SAN! ETHIOPIA

Baseline Study

 Questionnaire to Assess the Status of HIV and AIDS Workplace Policy in Non-Governmental Organizations

INTRODUCTION 

SAN! Ethiopia is conducting a study that is meant to assess the status of HIV AND AIDS workplace policy (WPP) among Non-governmental organizations (NGOs). Your organization is one of the NGOs selected to be included in this study.  My name is _______________, and I am a member of the research team that is undertaking and assigned to collect information from your organization. I will use this questionnaire which is meant to assess the degree of WPP and your organization’s involvement in HIV AND AIDS related activities in the work place.

Name of Organization: ________________________________________________

Respondents: name and position (job):

1.___________________________     _______________________________________

2.___________________________     _______________________________________

3.___________________________     _______________________________________

1. Background of the Organization

(Some of the information can be retrieved from brochures and other sources of information)

Year of establishment:    ____________

Mandate/ mission of the organization____________________________________
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Number of Staff:
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Total number of paid staff 

Male

   Female  

3.2 Total number of Volunteers

Male 

   Female 
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Educational Status of staff:
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Primary 
 





 

2. Secondary
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Diploma (college) 
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1st Degree and above
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2nd and 3rd Degree

Organizational Governance: Explain the governance structure of the organization (general assembly, board of directors, executive body of the organization). 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Geographical focus.
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National
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Regional 
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Local (district)


Location of headquarter and project offices: 

7.1 Headquarter: City________________    Sub-city/Dist______________ 

7.2 Project Office 1: City_____________    Sub-city/Dist _____________

7.3 Project Office 2: City______________  Sub-city/Dist _____________

7.4 Project Office 3: City______________  Sub-city/Dist _____________
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Type of organization: (CHECK ALL THAT APPLY)
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Faith based=1, Secular=2

8.2 International=1, National=2
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Service provider to community groups (grassroots) =1, Network/capacity building=2


 Focus of the organization: (CHECK ALL THAT APPLY)
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Health related 
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HIV and AIDS related 


3. Others (specify)_____________________________

Programmes and projects (ASK AS AN OPEN QUESTION, THEN CATEGORISE): 
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Health related
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Food security and rural development
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Water and sanitation, integrated urban development
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Governance and human rights
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Capacity development and education 
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Skills training and income generation 


7. Others (specify) ______________________________________

Major donor(s) of the organization? 

1. ________________________________________

2. ________________________________________

3.  ________________________________________

Which policies are available? 
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Gender
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Health


3. [image: image28.wmf] 

 

Human resources/capacity development
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Financial


5. others (specify)____________

If you have a health policy , what does the health policy entail? 

_________________________________________________________

_________________________________________________________

_________________________________________________________

Then probe for the following

13.1 Who is covered, only staff, dependents also, or only volunteers? __________

13.2 Who contributes? ____________________________________________________________
13.3 How much do they contribute? _______________________________________

13.4 Is the staff in your organization covered by health insurance? (Yes=1, No=2)..
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If covered, how much is the average cost of insurance per person per year?

13.6 If covered, by whom and how is the health insurance cost covered? _______________

13.7 What are covered under the health policy? 
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Minor illness
 

2. Hospital admissions[image: image32.wmf] 
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Maternity leave
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ARVs
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Treatment for OIs
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Tuberculosis 


7. Others, specify___________________
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13.8 Does the above apply to dependents? (Yes=1, No=2)
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Vulnerability to HIV and AIDS of staff and organization 
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Has there ever been an HIV-positive staff member in your organization? (Yes=1, No=2)


14.1  If Yes, how many?


14.2  If yes, how did you as management deal with the situation, can you explain what happened and what you did?  Probes: Did you know about the situation, had the staff disclosed the status, what did you do, how did you help, paid for ART? Were you happy with the way the organization handled the situation?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________
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Has a staff member of your organization ever died of AIDS? (Yes=1, No=2)

15.1 If yes, how many?
 
15.2 If yes, how did you come to know that the person(s) died from AIDS?   1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

15.3 If Yes, can you explain what happened? Probes: Did you know about the situation, had the staff disclosed the status, what did you do, how did you help, paid for ART? Were you happy with the way the organization handled the situation?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Do you think your employees are affected by HIV AND AIDS ? (for instance by having to take care of sick relatives, by financially having to contribute to sickness of relatives,  increased expenses by taking care of orphans, being sick themselves, by having to attend many funerals) (Yes=1, No=2)


16.1 If yes, in what ways? _______________________________________________________

16.2 If not, why not? __________________________________________________________
In what ways do you think your organization is (or might be – specify whether actual situation or possible future) affected by HIV and AIDS? Probes: Increased absence of sick staff, or by staff having to take care of relatives, or by having to attend funerals, decreased performance of staff, not being able to meet organizational targets, financial stress, qualified staff on sick leave and so jobs not being done, etc. 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Do you think there are certain categories of staff who are more susceptible to HIV infection? (Yes=1, No=2)
 

