CFWshops Franchisee Operations Rules
General Franchisee Operations Rules: 

	1. 
	Licensing Requirements:

· The outlets will be run by qualified healthcare providers – currently: Clinical officers, nurses, and Community Health Workers who fulfill licensing requirements by their professional bodies as applicable.

· Each clinic must be registered and licensed by the Medical Practitioners and Dentists Board.

· Licensed for Trading by the respective Local Authority.



	2. 
	Operating Hours: 

Minimum operating hours are established as 40 every week.



	3. 
	Authorized Services:

a. Only services defined and listed by SHF will be provided at the outlet

b. Basic services provided in the outlet will be curative, preventive and promotive services as indicated on the displayed list



	4. 
	Authorized Products:

· All products in the outlet will be as defined in the current SHF Essential Medicines List

· Only products authorized by SHF should be at the outlet  



	5. 
	Prices:

· All charges for products and services must comply with the current SHF’s recommended prices. 
· The current Product and Services price lists must be displayed in a prominent place within the front room.




Franchisee Operations Check list

Below is the Operations check list that the franchisee uses during the course of business to keep things organized and running smoothly.
A. Beginning of the Day

1. Ensure Premises are ready for business
 FORMCHECKBOX 
 Windows and doors opened for proper ventilation.
 FORMCHECKBOX 
 Premises cleaned, inside and outside

 FORMCHECKBOX 
 Desktops cleaned

 FORMCHECKBOX 
 Benches and chairs in place and cleaned
 FORMCHECKBOX 
 Rubbish disposed of properly

2. Client displays/front room
 FORMCHECKBOX 
 Posters and flyers in place

 FORMCHECKBOX 
 Price lists posted

 FORMCHECKBOX 
 Hygiene products on shelves with labels

 FORMCHECKBOX 
 Expired stock removed

3. Working Records are ready
 FORMCHECKBOX 
 Client Registers ready [Daily Patient Register and Outreach record] 

 FORMCHECKBOX 
 Receipt Book ready

 FORMCHECKBOX 
 Cash and Banking Book up to date and ready

 FORMCHECKBOX 
 Stationery available (pens, calculators, etc.)

4.  Medical equipment and materials
 FORMCHECKBOX 
 Clean linens covering the Examination couch
 FORMCHECKBOX 
 Stethoscope, blood pressure machine, thermometer are in working condition and clean
 FORMCHECKBOX 
 Diagnostic set is ready
 FORMCHECKBOX 
 Emergency tray is ready
 FORMCHECKBOX 
 Syringes and needles ready
 FORMCHECKBOX 
 Weighing scales in working condition
 FORMCHECKBOX 
 Dispensing envelopes and labels

 FORMCHECKBOX 
 Syrup bottles and labels

 FORMCHECKBOX 
 Tongue depressors
 FORMCHECKBOX 
 Disinfectant
 FORMCHECKBOX 
 Clean / treated water in dispenser
5. All Staff in outlet
 FORMCHECKBOX 
 Have reported for work
 FORMCHECKBOX 
 Are properly dressed and wearing clean, white coats
6. Money
 FORMCHECKBOX 
 Opening cash is available and has been counted 

B. End of the Day

 FORMCHECKBOX 
 Drug containers are placed back in storeroom

 FORMCHECKBOX 
 Client Register is updated

 FORMCHECKBOX 
 Tops are on all containers

 FORMCHECKBOX 
 The day’s cash is balanced and kept separately

 FORMCHECKBOX 
 Cash box is closed and secured

 FORMCHECKBOX 
 Books are filled in and balanced 

 FORMCHECKBOX 
 Rubbish is disposed of properly

 FORMCHECKBOX 
 Equipment has been sterilized

C. Once a Month [End of Month]
These are done before the 3rd of the following month. The franchisee submits the records to SHF Field officers by the 3rd of the next month.

 FORMCHECKBOX 
 Stock-taking completed

 FORMCHECKBOX 
 Monthly expenses paid

 FORMCHECKBOX 
 Monthly Profit & Loss record completed

