and invite participants to 

summarize what they have observed and learnt from the role plays. 

 Did the supervisor find everything that was done wrong? What was correct or 

incorrect with the style of supervision? 

 Ask the persons playing the role of the ANM in both styles of supervision to 

describe how they felt when being supervised during the role play. 
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Hello! I am the 

immunization 

Card. I help.. 

Records and Reports (Unit 9) 

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

 List recording and reporting formats and describe their use.  

 Analyze the immunization data from monthly UIP reports  

 Use the coverage monitoring chart for plotting drop outs  

Time 
60 minutes 

Session Overview  
A. Recording and Reporting Formats (20 minutes)  
B. Monthly UIP Reports (10 minutes) 

C. Coverage Monitoring Chart (30 minutes) 

Materials 

 Learning Objectives (Poster 18) 

 Flipcharts and Marker pens 

 UIP Reports (Handout 9)  

 Coverage Monitoring Chart (Poster 19),  

 Coverage Monitoring Chart (Handout 10) 

A. Recording and Reporting Formats (20 minutes)  
1. Read aloud the posted Learning Objectives (Poster 18). 

2. Ask participants what is difference between records and reports 

and to list the various records and reports related to the 

immunization program. Write their responses on the 

blackboard/flipchart. Also ask them to refer to the 

flowchart for records and reports in the handbook 

(Page 134) 

3. Divide participants into 4 groups and give them the task 

of reading in detail (within 5 minutes) about their 

assigned record or report from the handbook (Pages 

135-141). They would then have to present to the 

plenary the data collected, uses, common problems and 

solutions associated with their assigned record or report. Tell 

participants that the selected speaker for the group would enact the role of the 

assigned record or report. For instance, the person who is to speak about the 
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Immunization Card could say ―Hello. I am the Immunization Card. I am given to 

every child or pregnant woman that receives a vaccine. I contain all kinds of 

useful data such as ….‖  

 Group 1: Immunization Card 

 Group 2: Tracking Bag 

 Group 3: MCH/Immunization register 

 Group 4: Tally Sheet 

4. Ensure that during the presentations, participants demonstrate how to use the 

specific record or report. 

 

B. Monthly UIP Reports (10 minutes) 
1. Distribute the UIP Reports (Handout 9)  to the groups 

formed in the previous activity. Tell the groups that 

these formats are based on real-life reports received 

from the field and that they contain commonly 

encountered errors. Assign the groups with the task 

of detecting these errors within the next 10 minutes.  

2. Discuss the issues with the participants within each 

group. 

C. Coverage Monitoring Chart (30 minutes) 
1. With the assistance of the Coverage Monitoring Chart (Poster 19), demonstrate 

the use of the coverage monitoring chart (10 minutes)  

2. Distribute the handouts with the blank coverage monitoring chart and the 

coverage data to the same groups formed in the previous activity. Give them 

the task of plotting the data on the Coverage Monitoring Chart (Handout 10). 

Tell them that they have 20 minutes to complete this activity. 
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Warm Up – 2 Post Office 

Time 
10 minutes 

Instructions 

 Seat participants in chairs placed in a circle. Select one chair, asks the 

participant to stand up and take his/her chair away.  

 The participant left standing moves to the center of the circle and makes a 

statement. For instance, s/he could say, “I bring a letter for all of my colleagues 
who are wearing spectacles.”  

 As soon as this is said, all participants who have the 
characteristic stated (e.g., wearing spectacles) get up 

(along with the person in the center of the circle) and 
quickly change places. Whoever ends up without a 
chair to sit on, now stands in the center of the circle 

and makes another statement:  that s/he is bringing 
a letter, but for people with a different characteristic, 

such as:‖I bring a letter for all of my colleagues who 
are wearing black shoes.” Or “I bring a letter for all of my colleagues who are 
not wearing a watch.” 

 The activity can continue as long as the group is interested and enthusiastic, but 
no longer than 5 minutes. 
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Using Data for Action (Unit 9) 

 

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

 Analyze routine data to identify problems of Access and Utilization of 
Immunization services. 

 Develop an appropriate action plan for the SC and PHC/UHC levels.  

Time 
80 minutes 

Session Overview  

A.  Steps in Using Data for action (80 minutes)  

Materials 

 Learning Objectives (Poster 20) 

 Flipcharts and Marker pens 

 Compilation and Analysis of Data (Handout 11) 

 Action Plan for Increasing Immunization Coverage (Handout 12)  

A.  Steps in Using Data for action (80 minutes) 
1. Read aloud the posted Learning Objectives (Poster 20). 

2. Divide the participants into 4 groups. 

3. Ask the participants to open the handbook pages 151-157. Explain the Steps in 

Using Data for action in each group by reading from the 

handbook (20 minutes). 

4. Distribute the Compilation and Analysis of Data 

(Handout 11) for calculating immunization coverage, 

analyzing data to identify problems of access and 

utilization and prioritizing areas. Also distribute the 

Action Plan for Increasing Immunization Coverage 

(Handout 12) and ask groups to prepare an action plan 

(20 minutes). 