18.1 If yes, which categories of staff are more susceptible? (Probe: Women, Junior, Staff on outreach) __________________________________________________________

_________________________________________________________________
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Have you talked with donors / visiting programme officers of donors about the effect or possible effect of HIV and AIDS on your organization?  (Yes=1, No=2)
 

19.1 If yes, please specify what you talked about with donors / visiting programme officers of donors.

Issue Discussed


    With Whom (Donor/Visiting Program Officer)

1. _________________________________        _______________________________

2. _________________________________        _______________________________

3. _________________________________        _______________________________

4. _________________________________        _______________________________

19.2 If no,   why not ___________________________________________________________________ _____________________________________________________________________

3. Workplace Policy (WPP) Development
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Does your organization have a strategic plan? (Yes=1, No=2)

20.1 If yes, is HIV AND AIDS a priority issue within the strategic plan? (Yes=1, No=2)



20.2 If yes, How is HIV AND AIDS addressed as a priority?   ____________________________________________________________________________________________________________________________________________________________
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Does your organization already have an HIV and AIDS WPP? (probe if HIV AND AIDS is explicitly addressed as part of other policies such as in HR or health policy as these may be considered WPP?) (Yes=1, No=2)
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 If no, is your organization in the process of developing an HIV and AIDS WPP? (Yes=1, No=2)
 

21.2 If your organization doe not already have, or is not in the process of developing an HIV and AIDS WPP, why not? __________________________________________________________________

_____________________________________________________________________

IF THE ANSWER TO #22.1 IS NO, THEN GO TO SECTION 5
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  If yes, at what stage of development it is? (In the process of drafting=1, Draft=2, Final=3, Being implemented=4)
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  Who initiated the development of the WPP? (Staff=1, Leadership=2, SAN! pilot project=3, Other donors (specify Programme) ____________________)


21.5   Why was the WPP initiated? ____________________________________________________________________

____________________________________________________________________

21.6   When was the WPP initiated? _________
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  If completed, how long did it take to complete the development of the WPP (in months)?
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  If still at the draft stage, how long do you think it will take to finalize it?


Who were involved (are currently involved, if still at the draft stage) in the development of WPP? (TICK ALL THAT ARE MENTIONED)
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All staff 
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Senior manager 
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Committee (specify:_______________ _________ ____________ ________)
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One person assigned 
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Consultant 
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PLWHAS
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Certain level of staff (specify: _______________ ___________ ________ )
 

8. Others specify) __________________________________________

22.1 Please specify the involvement of the persons in 23 Probe: why/how they were  selected, training, internal workshops, sending round drafts for comments, who  were selected in the committee, be critical of involvement of all staff (hardly  possible in organizations of many staff) 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Who were the persons (their jobs) actually writing the draft/ wrote the final document?  

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What resource documents did they use in drafting the WPP? Probe: ILO Code of practice, SAN Good donorship guidelines, others

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

24.1 What type documents or guidelines do you know that helps how to deal with WPP? Probe: ILO Code of practice, SAN Good donorship guidelines, others

How was the policy (draft or final) communicated to employees? 
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In workshop
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Meetings
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Sending round drafts and ask for comments 
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Letters 


5. Others (specify) _______________________
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Is the WPP part of other policies (for example HR) or independent? (Part of policy=1, Independent=2)
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Is there a focal person for HIV and AIDS? (Yes=1, No=2)
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If yes, since when?
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If yes, is he a full time employee for HIV and AIDS activity? (Yes=1, No=2)

27.3 If no, why not ___________________________________________________
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If yes, Has the focal person been trained? (Yes=1, No=2)

27.5 If yes, specify training ____________________________________________

27.6 What were the major activities of the focal person for the last twelve months


________________________________________________________________________  
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Were there any challenges when you were / are developing your WPP? (Yes=1, No=2)
 

28.1 If Yes, please specify _________________________________________________

28.2 If No, please explain ___________________________________________________

4. Contents of the WPP (for those in the process, with a draft or final WPP)

What are the main contents of your WPP? first as an open question – after that: probes on contents below 

29.1 Sensitization and awareness raising _______________________________________

29.2 Anti-discrimination ___________________________________________________

29.3 Prevention including condom promotion __________________________________

29.4 Counseling __________________________________________________________

29.5 Care and support _____________________________________________________

29.6 Treatment (how paid for) _______________________________________________

29.7 Confidentiality _______________________________________________________

29.8 Attention to gender ____________________________________________________

29.9 VCT ________________________________________________________________
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Have there been some contentious (controversial )issues about what to include in the WPP or not (Points of discussion) (Yes=1, No=2)


