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Welcome!

This Manual is prepared specifically for you. It is designedto help you in running
your office and carrying out your activities as the DA’s secretariaton water and
sanitation. Letus quickly look atwhat is in it and how to useit.

Chapter One provides information on
theCWSP,why it wasstartedandwhat
its role is in theimplementationprocess.
If you needmore informationon anyof
the above, please look at the CWSP
ImplementationManual.

• Chapter Two looks at the question
// “what happens from the time a

communityappliesfor the water facility
till the time when the water point is
completed and even after”? In

answering this question, you will be
/ / / looking at the whole project cycle,

7/ / / ( (t ~ ~ program promotion and community
I animation, selecting beneficiary

communitiesthrough a fair transparent
process.You will also look at how to monitor the POs and the contractors and
whenthe facility is in place.Therestof the chaptertells you how to assistthe
Watsansand continuewith hygieneeducation.

• ChapterThreeis devotedto sanitationissues.It touchesonyour rolesin latrine
artisanrecruitmentand training, subsidymanagementand monitoring latrine
construction.

• ChapterFouroutlinesyour specificrole in theschoolsprogramme.It describes
what the schools programme is all about and what you should do in
implementingtheprogramme.

• ChapterFive looks athow to manageyourofficeproperly. Havingcollectedall
information in the field, you needto documenteverythingproperly. This
chaptergives you systemsfor sharinginformationamongtheteam,storingthe
documentsandsystemsfor work planningandreporting.

• ChapterSix describestheskills neededto carry out your activities effectively.
The key ones are orgamsing and running meetings, effective liste~ung,
presentationandmotorbikerunningandmaintenance.Youmayhavesotheof
thesealready. This chaptercanbe usedfor quick referenceif you arenot sure
of theskills for a particulartask.
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• Chapter seven provides a quick information reference in water supply
technology, sanitation technologyand health and hygiene. If you need further
details on it, you shouldconsult other relevant documents.

The Annex at the back of the manual provides the various forms which you wifi
needto doyour work. You should liaise with the DA and the RWST to ensurethat
you alwayshave enoughcopiesin the office. For someof the forms,guideson how
to usethem have beenprovided.

1
1
I
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1. Introduction: The CWSP

1.1 Why the CWSP?
In the past, many rural water supply and sanitation projects have not beensuccessful
becausethe facilities werenot maintainedand eventually broke down beyondrepair.
Many villages never had any accessat all to improved water supply and sanitation
facifities. If the limited funds available are not to be wasted, it is essentialto ensure
that all futureinvestmentsare sustainable.

Past experiencehas shownus that government is not ableto providesustainablerural
watersupply and sanitation senrices. On the other hand, well-organisedcommunities
can maintain suchfacilities if they have a sufficient level of interest This can be
achievedif it is the communitythat takesthe initiative in requestingimprovedfacilities
and choosingwhat typeof facilities wifi bestfulfil their needs. The Community Water
and Sanitation Programme (CWSP) thereforerestson two basic principles:

- — ~ ra~$4..Jv~.~ ?~:L~•I1~‘~$ ~

• It is deniand-driven:the community requeststhenew facilities and choose~thetype
of new tacititles theywantand~anitiord; theyalsoinfluencewherethefAduiUe.sare
tobelotated ~ ~:i~ ~ 4-- ~ - I

• It is based on ctnnnninityownershipand nuznagenzentofthe facilitiesconstructed.
— - -- -!.J!I

1~l,!I!!.4._~fl... - .- I.

p
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1
1.2 What is the CWSP?

The CWSPis a national programme to deliver sustainable rural water supply and
sanitationfacilities. It follows on from two major changesin public administrationin
Ghana: I

I
I

The programmeaims to stimulatea demand
for new facilities by COMMUNITIES and to
assistcommunitiesto plan,design,build and
maintainthesefacilities. 1
Supportandservicesto the communitieswill
be provided by the PRiVATE SECTOR - I
PartnerOrgamsations,Hand dug well and
Borehole contractors, Latrine artisans etc.
GOVERNMENT’S role will be to co-ordinate
and control the quality of the work done, as
well as provide training and technical
assistance.

The CWSP is being funded by a numberof
donors and the Government of Ghana. The
main donors are the International
DevelopmentAssociation (IDA) in Ashanti,

Brong-Ahafo, Western and Northern Regions; Danish International Development
Agency (DANTDA) in Volta Region; Canadian International Development Agency
(CIDA) in Upper East and Upper West Regions; and the French DevelopmentBank I
(CFD) in Central Region etc. Someof the projects started before the national strategy
wasdeveloped,andtherearesomedifferencesin theapproachesused. Forexample,in
the IDA-sponsoredregions, activities cover water supply, sanitationand a schools
hygieneprogramme,whilst in theCIDA-sponsoredUpperRegions,theprogrammeis
convertingexistingboreholesto communityownershipandmanagement.

In additionto thesemajorprojects,watersupplyan~dsanitationis a componentof some
largerural developmentprojects,suchasthosesponsoredby the EuropeanUnion, or
theforthcomingVillage InfrastructureProjectto be sponsoredby the IDA. Thereare
alsomany smallerprojectssponsoredby non-governmentalor religious orgamsations,
and a growing amountof financeavailablefrom the District CommonFund. These
projects should also be co-ordinatedwithin the overall CWSP framework, which
providesfor planning,regulation,quality controlandtechnicalassistance.

I

• E8LIbIishmentof theDistrict Assembliesas the locus for rural developmentactivity;

• A shift from the government to the private sector for the provision of goods and
services.

Chapter1-Introduction to theCWSP 2



1.3 CWSPObjectivesandPrinciples

The CWSP aimsto:- - - - - -- &-~-~ ~ ,~r;7

- - - - ~ L... ~ •k.~ ~ •,

• Bring water supply and sanitationservicesin rural communitiesand,small towns
up to a basic acceptablelevel. - - - - --~ - , ?,~,

~ —rZIL ö. ~‘:~ ‘~%‘~~r ~ MCr ~
~4 —_,~t-.?, ~-r ~ ~- ~ ~ b~

7 -~ ~

— 4 ~-~~-‘— ~

• Ensurethesustelin4bilityof the services. , ‘ ‘

-- ——r -~ I ~ ~
--

M.,SMa iSr-

• Promotegoodpracticesin usingwaterand !at!11!es.s0thaL user wj~Jget the most
out of them in termso(health,convenience!k. - ,.~, -- I II,

-: - -- ~ - ~& ~ E-’ --- ‘

This will be done through a partnership in which communitiesown and mahagetheir
water supply and sanitationfacilities, taking an activerole in their planning, funding,
construction,operationandmaintenance.Thenecessaryservicesareprovidedby the
private sector. The public sector co-ordinates and controls the quality of the work
done,aswell as providing training and technical assistance.

I

v-i-----
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I
TheCWSPwifi be implementedaccordingto a seriesof basicprinciples: 1

a) Respondingto conimunitij demand

• The programme assists only those communities which
expressa genuinedemand.

• Communitieschoosethetype of facilities theywantand can
afford to maintain.

b) Conununityownershipand tnanageinent

• Ownership and managementof facilities by communities, I
including full responsibffity for operation and maintenance
costs.