5. Ask representatives from each group to present within 10 minutes each and 

discuss the issues with the participants. 
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Vaccine Preventable Diseases 

& Surveillance of VPDs (Unit 10) 

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

 List the various VPDs and their standard case definitions. 

 Define surveillance and list its uses.  

 Explain the steps in conducting VPD surveillance and outbreak investigation 

Time 
90 minutes  

Session Overview  

A. Card game on Standard Case Definitions of VPDs (20 minutes) 

B. Film on VPDs (10 minutes) 
C. Steps for VPD surveillance and outbreak response (60 minutes)  

Materials 
 Learning Objectives (Poster 21) 

 Standard Case Definition Cards (Annex 10) and Paper Bag 

 VPD Film 

 Steps in VPD surveillance and Outbreak Response (Poster 22) 

 Surveillance Data Analysis (Handout 13)

A. Card game on Standard Case Definitions of VPDs (20 minutes) 
1. Read aloud the posted Learning Objectives (Poster 21). 
2. Ask the participants to pick from a bag, the Standard Case Definition Cards 

(Annex 10), either suspect, probable or confirmed. Then, read aloud, one by 

one, the cards with name of VPDs and ask the participant with the match to get 
up and read. Paste the cards on a flipchart.  

B. Film on VPDs (10 minutes) 
1. Show the film on VPDs.  

C. Steps for VPD surveillance and outbreak Response (60 minutes) 

1. Ask participants the definition and uses of surveillance (5 minutes).  

2. Discuss the different steps for conducting VPD surveillance and 

outbreak response with the help of Poster 22 and Handbook  

(25 minutes) 

3. Divide participants in to four groups and ask each group to complete the 

exercise on Surveillance Data Analysis (Handout 13) (30 minutes). 
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Film on Immunization 
Time 
20 minutes  

Session Overview  
A. Film on Immunization (20 minutes) 

Materials 

 Film on immunization 

 VCD Player 

 LCD Projector/TV  

A. Film on Immunization (20 minutes) 
1. Provide an overview of the film, that is on how to plan, conduct, monitor and 

report a quality immunization session. Ask participants to note specific points 

such as conducting the session, IPC, tracking and inter-sectoral coordination. 

2. Show the film 

Preparation for the Field Visit 

1. Divide the participants into 4 groups and provide each participant with a 

checklist. 
2. Brief the participants about the objective of field visit and the checklist. Tell the 

participants that each group  will be expected to visit a specific PHC/CHC and a 
session site, during which they would: 

 Observe closely all immunization activities and fill in the checklists. 

 Return to class and discuss. 
3. Provide each group with details about the meeting time and place before 

departure to the specific PHC/CHC. 

Evaluation of the Day 

Two facilitators hold the two ends of a 3 meter-long string. Tell the participants that 

one end represents 100% effective and the other 0% effective. Call out the first 

topic covered during that day and invite all participants to 

stand on the point along the string that represents their 

perception about the training effectiveness for that topic. In 

this manner, complete all the topics. 
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Field visit 

Learning Objectives  
By the end of the session, participants will be able to: 

 Explain the cold chain equipment & its maintenance at various levels in the 
district 

 Describe the micro-plan, steps for conducting immunization session and the 
procedures followed for injection safety and waste disposal 

 List the positive practices observed and the weaknesses identified for 
improvement 

Time 
180 minutes 

Session Overview  
A. Visit PHC/CHC (60 minutes) and the immunization session site (60 minutes) 
B. Discussion on observations of the field visit (60 minutes) 

Materials 

 Supervision checklist (Handout 8) 

 Flipcharts and Marker Pens 

A. Visit PHC/CHC and the immunization session site (120 minutes) 
1. Ask the participants to observe, interact with staff and make observations based 

on the Supervision Checklist (Handout 8) for the PHC/CHC  

(60 minutes) and the Session site (60 minutes). 
2. Ask participants to keep their comments to a minimum. 

Remind them that they are not there to fix anything, but 
to learn and observe. Ask them to be respectful of staff 
as they do their jobs and to thank the staff for letting 

them watch. 
3. Meet with the person in charge of the PHC/CHC and ask 

participants to give him the thank-you card. Mention one or 
two good practices observed by the group. 

Return to the course venue. 

B. Discussion on observations of the field visit (60 minutes) 
1. Discuss and list the positive as well as the negative observations on a flip chart. 

2. After going back to the classroom, ask a representative from each group to 
present.  
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Course Evaluation and Feedback  

Session Objectives 
This session will enable you to:   

 help evaluate the effectiveness of the training after the training has been 
completed. 

Time 
30 minutes 

Session Overview 
A. Post-test questionnaire (15 minutes) 

B. Feedback (15 minutes) 

Materials 
 Post-test questionnaire (Handout 1)  

 Participants’ Feedback Form (Handout 14) 

 Test Scoring chart (Poster 1) 

 Marker pens/ Colored tapes (two colors) 

A. Post-test questionnaire (15 minutes)  
1. Distribute the Post-test questionnaire (Handout 1) to all participants. Tell 

participants that they have 15 minutes to fill in the answers. Ensure that 
participants do not consult their handbooks during the post-test. 