30.1 If yes: What were the discussions about, who argued what?

__________________________________________________________________________________________________________________________________________________
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Do you have action plan for your WPP? (Yes=1, No=2)


31.1 If yes, is it under implementation? (Yes=1, No=2)


31.2 If not, why not? __________________________________ 

31.3 If yes, since when? ______________________________________________
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Do you have a budget attached to you activity plan? (Yes=1, No=2)


32.1 If Yes: Have you submitted the budget to the donor? (Yes=1, No=2)


32.2 If Yes: Has the donor financed the WPP? Specify status ______________________
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Did you identify partners / stakeholders for WPP (health related or others such as those that can be sources of condoms, IEC materials)? (Yes=1, No=2)


32.4 If you had identified partners / stakeholders for WPP who are they?

______________________________________________________________________________________________________________________________ 

32.5 What are the activities you are undertaking with your partners / stakeholders regarding WPP?__________________________________________________

[NOW GO TO SECTION 6]
5.   For organizations without a WPP
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Do you know about WPP? (Yes=1, No=2)

(INTERVIEWER, IF THEY DO NOT KNOW, EXPLAIN RESPONDENTS THE BASIC OF WPP)
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Do you see the need for your organization developing a WPP? (Yes=1, No=2)
  

33.1 If No, Please specify why not

_____________________________________________________________

______________________________________________________________

33.2 If yes, why do you see a need to develop a WPP for your organization?  (Probes: organization or staff affected by AIDS, donor requirement, HIV-positive staff, prevent staff and organization to become affected)

__________________________________________________________________ 

__________________________________________________________________

__________________________________________________________________

33.3 If yes, what are your plans to develop a WPP? Probes: time frame, actions to be undertaken, persons to be involved

__________________________________________________________________    

__________________________________________________________________

__________________________________________________________________

33.4 Do you see any challenges in developing a WPP? If yes, specify challenges

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

6.  Activities for staff related to HIV AND AIDS 
In this section we ask for any activities in the workplace for staff related to HIV and AIDS – the interviewer to explore whether it is a WPP activity or not

Do you have any activities / measures in the workplace for staff, related to HIV and AIDS?   (Interviewer, first ask as an open question, then probe for the following, ask them to specify on the activity. Probe fully if there are activities – these may be the promising practices that the applied research intends to document!)

34.1 Sensitization and awareness raising (training, routine discussions, workshop, Provision of IEC (posters, brochures) PLWHA visit, specify what were the trainings on)________

34.2 Supply of condoms for staff (where)______________________________________ 

34.3 How many condoms per month?_________________________________________ 

34.4 Source the condoms distributed?_________________________________________

34.5 Promotion of VCT (how)? ______________________________________________

34.6 Promotion of VCT: where? _____________________________________________

34.7 Promotion of VCT: how many occasions?__________________________________

34.8 Promotion of VCT: how many methods/means?_____________________________

34.9 Activities for care and support of HIV-positive staff: how? ____________________ 

34.10 Activities for care and support of HIV-positive staff: where? ___________________

34.11  Activities for care and support of HIV-positive staff: by whom? ________________

34.12 Support for staff with family members with AIDS: how? _____________________

34.13 Support for staff with family members with AIDS: where? ____________________

34.14 Support for staff with family members with AIDS: by whom? _________________

34.15 Pay/Arrange for treatment of OI / with ART?________________________________

34.16 If an anti-discrimination committee is put in place ( policy on pre employment test, training promotion)______________________________________________________

34.17 If job adjustments for those with HIV AND AIDS is being made? ____________________

7. Future plans, challenges and opportunities

What are your future plans in relation to addressing HIV and AIDS in workplace?

____________________________________________________________________________________________________________________________________________________________

What are the expected challenges and opportunities to progress with WPP interventions

36.1 Challenges (Probe for: Knowledge how to develop WPP, activity plan and budget, getting money for activities, time, commitment of all stakeholders, staff do not want to talk about it (stigma))

____________________________________________________________________________________________________________________________________________________________

36.2 Opportunities
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Budget 
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Donor commitment
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Leadership
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Time
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Government policy


6. [image: image83.wmf] 

 

Free ART


What support would you like to receive from the SAN! Project to take a step forward development and the implementation of WPP? (Probe for type of training, documents, advisory service, linking and learning etc)

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________

Any other comments_______________________________________________

____________________________________________________________________________________________________________________________________________________________

Thank you! 

Date of interview: ______________________

Total time of interview: _________________

Interviewer: ___________________________

Additional Notes: 

____________________________________________________________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________
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