• Active involvement of women in all aspects of decision-
makingand management

c) Costsharing

• Contribution by communities towards the capital cost of
facilities, to demonstrate and develop both a sense of
ownership and their ability to coverrunning costs.

• Substantial capital costcontribution by government (or other
funding agencies)towards the basiclevel of service.

• Contributionby communitiesto the extra costif a~higherthan
basic level of serviceis chosen.

d) Provisionofgoodsandservicesby theprivatesector

• Community mobilisation, design, training and other
consultancy services,construction, spare parts supply and
provision of repair and maintenance servicesby the private
sectors.

• Quality control, monitoring, evaluation and capacity-
building by the public sector, within an environment
enabling the active involvementof theprivate sector.

I
I
I

___ I
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e) Promotionofbehaviouralchange

• Promotionof a culture of latiine ownershipand use,backed
by the creation of a latrine construction capacity at
communitylevel.

• Hygiene education aimed at helping people identify
problems and changetheir behaviour.

Chapter1- Introductionto theCWSP 5



The CWSA consistsof a Head Office, under the Ministry of Works and Housing.
Reporting to the Head Office are Regional Water and Sanitation Teams(RWSTs)
made up of managers drawn from different professions. The RWST support the
District Assembliesto managewater supply and sanitation activities within their
respectivedistricts.

1.4 Implementation Structure

The CWSP aimsto respondto the needsexpressedby communities,so it must be as
decentralisedaspossiblein orderto beaccessibleto them. It is a partnershipwhereby:

I
I
I

• Comnusnitiesplan, finance, own and manage their ‘water supply and ;a~uon
fakilities; ‘‘ - - -

- H -tS. -—- . ‘~‘ . H - - -

• Private companiesand non-governnsental organisations provide services in
tommunity organisation.planmng,destgn,,construction,operahon and iii ai ntenante,

• District Assembliesmanageandco-ordinateprogrammeimplementationat district
level; , I - - H - . ‘ - -

• .The Coanmnnlhj Water ünd Sanitation Agcncy (CWSA) is responsiblefor overall
frlanning, regulation, supervision,quality control, support, training and capacity-

- building. - - - --

I
I
I
I
I
1
I
I
I
I
I
I
I
I
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Implementationtakesplaceatthedistrict level. InterestedDistrict Assembliesestablish
a three-person District Water and Sanitation Team (DWST) to co-ordinate and
managetheprogramat thedistrict level. TheDWSTis a partof the District Assembly
and is entirely supervisedand funded by it. This recogmsesthe leading role of the
District Assembliesin rural developmentandprovidesfor accountabilitythroughthe
electedrepresentativesof thecommunities.

Field implementationis carriedout by NGOsandcontractors,managedby the DWST
with the support of the RWST. Small local NGOs and businessescalled Partner
Organisations (POs) work with communities to help them orgariise themselves,plan
the type of systemthey want;, and preparethemselvesto manageit When the
community is ready,the watersupply facilities areconstructedby boreholeandhand
dugwell contractors.Latrinesarebuilt by individual artisanstrainedunderthe CWSP,
who selltheir servicesto individual householders.

Eachcommunitysets up an organisation(or usesan existing one), called a Watsan
Committeeto manageits new water supply facilities. They appoint caretakerswho
look after the pump, carryingout regularmaintenanceand small repairs. The CWSP
also trainsa few mechanicsin eachdistrict to carryoutrepairsthat aretoo difficult for
thecommunitiesto do themselves.Communitieshaveto payfor repairscarriedoutby
thesemechanics,andalso for anysparepartstheyused.

Chapter1- Introductionto theCWSP 7



1.5 CWSP Components

a) WaterSupply:

Communalfacilities providing a basic level of service,
with communitiespaying 5% of the capital cost (in
cashor kind or a combinationof thetwo) for:

* Communitieswith populations ranging frbm
75 to 10,000;

* Maximum of 300 peopleperwaterpoint;
* Dug wells andboreholeswith handpumpsfor

communitiesbelow 2,000population;
* Mechamsedboreholesfor some communities

above2,000population;
* Pumped,pipedsystemsfor somecommunities

above5,000population;
* Gravity flow piped systemsfor somesmaller
communitieswheretechnicallyfeasible.

b) Sanitation

• For households,VIP latrines,with ownerspaying50%
of thecosts;

• For schools,KVIP latrines, with the schools making
in-kind contributions;

• For clinics, KVIP latrines, under community
ownershipwith paymentof 5% of the capital cost,
andall recurrentcosts.

c) HygieneEducation

• For communities,as part of the organisationand
planningprocessfor watersupplies;

• For schools,linRedboth to assistancefor communities
andto the schoolssanitationprogramme.

8 1

I
I
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1.6 Role of the District Assembly
The District Assembly is the key actor at the district level. They have the major
responsibilityfor planning, supportingand monitoring projectimplementationat the
district level. TheCWSPtakesadvantageof theimportantplaceof the DAs aselected
representativesand the general responsibility for the developmentof the districts
legallyassignedto them. In locatingimplementationof theprogrammewithin theDA
structure,theprojectdesignhas recognisedtheessentialrole of theDAs in district and
therefore rural development What specific roles then are the DAs expectedto
perform? To answerthis questionproperly, it is necessaryto look at thevariousparts
of theDA andwhatis expectedof eachone.

Chapter1- Introductionto theCWSP 9
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a) TheDAMember

The HonourableMember of the DA is thelink
between the community and the DA. He/she
liaises with the community to find out what the
problemsare in the community and sendstheir
requeststo theDA for any assistance.He/shealso
provides‘any essentialinformationfrom theDA to
the community. In this case, if the community
has identified water as the problemthey wantto
solve, the DA Member will have to brief the

community on the CWSP and help them apply to the DA. He/shemay make any
n~essaryfollow ups to the District Assembly and the DWST andbe availableto put
his/hercommunity’scaseacrossduring theAssemblydebate.

Each DA has a sub-committeewhich handles its
waterand sanitationissues. In some districts it is
theSocialServicesSub-Committee,in othersit is the
Works Sub-Committee and some districts have
formedsub-committeessolely responsiblefor water
and sanitation. Whichever applies in a particular
district is not theissue. The importantthing is that
theDA hasrecognisedthe importantplaceof water
andsanitationin thedistrict andhasassignedoneof
its committeesto focus onwaterand sanitationon a
regularbasis - and reportto the GeneralAssembly.
This committeewill discusspolicy issuesin relation
to water supply andsanitationand makeproposals

on the allocation of resourcesin the district. Theiradviceis still subjectto thedebateof
theGeneralAssembly. Theimportantthing hereis that theymakethedecisionprocess
of theAssemblyeasierby doingsomeessentialwork beforetheAssemblymeets.

I
I
I
I
I

1,) TheRelevantSub-Committee I
I
I
I
I
I
I
I

‘_% I 1 7
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The DWST is the DA’s secretariaton water and
sanitationin the district. At the moment,it is like
any other decentraliseddepartmentin the district
even thoughits role and existenceis not explicitly
spelt out in the Local GovernmentAct However,
when the Local GovernmentServiceBill is passed,
likely in 1998, the DWST will becomea unit in the
enlargedWorksDepartment TheDWSTwifi report
to the headof the Works Departmentwho will in
turn report to the District Co-ordinatingDirector.
The DWST as a decentralisedunit of the DA is an
advisorybody. It will advisethe sub-committeeon

issuesrelatingto water andsanitation. To do this, it hasto collect the relevantdata,
processit, storeit and makeit availableto the DA as and whenneeded. With other
relevantdepartments,the DWSTwill alsomanagetheimplementationof thedecisions
madeby thesub-committee.