2. Collect the filled-in handouts at the end of the stipulated 15 minutes. 
3. Assign one of facilitators with the task of correcting the filled in tests and 

calculating the percentage of correct answers to each question.  
4. Plot (with colored tape or marker pens) the percentage of correct answers to 

each question on the Scoring Chart (Poster 1), below the pre-test 
results for each question. 

5. Display the Test Scoring Chart in the classroom. This 
will inform the participants about their scores before 
and after the training. Discuss results from the pre 
and post tests. 

6. Discuss each question and tell participants the correct 
answers. 

B. Feedback (15 minutes) 
1. Distribute the Participants’ Feedback Form (Handout 14) 

and ask participants to complete it in 15 minutes. 
Explain, if required. 

2. Tell participants that their responses are anonymous 
and not to write their names on the form.  

3. Collect the forms and compile the information. 
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Distribution of Certificates 

and Conclusion 

Session Objectives 
This session will enable you to:   

 Conclude the training course 

Time 
30 minutes 

Session Overview 
A. Distribution of Certificates (15 minutes) 

B. Concluding Remarks (15 minutes) 

Materials 

 Certificates (Annex 4) 

 Group Photographs

A. Distribution of Certificates (15 minutes) 
1. Give a training certificate and a group photograph to each 

participant. 

B. Concluding Remarks (15 minutes) 
1. Present a brief summary of the workshop. 

2. Encourage participants to transfer the 

knowledge and skills to their jobs. 

3. Thank facilitators, other support staff and 

participants for their cooperation, dedication 

and time. 
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Annexure 
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                                                         No:__/__/__ 

Dated __/__/____ 

The Chief Medical Officer 

District ________ 

Sub: Immunization Training for Medical Officers (Dates: __ to __) 

Dear Sir/Madam, 

We are pleased to inform you that, based on the participants’ list submitted by you, the 

following training schedule has been prepared for the 3-days Immunization Training for 

Medical Officers. 

Dates Name of Medical 

Officer 

PHC/CHC Dates Name of Medical 

Officer 

PHC/CHC 

__ to__ 1. 

2. 

3. 

4. 

5. 

 __to__ 11. 

12. 

13. 

14. 

15. 

 

__ to __ 6. 

7. 

8. 

9. 

10. 

 __to__ 16. 

17. 

18. 

19. 

20 

 

The objective of the training is to provide Medical Officers with the knowledge and skills to 

manage the immunization program. The agenda is attached for your information.   

The Training will be held at ____ (Training Venue).  The participants are expected to report 

at the training venue the evening before the scheduled start of the training. This is a 

residential training course and the participants will be provided boarding and lodging 

facilities in the training venue. The TA/DA paid to the participants will be______.  

Do not hesitate to contact me if you have any questions; my phone number is ______. I 

look forward to your staff’s participation in the upcoming Immunization Training for Medical 

Officers. 

 

Yours sincerely, 

______________ 

(Training Coordinator) 

Annex 1: Letter of invitation to Chief Medical Officers 
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Items  Costs (as per RCH norms, from NRHM-PIP-Part-C funds) 

DA to Participants Rs 200 DA x 4days x 20 participants= Rs 16000 

Honorarium to Trainers 
Rs 200 Hon. x 3 days x 3  in-house trainers = Rs 1800 

Rs 500 Hon. x 3 days x 1  guest trainers = Rs 1500 

Contingency Rs 100 contingency x 20 participants x 3 days = Rs. 6000 

Sub Total Rs. 25300 

Institutional Overheads @15% of Sub Total = Rs. 3795 

TA Actuals as per State Rules 

 

  

Annex 2: Budget per Training Course for Medical Officers 
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FURNITURE  

 Large table (to hold training 

materials) 

 4 tables (large enough for 5 persons) 

 24 chairs  

 Locking cupboard (for training   

materials) 

 Wall Clock (for timing sessions) 

EQUIPMENT  

 OHP/ LCD Projector 

 White Screen  

 TV and VCD Player 

 Blackboard /white board  

 Flipchart stand  

 Photocopier 

 Mike/Microphone 

SUPPLIES 

 Blackboard Chalk (1 box) 

 Whiteboard Markers (1 set, thick line) 

 OHP Transparencies (20 sheets) 

 Flipchart pad 

 OHP Markers (1 set) 

 Adhesive Tape  

 Cloth (for wiping transparencies)  

 Duster 

 100 VIPP Cards  

 

FACILITATOR MATERIALS 

 Facilitators’ Guide 

 Posters (22 nos.) 

 OHP Slide/PowerPoint 

presentation (1 no.)  

 Immunization Film 

 Film on VPDs 

 Registration Form 

PARTICIPANT MATERIALS  
(one for each participant) 

 Folder/Bag containing: 

 Immunization Handbook for MOs 

 Pencil  

 Pen 

 Notepad  

 Name tag  

 TA/DA form 

 Handouts (15 nos.) 

 Group photograph  

 Certificate 

TRAINING MATERIALS  
(one for each of 4 groups)  

 Staplers  

 Box of staples 

 Calculators  

 Erasers 

 Thank-you cards and envelopes  
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