The CommonFund expectsthat eachDA should havea five yeardevelopmentplan
which will be the basis of resourceallocation and developmentin the district. This
plan may havebeendrawnup before the DA joined the CWSP,or the District may
already havebeenparticipating in the programmebeforethe developmentplan was
made. Whicheverthe casemay be in your district, the importantthing to note first is
that a District Water and Sanitation Program (DWSP) is a part of the district’s
developmentplan. TheDWSPis a detailedelaborationof thedevelopmentplan. They
arenot two separateplans. In thefive yeardevelopmentplan, all thedetailsaboutthe
problem and the necessarysolutionsmay not havebeenadequatelyexplained. The
DWSP will thus give a detailedoutline of what the district wantsto do asfar aswater
andsanitationareconcerned.

c) TheDWST

1.7 The District Water Supply andSanitation Program

Chapter1 - Introduction to theCWSP 11



1.7.1 Dmwingup theDWSP

Beforethe district joins the CWSP, the DA sub-committeeresponsiblefor water and
sanitation,thedistrictplannerandotherkeyDA staff meetwith representativesfrom
theCommunityWaterand SanitationAgency(CWSA) for detaileddiscussions.These
includea reviewof existingfacilities in theDistrict, (idealyplotting theseona detailed
mapof theDistrict) waterandsanitationproblemsin thedistrict, previousandcurrent
effortsof theDA andotherorganisationsto solvetheseproblems,thelevelof demand,
andhow theDA proposesto tackletheproblems. In otherwords,it is anopportunity
for thedistrict to adapttheCWSPto thedistrict’s particularrequirements.Theresults
of this interactionarethenpresentedto theDA for approvaland adoption. This plan
nowbecomestheDWSP.

1.7.2 Deliveiystiategyin thediglrict

The activitiesof other donom or agenciesactivein the districtmay comeup as partof
the initial discussionsbetweenthe DA and CWSA. Beforethe nationalCWSP was
introduced,manyof theseorganisationsweredoingsomework in thedistricts. Each
hadits ownsetof conditionsandexpectationsfront.the DA andthe communities. For
exampletheEU Micro-Projectsrequiredthat communitiespay 25% of the capitalcost,
ipi the form of labour. On the other hand CWSP askedcommunitiesto pay 5% of
capital cost and all of the operationalcosts. SomeDAs are providing water and
sanitationfrom their ownresourcesandCommonFund, in mostcaseswithout any real
contribution from the communities. And, apartfrom the CWSPwhich is encouraging
theprivate sectorto do theimplementation in the~communities,no otherorganisations
areusingthis strategy. Thedifferent policies areconfusingto communities. All they
know is that theseprojectsarecomingfrom the District Assembly. If that is the case,
then the question is what will be the effect of all these different strategiesand
expectationsof projects onthecommunities?

It is likely that many of the communitieswhich pay directly will wonder why they
should make such cashcontributions to the DA while others get it free. This is a
legitimatequestion. As partof the processof developingthe DWSP, the DA will have
to work towards a common system of conditions and expectations from the
communities. Hereyou have animportant role to play in terms of data collection. You
have to identify the various agenciesworking in the district and classify their
sti~ategies.This information is provided to the DA who wifi in turn work towards a
commonsystem.

I
I
I
I
1
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2. Water Supply Management

2.0 Introduction

This Chapterdescribesthe procedures for managingcommunitywatersupplyprojects.
Whilst one or two particular proceduresmay be specifically for projects funded
throughCWSA, the proceduresdescribedare generally applicableto all projects where
the District Assembly has a major role in management The District Water and
SanitationPlan should cover all government-sponsoredwater supply and sanitation
projects in the district, and should aim for co-ordination with privately and NGO-
fundedprojectsaswell.

(~.
(
(
(
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The Chapterstarts with an overview of the sequenceof activities in identifying,
planning and executingwater supply projects, referred to as the Project Cycle. This
overview also describes how information should be recorded and ified. In the
following sections,the processof promotion, animation, validation, data collectionand
community selection leading up to the implementation of individual community
projects is describedin more detail. This is important becausethe proper involvement
of the communities and the District Assemblyat this stageis essentialin establishing a
soundbasisfor community ownership and management

Later sections go on to describemonitoring procedures for checking the progress of
communitymobilisation and project planning by POs, the production of Facffities and
ManagementPlans,andthe constructionof hand dugwells.

Finally, this Chapter outlines DWST activities in providing long-term support to
WATSAN Committees, and describes the programme for converting handpumps to
community ownership and management

I

1
I
I
I

Chapter2-WaterSupplyManagement 14

I
‘I



2.1 Project Cycle for Water Supply - Overview

PromotionandAnimation

District Assembly Membersmeetwith their communitiesto help them identify their
problems, raise their awarenessof what they cando aboutthem through their own
efforts, and give them enough information to make a gooddecision on what action to
take. At the sametime theyprovidebasicinformationabouttheCWSP,outlining what
it offers andwhat the community’srole would be. Although the AssemblyMembers
who aretheofficial representativesof thecommunitiesshouldtakethelead,theDWST,
line agenciesand NGOs working in the areashould also help with promotion. In
particular,the DWST shouldmakesurethat Assembly Members and others working
with thecommunitieshave clear informationonthe CWSPandhow it works.

CommunityApplication

If a communitydecidesthatwatersupplyandsanitationis a priority, it sendsa letter to
the DistrictAssemblyrequestingassistance.This applicationmaybemadethroughthe
AssemblyMember,but couldalso befrom any othercommunityleaderor group. For
eachcommunity,you shoulddo thefollowing:

NeedValidationand Data Collection

Thenext stepis to checkon the level of communityinterestin developingnewwater
facilities andcollectotherinformationto helpwith selection.

You should find out the population of each community and set aside for later
considerationthosebelow 75 population. However,careshouldbe takennot to rule
out communitieson the basisof old information. For example,populationestimates
from the 1984 censuswill certainly be much lower than the actual population.
Communitieswheretherearechieftancyor otherconflictsshouldalsobe setasideunifi
they aresolved. If the District Assemblyhasdecidedto spreadthe projectsequally
betweenzoneswithin the district, a similar number of communities in eachzone
should be visited. Within each zone, communities that applied earlier should be
visited first

Pile the applicaLion In chronologicalorder In the”Cornm unit Appuratlons for
Water Supply - PendingValidation” file

) Mark thecommunityon themap.

Chapter2- WaterSupplyManagement 15
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This is doneby observation, discussionwith individuals and groups and holding one
or more community meetings. When the validation iscompleted,you should: I

I
__ I

a

ReviewandSelection I
Beforedata collectionstarts, the District Assemblymust decidehow it will selectwhich
communities will be served first. It does this by assigningweights reflecting the
relative importanceof eachof the selectioncriteriaused,and making a clear decision
on thefinal authority for communityselection: is it thefull District Assembly,or is this
authoritydelegated,andto whom?

Whenyou havecollectedthe data,youshould thencalculatethepriority ratingsof the
communitiesusing the scoring sheetsand the weights decidedupon by the District
Assembly. Thehighestpriority communitiesarerecommendedfor selection,eitherfor
thewhole district or on a zoneby zonebasis. Therelevantsub-committeereviewsthe
selectionandaltersit if necessary.Theproposedcommunitiesarepresentedto thenext
meetingof the District Assembly,which debatesandofficially confirms (or modifies)
theselection. Oncethecommunityselectionhasbeenconfirmed,you should:

I
I
I
I
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You shouldthenvisit the communitiesto: a

Assistthecommunity to rank1Sn&dsin orderof priority;
• Confirm the real Interest of the community in Improving its water supply

arrangements; ~, ‘ -

• FurtherexplaintheCWSP;and
• Gatherbasic data to be usedin c~mmunltyselection.

> Recordthedataon the “Bask Community DaLi’ tonns (seeAnnex 2.1);
> Fill in a “community ScoringSheet”form (seeAnnex2.2);
) File the data form and scoring sheetwith the original application and any other

documentsre]ating to thecommunilv in the “Community Applications for Water
Supply - Validated for the Committee” file;

)e Fill in a “Summaryof CommuàityData andProgress”form (seeAnnex13) for the
community,and fiiel( in the “Community Data SummaryandProgress” file; and

)~Updatethemapto show thecommunitieswhoseapplicationshavebeenvalidated.

I
I
I
I
I

> Establisha file for eachseleéi~dcommunity,‘containing the forms and documents
accufilulatedtodate; -

~ Record the date of selectionhi the “Community DataSummaryand Progress” file
andupdatethemapto~Th~wthecommunitiesselected;

> Draft a letter from the District Assembly to the RWST, informing them of the
communitiesielected;iid . -

> Provide a co~ydf the1fà~icCommunity Data in eachof the selectedcommunities
for useby the P0. -



Mobilisation

While selectionis going on, the District Assembly, with the support of the RWST,
selectsa P0 and awards it a Project Preparation Contract Oncethe communities have
beenselected,you shouldthen introduce the P0to them.

As a first step, the P0 discovers the technicallyfeasible options for water supply. If
necessary,you and/or RWST may assistin this process. The P0 then moveson to
communitymobilisation,including:

You and the RWST should monitor the P0’s work and assistin solving problemsas
they arise. When the P0 feelsthe communityis ready to go on to the planning stage,
you and the RWST should then performthe Mobilisation Assessmentand, if satisfied,
approve the interim payment to the P0.

• ExpLainingthetechnicalthoices, I
• Building communityawaana~andi6mmitmenttotte changeto new facilities;
• Ensuringwomen’sand mlàbrity gro~iip_thvolvenientin planning;
• Strengthening/eslablishlngWAThAP4 Committees; -

• lnitlatingcollectionoffunds;ahd •% H HI

• Promotinghygieneand sanitationawareb~~ss. I I
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Planning

The P0 trains the Watsan Committee and works with them to help the community
decide on the type, number and location of water supply facilities, and to prepare a
Facilities and ManagementPlan (FMP) specifyingcosts, community contributions and
operation and maintenancearrangements. The P0 thensubmits the FMP to you,which
shouldnotethedatein the“Community DataSummaryandProgress”ifie.

You shouldthenchecktheFMP, including makinga communityvisit to confirm that it
is realisticandthat thecommunityhasbeenfully involved in preparingit. If the FMP
is satisfactory,you should forward it via the water supply and sanitationsub-
committeeto the RWSTfor final checking. If it is notsatisfactory,the P0is askedto do
furtherwork.

‘Once theFMP is approvedby theRWST, designsarefinalised asfollows:

• Dug wells:theDWSTandRWSTwill do this together
• Boreholes:sitin~by geophysicalconsultantcontractedby CWSA; and
• Pipedsystems:designedby consultantscontraciedto CWSA.

TheP0andWatsanshouldbe informedandaskedto bepresentwhensiting is carried
out, soasto representthecommunity’s interest and agreedpriorities.

TenderandAwardof Contract

Dug well contractsareawardedby the District Assembly. First, the RWST assiststhe
District Assemblyto preparetenderdocuments.TheDistrict TenderBoard (D1]3) then
requestsprequalified contractorsto submit tenders. After the tenders have been
opened,you andtheRWSTshouldmakea technicalevaluationreportfor theDTB, and
theDistrict Assemblyawardsthecontract.

Contractsfor other systems(boreholesand piped systems)are handled by CWSA.
Once contracts have been awarded, the RWST should inform you of the planned
constructionprogramme. Drillers and contractorsshould also inform you of their
plannedactivitiesso asto allow monitoring.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Construction

During the constructionphase, the P0 providesfollow-up andcontinuespreparingthe
community to manage the facffities and assistsin ensuring timely delivery of
communitycontributions. You and the P0 help to ensurethat boreholesare drilled
and wells dug in the agreedlocations. You shouldmonitor the constructionof dug
wells,and checksclaimsfrom the contractor.

When the facilities have beencompleted,testedandcommissioned,you, the WATSAN
Committee,andRWSTsign a certificateof completion. The RWST or District Assembly
make the final payment to the contractor (lessthe retention,which actsas a guarantee
for the first year’soperation). At this~stage, the communitypay their cashcontribution
(if applicable),to CWSAortheDistrict Assembly,whicheverfinancedthe construction.

Follow-up

After the facilities are completed, the P0 provides
follow-up training for WATSAN Committee and
caretakersandassiststhe WATSAN Committeeto carry
out user education. You should monitor the P0 and
check that the facilities are properly managedandused
before authorising final paymentto the P0. The RWST
arranges training of handpump areamechanics,who
provide training in turn for Community pump
caretakers.

Twelve months after construction, you and the P0
should make a joint visit to the communityto evaluate
the P0 work and let the communityknow aboutDWST
follow-up support You should provide on-going
support;, helping WATSAN Committees to solve
management problems and to find spare parts and
servicesin the openmarket
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I
2.2 Promotion and Animation
This is the first stageof the water supply project cycle. It calls for specificactions from
the you and the DA Members. Promotionis to let people1znow about something so
that they will be able to decidewhether they want it or not Consider that in our
everydaylives, we do not know aboutthe various kinds of soap on the market and
their prices. How will webe able to choosethe kind of soapwewant and canafford?
It will be difficult This analogycan be extendedto communities and their water
supply. If communitiesdo not knowabout the CWSP (DWSP) and how it can improve
theirlives, how will theybe ableto choose?Programmepromotionthenis to provide
the essentialinformationto the communitiessothat they can makeinformeddecisions
andapply for thewater facilities.

Prox~iolionis yourjob - but it is also the job of the District Assemblymembers,who
visit the villages in their constituency. Your job is to makesure the DA member
ui~lerstandsthebasicinformationonCWSP,sothathedeliversthecorrectinformation I
Theanimationprocessbeginswith villagelevel educationto makepeopleawareabout
their conditionsof life and the stepstheyneedto taketo improve their lives. In the
caseofwater andsanitation,theanimationwill helpthecommunityto seeif wateris a
problemandhow theycanorganisethemselvesto do somethingaboutit As a resultof
the animationprocesscommunitieswifi get to know about existing proceduresand
structuresby which developmentagencies(Governmentaland Non-Governmental)
assistcommunitiesin their developmentefforts — in this particular case,the CWSP.
TheAssemblyMemberis thebestpersonto carry out this animationprocessandhelp
thecommunityapplyfor thefacffity.

In otherwords,while you arebusypromotingtheprogramme,you needtheAssembly
Memberto do the requiredanimationso that the communitycanmakean informed
decision. How then should the team carry out programme promotion in the
communities?

I
I
I
I

- _•‘ll~_ —

I
I
I
1

I
I
I
I
I
I
I
I

I
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2.3NeedValidation, DataCollectionand Conununity Selection
When applications for water supply have beenreceivedfrom conununities,it is up to
the District Assembly to respond to them. It will not be possible to help every

community immediately, due to limitations on funds and manpower. Beforestartingcommunitymobifisationandproject preparation, you needto

a) check that the applicationsaregenuine,
b) find out somethingabout the communitieswho haveapplied, and
c) choosewhich of thecommunitieswill be servedfirst.

The CWSPis basedon the principle of respondingto community demand. It alsoaims
to improve the quality of life for rural dwellers, especiallythosewhose poor water
supply causesdiseasesand forces them to go on long and tiring water collection
journeys. How shouldyou choosewho getsassistancenow andwho hasto wait until
later, in thelight of theseobjectives?

If you have to make such a choice,you needto have a setof rules for allocating the
resources available, and everybody concerned needs to agree on these rules.
Otherwise, therewill be disputes betweenthoseselectedand thosenot selected. It is
up to the AssemblyMembers, asrepresentativesof the communities, to decideand
agreeon the rules.

In line with CWSPobjectives,theselectionshould takethe following into account

— ‘~r~-Zn. ~ ~ .~ ~

• The strengthof commw~itvdernand~ncj~inj~$
• Thelikelihood of thecoqquu~tybeingable to managenew facilities successfully;
• The comnnuiIty’scurrentw4u~sv~lysItliatiunA aj~t~.~ ,.. ~. . fl

• Thelevel of diseasedue to poorwater supply. -.~- ~•- •~• ~t ~“‘~

‘a ~. * fi~ ~ ~p~C’\ ~ 4 Th
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In order to be able to look at all thesefactors together, you needto be able firstly to
measure them, and secondly to combine the different measurementsinto a single
numberthatallows us to rankthe communitiesin order of priority. A clearagreement
on therules for doing this is alsoneeded,sothat all concetnedwill acceptthe decisions
thataremade. I
In order to makethe measurementsneededto selectcommunities,all thosewho apply
must be visited to collect information. This data collection and analysisis called
“validation”. The datacollectedwill alsohelp to establisha profile ofthe communities,
for usein project planning. The data to be collectedis givenin the Basic Community
Data Form in the Annex 2.1 (Pg 80). A scoring systemhas also beenestablishedto
convert theobservationsinto numbers.

Te combine thesenumbersinto an overall scorefor each community, you need to
decidewhich factors should be includedandhow important eachfactor is — so that
themore important factors have a bigger influence on the final result. You can double
Or triple the scorefor them beforeadding up the total scorefor the community. You
mayalsodecideto ignoreother factors entirely. This processis known as “weighting”.

I
I
I
I
I
I

It is theDistrict Assembly’sduty to follow up on all requestsfrom communities. Every
communityshould have an equal chanceto enter into the selectionprocessto compete I
for inclusion in the currentyear’s programme. However, tQ reduce the number of
validation visits to manageableproportions, it is sensibleto makean initial screeningto
setasidethe leastlikely candidates. Severalfactors should be taken into account I
a) First Conw,First Served

You should try andwork down the list of communities
applying in the order in which they applied, so that
the earliest applications are followed up first.
Obviously, your validation visits will be affected by
the need to divide your time betweendifferentzones,
or to combine validation with other field work in
nearby communities. However,whereveryouhappen

Chapter2- WaterSupplyManagement
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to be working, follow up first on the communities in COME, ~i
that area that applied first To ~EJ4E.fITJ
b) GeographicalDistribution 0

Many District Assemblieshave decided to spreadinvestmentsin water supply around
the district to avoid being accusedof unfairness or favouring one area over another.
Very often this is done on the basis of zonesdefined within the district by the District
Assembly. If your DA has decided to do this, make sure that you validate an
approximately equal numberof communities in eachzone.

c) Population

Becauseproviding very small communities with water supply facffities costs more per
person than larger ones, the CWSP has set a lower limit of 75 for the population of
communitieseligible for assistance.You should thereforefind out the populationsof
the communities from District Assembly records, and leave those with populations
below 75 off thelist for validation. However,youshouldbe careful to make sure that
thefiguresareup-to-date. If theyarenot, try andfind anup-to-dateestimate.If that is
notpossible,leavethecommunityon yourlist for thetime being.

d) ConflictsandDisputes
It is not possibleto do anymeaningfulmobilisationif
thecommunityis involved in a dispute,for example
overchieftancy,landor ethnicissues. As the success
of any communitywatersupplyproject dependson
full communitymobilisationandparticipation,it will
be impossible to implement projects in such
communities. If you areawareof any suchdispute,
thensetthecommunityasideuntil suchtime asit is
resolved.
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2.3.2 DataCollection andValidation

The mainpurposeof the validation visit is to collect the data necessaryfor community
selectionand to build up the communityproffle. It is also an opporbinity to explain to
the community moreabout the CWSP and to answer any questionsthey may have.
When you areplanning your visit;, arrange for a community meeting,but also leave
enoughtime to observe conditions, interview someindividual community members
andconductsomegroup discussions.

it is relatively straightforward to collect information on water supply, sanitationand
health, but assessingcommunity demand and interest;, and the level of community
activity and organisation aremore difficult

One measure of community demand and the priority they give to improving their
water supply is the ralilking the community gives to its variousneeds;is watersupply
the top priority, or do they consider other servicessuch as electricity or a school as
more important? Other indicators arethe collection of money towards a water project
or anyself-helpimprovements theymayalready havemadeto their water supply. The
community’s readiness to attend and participate in meetings can also give some
indication of their levelofcommitment

Indicators of community organisational and managementcapacity include the number
of active community-based orgamsations(CBOs), the numberof community projects
undertakenrecently,and the extent to which thesehave beenmaintained. Another
importantfactor is the levelof women’s participation in communityaffairs, sincetheir
participation in water supply and sanitationmanagementis essentialfor sustainability.

Annex 2.2 (Pg83)gives a guide to collectingthe information required. You should ifil
in the information on the “Basic Community Data” form (Annex 2.1) to build up the
community proffle, and notescoresfor eachfactor on the “CommunityScbringSheet”
form (Annex 2.3, Pg 88).

I
I
I
I

I
I
I
I
I

I
I
I
I
I
I
I
I
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2.3.3 ScorIng

Thefirst stagein calculating the priority rankingof anycommunityis to notethe score
for eachfactor on the “Community ScoringSheet”form (Annex2.2). This form lists all
the factors under consideration, and indicates for eachfactor how you should assign1,
2 or 3 points according to what you find. This score should be written in the
appropriate box in thefirst column of emptyboxeson the form, headed“Score”.

Referring to Annex 2.2 imagine two communities. Onecommunity has a borehole
with handpump situated 700m away from its centre. You would assign2 points for
“distance from community”, since700m is between500mand 1km. You would assign
1 point for “water supply type”, as this is the score for a handpump. Another
community relies on a stream running right through the village. It would score1 point
for “distance from community”, since this is less than 500m, but 3 points for “water
supply type”, as this is the scorefor thecategoryincluding river, stream,pond etc. You
would assignpoints in a similar way to eachcommunity for all the factors listed on the
scoringsheet,fifing in one sheetfor eachcommunity.

2.3.4 Weighting

The next column is headed “Weight”. The weight is used to take account of how
important eachfactor is when combining the scores for the individual factors into an
overall score for the community. The weights should be decided and agreedby the
water supply and sanitation sub-committee and the District Assembly. They should
allocatea weightof 1, 2 or 3 according to whether they consider the factor concernedto
beslightly important,quite importantor very important Theseweightsare the same
for all thecommunities.OncetheDA hasdecidedon them, theRWSTcanhelpyou by
makingformswith theweightsprintedin placeoneveryform.

Supposethe DA has decided that community commitmentand demand is very
important It may have decidedto assigna weight of 3 to “ranking given to water
supply” and a weight of 2 to “action takento improve water supply” and also to
“responseto callsfor meeting”. It regardedhealthproblemsasless important,except
for GuineaWorm, which is a majorproblemin partof the district, and so assigneda
weightof 3 to GuineaWorm,but1 for eachof theotherdiseases.
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2.3.5 SettingPriorities I
To calculatethe final score for eachfactor, you snoutamultiply the original score
(determinedas a result of field observations) by the weight (assignedby the DA), and
enterit into the third column. The sum of all thesefinal scoresgives a total scorefor
that community. I
Once the final scoreshave beencalculated,you should enter them on a “Community
Ranking and Selection” form (seeAnnex 2.5). On each line you canenter the final
scores and the total for each community. Keep this form in the “Community
Applications for Water Supply - Validated for the Committee” ifie, as it is the final list
thatwill beusedfor selectingthe communities.

When the sub-committeeis about to meet and consider community selection, you
should go through the list on the “Community Ranking and Selection”form and pick
out the requirednumber of communities with the highesttotal scores. Write a note
with a list of thesecommunities, togetherwith their total scores,recommending them
for selection. SomeAssembly Members may want to follow up and seewhy one or
other particularcommunitywasrecommendedor not;, and you should be able to show
them the data collectionandscoring forms and explain how your recommendationwas
made.

The sub-committeewill reviewthe recommendationsand makeany alterations it finds 1
ziecessary. It will then prepare a submissionrecommending a list of communities for
debateand final selectionby the full Assembly.

2.3.6 DebateandFinal Selection

The final selectionis madeby the full District Assembly,sothat all Assembly Members
are aware of which communities were chosen and why. The sub-committee’s
recommendationsare debated,and any changesagreedupon. Oncethe Assemblyhas
passed a resolution naming the selected communities, the P0 contracting and
mobilisation processcango ahead.

I
I

I
I
I
I
I

I
I
I
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The PartnerOrganisationsare contracted to help communities mobilise and organise
themselvesand prepare a Facilities and Management Plan. In order to do this, they
have to carryout a seriesof planned activities, which they should adapt to the actual
circumstancesof eachindividual community. The purpose of monitoring is to seeif

what actually happenscorrespondsto what was planned. However, it does not stop
there. Monitoring also aims to find out why plannedactivities were not carried out
and suggesthow to rectify thesituation.

Monitoring is therefore not a policingoperationaimedat stoppingtheP0from cheating. It is
simply a way of frying to get thejob doneaswell aspossible. As you are not directly

— involved from day to day in facilitating the community’s mobilisation and planning
effort, you may be able to notice things that the P0 has not If so, get together with
them, point out what you have observed,and try to work out togetherwhat should be

done. Remember,you don’t have time to do it yourselves,due to all the DWST’s other
responsibilities, and if you start giving orders, the P0 wifi probably object and just
ignore them. The result will be that thejob is not well done, and the District Assembly
mayhold you responsible.

You should also be careful not to contradict or
conflictwith theP0in public. Thiswifi end up in the
community becoming confused by hearing
contradictory messages, and may damage the
relationshipbetweentheP0andthecommunity.

If you areunableto solve problemsimmediatelyby
discussionswith theP0,thencall on theSBDU or the
RWST to helpout Of course,in theunlikely eventof
seriousproblemssuchasthe P0 extortingmoney or
behaving improperly towards certain community
members, you should immediately contact your
superiorsin the District Assembly, as well as the
RWST.

The P0’s activities aredivided into four phases: mobilisation,planning, construction
and follow-up. Thefirst runs into the second,culminatingin theFMP. The other two
phasesare quite distinct. At eachstagethereare specificthings you should look out
for. Theycanbebrokendowninto four main areas:organisational,technical,financial
andhygieneeducation.

2.4 Monitoring of Partner Organisations

2.4.1 Whatto Monitor
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I
Thesefactors as theyapply at eachstagehave beenformulatedas groupsof questions
and listed on the P0 Monitoring Checklist (Annex 2.6, Pg 90). We need not stick
rigorously to theseand only thesequestions;they aremoreby way of a guide to the
typeof questionswe might ask,andwhenanissueor a problemstartsto emerge,we
shouldfollow up with morequestionsto find outexactlywhatis happening.

2.4.2 How to Monitor

As mentionedearlier,monitoringis workingwith theP0to getthebestpossibleresult
Youshouldarrangeto gowith theP0on someof their communityvisits. Equally,you
should also arrangeto go sometimeswhen the P0 is not around, and community
membersmayfeelmoreableto voice any criticisms theymight have of the P0. This
meansthat you should be sureto be in regularcontactwith the P0 and know their
planneditinerary.

At leastoneof you shouldtry to visit eachcommunityat leastoncea monthduring the
mobilisationandplanningphase. If you fail to do this, problemsthatcouldhavebeen
identified early and easily correctedmay end up getting out of hand and require I
drasticmeasuresto betaken. You shouldmakeoneor two visits during construction,
and follow-up visits two or threetimes during the year following completionof the
facilities. I
You will be reporting directly to your designatedsuperior in the District Assembly,
andalsoto thewatersupplyandsanitationsub-committee.However,you shouldalso
makesureto discussregularlywith theP0andtheRWST. WhenevertheRWSTwants
to visit a community,oneofyou shouldalwaysgo with them. I
2.4.3 Monitoring Activities

Your main tool is to ask questions. You can discuss with individuals, groups, I
communityleaders,theWATSAN Committeeor a full communitymeeting. Try to get
a goodcross-sectionofthecommunity— women,men,young, old etc.

Be a good listener,andfollow the lines of the
discussionasit develops. If thereis anything
~rou feel you havemissedout, you cancome I
backto it later. Remember,you arenot asking
questionsfor their own sake, but frying to
uncoveranyproblemstheremaybe. So,if one
areaseemsto beOK afteryou havediscussed
it with a few different people or groups,
concentrateon other areas. Conversely,if a
problem appears to exist, probe to find out
more.

Themonitoringchecklistcanbeusedto record
your observationsin each community. Use
one copy for eachcommunitywheneveryou
go on monitoring. Thebestway to useit is to
be familiar with its contentsand only use it
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after your visit, just before you leave the
community, to write down your observations.
Peoplemaybeput off if you arealwaystaking
notes,and it may distractyou from following
up on certainissuesastheyarise.

Some of your monitoring you can do by
observation; the physical condition of the
environment or water supply and sanitation
facilities, or the records of the P0 and the
WATSAN Committee. These records may
indicate where problems are being
experienced,and you canfollow up on them.
The P0 and WATSAN Committee records
shouldalso agreeon whenthe P0visited and
whatwasdone.

2.5 Validation of Facilities andManagementPlans(FMPs)

WhentheFMP is submitted,you should checkto seeif it is complete.Thatmeansthat
all partsthat shouldbe filled in havebeenfilled in, andthat thecommunityandtheP0
have signed off on the last page. Seeif it correspondsto CWSP norms, suchas a
maximumof 300 peopleperwaterpoint Also checkthatit is realistic; for instance,wifi
the proposedtariff or other operationandmaintenancefund-raisingmechanismraise
enoughmoneyto keeptheplannedfacilities running?

You shouldvisit thecommunityto verify that

Individual interviewsandfocusgroupdiscussionsshouldalsobeheldto checkthatthe
communityis fully awareof andin agreementwith thedecisionstaken,andto evaluate
the work of the P0. This should include oneor moregroupsof women. The main
thrust of the questionsshouldbe to find out if they arefully informed,organisedand
preparedfor managing the water supply facility. Relatedtopics might include:
immediatechangesresulting from the P0’s work; whetherthey did all they should
have done; whether they did it well.

- - k%.

(~1TheWATSAN Committeeor othergroupdesignatedto n~an~gethewatersupply is
in place and functioning; - -

El Sell-helpactivities,to improvecornniuiiity hygieneand the envirorunenthave been
carried out. - - -

El The community’s cashcontribution is complete, ana deposTt~d,wherever this is
feasible,in a bank account~ - -

El It Is likely that the community will be able to raise the proposedamountsof
moneyfor operationandmaintenance; - -

El Caretakershavebeenselectedandacceptedby thecomniuni_ty; and
El Any otherplanàed activities havebeencarriedouL -

Chapter2- WaterSupplyManagement 29



I
Theevaluationof theP0’swork shouldalsotakeinto accountthe on-goingmonitoring I
youhavecarriedout If any problemswere noted during mobilisation and planning,
checkto seethattheyhave beenaddressedandresolved.

If the conditions are fulfilled and the evaluation is acceptable,the FMP should be
submittedto the RWSTfor checking. If not, it should be returnedto theP0 for further
work. DocumentsrecordingtheFMP evaluation should be placed in thecommunity’s

ifie andthedateenteredin the“CommunityDataSummaryandProgress” ifie.

I
2.6 Monitoring Hand DugWell Construction

Monitoring HDW constructionis as much a technicalmatter as a social one. The 1
technicalthings to look~out,forare presentedin the checklist (Annex 2.7, Pg 94). The
socialconsiderationsfollow the samelines as P0 monitoring soturn to the section on
P0monitoringfor details..~

I
I
I
I

Evenafter thePOshavedonetheirwork andthe facility is in place,~commumtieswill
continueto requiresomeform of supportfrom you. Partof this supportcould be on
hygieneeducationandproviding information. This sectiongivesmoredetailson how
todothis.

2.7.1 HygieneEducation

Hygiene educationand latrine promotion will be part of
your work in the community especiallyafter the POs have -

left You will have to continue the education on the
integrationof theseactivitieswith thedevelopmentof water
supply and community management For more information
on hygieneeducation, seethe P0 Manual. Thereis also a
hygienereferencein theAnnex.

2.7.2 Providing Information and Facilitating Access to I
Services

As you wifi remember,many of the water systemsbefore I
CWSPcameinto effectbrokedownandtherewasvery little
effort at repairing them. Many of the beneficiary
communitiescould not repair the pumpsbecausethey did

I

2.7 Long-term Support to WATSAN Committees
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not have proper access to information on water and
sanitation systems. There was no outside group to help
communities. Your team is in a good positionto fill this
vacuum.

You are well locatedat the district capital. You visit the communities, they know you
andyou have goodrapport with them. You also have accessto current information on
waterandsanitationissuesin the district and thenation atlarge. You are therefore in a
good position to provide information and facilitate access to services. How
wifi you go about providing theinformation?

There are threemain waysof doing this:

First is through the Assembly Members. Each time you meet an Assembly
member, either individually or at an Assembly meeting,you should let them
know about what is available, issuesabout spare parts, repair etc. They will in
turn go back to their communities and passon the information.

A secondway of providing informationis, eachtime you visit a community on
any issue at all, you should take the opportunity to update them on the latest
news onwater and sanitation. In this you will bereinforcing the efforts of the
Assemblymember.

ci A third way of ensuringaccessof communitiesto information is to encourage

them to contactyour office whenin doubtabouta particularissue. This means
that there must always be at least one personin the office at any time. It also
means that the team as a whole should be friendly so that people wifi be
encouragedto approachyou for any information.

c~I’II~
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Theconversionprogrammeis astrategyto convertexistingcentrallymaintainedhand
pusp systemsinto the community managedsystems.The aim is to ensurethat all the
smallwaterpointsareunderCommunityManagement,all adoptingthesamesystem.

The objectivesof theconversionprogramme are to:

Other NGOs (e.g. Catholics, World Vision etc.) will be encouragedto join the
conversionprogramme.

In promoting this programmeat the community leveL you should explain the
following:

Definition of Conversion-- Moving away from centralisedmaintenancesystem to
COM andvillage level operation and managementof maintenance

Moneyfrom theCommunityis asfollows:

Arrears

• Agreementon the actual figure to be negotiatedbetweenCommunity and
CWSA;

• Billing from January 1992;
• Paymentwithin 6 monthswill be given 50% reduction;
• Full paymentbeyond6 months;
• All paymentsshouldbemadewithin 2 years;and
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2.8 Handpamp Conversion
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C Change the form of management from centralised maintenanceto community
ownership and manigémekit - -.

C Createan enablingenvfrortmenlso that coutmunity ownershipand managementis
sustained; - -

C Transfer skills and knowledgefrom currentserviceprovidersto theprivatesector;
C Promotethe conceptof District Ownership ahd Managemenh
C Ensurecontinuoussustainabilityof facilities; and
C Ensure affordability of the maintenancesystem and cost at spare parts and of

delivery. - I - - -

I
I
I
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Billing stopsonenteringof a District.

CapitalContribution

• Thepaymentof theequivalentof $65 is for newpumpsonly;
• Cediequivalentof US $65 asactualfigure is to be set on anannualbasis

by TechnicalForum. For 1997,ct130,000.00is suggested;and
• Bank depositof the capitalcontributionshouldbe one of the conditions

for exchangeof pump. This capitalcontributionis for paymentof costof
delivery and installationof newpump.

OperationandMaintenance

• A community should deposit an equivalent of $100 (Two Hundred
Thousand Cedis) per pump in WATSAN accountswithin 3 months of
first WATSAN Training;

• Communityshouldagreeonhow to collectmoneyfor 0 and M. $100per
pump (or equivalentvalue in spareparts) should be raisedat start of
programme;and

• Payment of 0 and M contribution should not be a condition for
conversion. However,if suchpaymentis not satisfactory,follow-up work
will be doneto put pressureon thecommunity to establishan 0 and M
fund.
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3. Sanitation Management

This Chapterdescribesthe proceduresfor latrines subsidisedthrough the CWSA.
However,latrineartisanstrainedundertheCWSP,andindeedany others,shouldalso
be encouragedto build latrines independentlyandwithout subsidies. Full coverage
will only beachievedwhenpeoplecometo regardlatrinesasa normalandessentialpart
of a house,and it would be too expensiveto provide a latrine subsidy for every
householdin thecountry. Your role is to:

• Promotelatrineconsttu~tionanduse;
• Assistin recruitingandtraininglatrineartisans;
• ManagetheCWSP latrinesubsidyprogramme;
• CeøidinateCWSPInitiativeswith othersanitationprojectsin thedistrict;and
• M*e marethat any latrinesconstructedareof a satisfactoryquality, from both the

safetyandhygienepointsof view.

3.1Latrine Artisan RecruitmentandTraining

1. The first activity is to recruit and train latrine artisans. You and the
AssemblyMembersshouldinform communitiesthatexperiencedbuilders
interestedin receivingtraining on latrineconstructionshouldapply to the
District Assembly

2. Select about 40 for interview, on the basis of their existing skills,
dynamismandagoodgeographicaldistributionacrossthe district.

3. Agreewith the RWSTona datefor interviews,whichwill becarriedout
by theDWSTwith RWSTsupp~t.

4. Choose20 candidatesto attendthe preliminary3-day classroomtraining.
Planandmanagethiseventjointly with theRWST. Your job is to arrange
for a hall andaccommodationfor thetrainees,andtheRWST,supportedif
necessaryby consultants,should provide the trainers,programmeand
funding.
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After the classroomtraining, you and RWST should select the ten most promising
artisansfrom thegroupfor furtherpracticaltraininga fewweekslater. Agree ona date
for thetrainingsessionandclearlyassignresponsibilitiesfor thevarioustasksnecessary
in preparingit.

In general,your job is to selectsites for demonstrationlatrines in a village nearthe
district capital,whereanumberof demonstrationunitsof varioustypesandfinishedto
various degrees(pit excavated,slab cast,superstructurepartly built, etc.)will be built
prior to the training session. You will also supervisethe construction of the
demonstrationunits,andmakearrangementsfor trainees’accommodation.

3.2 SubsidyManagement
a)Application

It is the responsibility of the artisans to look for potential customers.
However, if you receive applications directly or any other District
AssemblyMembersor staff, theyshouldbereferredto oneor otherof the
artisans.
On completingtheir training, artisansshouldbe givena plentiful supply
of “Latrine Construction Contract” forms (see Annex 3.1, Pg 95) and
taughthow to fill themin correctly. To simplify thereleaseof subsidies,
artisansshould bring aboutfive applicationsat a time. Eachapplication
mustbemadein 3 copiesona
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You should:

b) Verification

You shouldvisit all applicantsto verify that: I
• They really needa latrine andhave a seriousintention of fulfilling their

partof the agreement;
• Thereis no disputeover thesiteproposedfor thelatrine;
• The. site chosenis suitable (see “Latrine SupervisionChecklist” in the

Annex);and
• Theright typeof latrinehasbeenchosen.

If theanswersto all thesepointsaresatisfactory,thenoneof you should: I
> Makeanyalterationsorcorrectionsthatmight benecessary;
) Signall threecopiesof theapplicationin thespacemarked“verified by”; and
> Notethedateof verificationonthesummaryform.

If theapplicationis not accepted:

) Attachanoteexplainingthereason;and
> PileIt in the“RejectedLatrineApplications” ifie.

I
I
I
I
I

c) ApprovalandContract 1
Youshouldpassverified applicationsto thewatersupplyandsanitationsub-committee
for final approval. A designatedDistrict Assemblyofficer signsthe applicationsand
theybecomecontracts.Oncethisis done,Youshould:

>Recordthe dateof approvalon therelevantsummaryforms; and
> Update themapto showtheapprovedapplications.

I

LatrineConstructionContractform, all signedby thebeneficiaryandtheartisan.
I

> Openaflleforeachartisan
)~FlU in a“LatrineSummaryInformation” form for eachapplication;and
> Keep the threecopiesof eachapplicationin the artisan’sfile, next to the summary

fonm

I
I
I

I
I

I
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Oncea batchof applicationsis approved,youcanapplyfor thefirst partof the subsidy.
The amountof the subsidyis determinedeachyearby CWSA, and is a fixed sumper
latrine. It is givenin two equalparts,oneon starting thelatrine,andthe otherwhenit
is finished. Therequestfor fundsis thereforecalculatedashalf of the subsidydueon
thelatrinesto bestarted.

you should ff1 in a “Requestfor Releaseof Fundsfor Latrine Construction”form (see
Annex 3.3) in duplicate. This shouldbesubmittedto the FinanceDepartmentof the
District Assembly,with one copy of eachcontract. Keep the other two copiesof the
contracts(for the artisanandthe beneficiary)and the copy of the requestfor funds,
which is keptin the“Latrine Subsidies”file.

Whenthefundshavebeenobtained,you shouldpaytheartisansin thepresenceof the
beneficiariesconcerned,in the communitieswherethe latrines are to be built. The
artisansshouldsign for the moneythey receive,in the relevantspaceson the Request
for Fundsform. At thisstageyoushouldalso:

> Give theartisansandbeneficiariestheir copiesof thecontract;and
Recordthedateof paymentontherelevantsummaryforms.

e) Construction

The artisanbuilds the latrine,with the beneficiaryproviding the agreedcashand in-
kind inputs set but in the application/contract. While you are in or around that
community, you should try and visit the site during construction to check the
following:

~ Completion

On completion, you should check eachlatrine to make sure it is completeand of
satisfactoryquality. If theseconditionsaremet,theypreparetwo copiesof a certificate

d)Releaseof Subsidy

• Sitingandsettingout;
• Pit, ring beamandslab;and
• Completedlatrine.

Chapter3- SanitationManagement 37



I
of completion (seeAnnex 3.4, Pg 99).~The DWST then preparesanotherRequestfor
Fundsform, to obtainthe secondhalf of thesubsidyfor thecompletedlatrines. I
You should submit the requestto the FinanceDepartmentof the District Assembly,
accompaniedby onecopy of eachCertificateof Completion. Paymentshouldbemade,
asin thepreviouscase,to theartisanin the presenceof thebeneficiary.Theothercopy
of theCertificateof Completionshouldbepastedup insidethelatrine,in a placewhere
it is not likely to getwet and fall off. You shouldmakefinal records,on the Latrine
SummaryFormandin theCommunityDataSummaryandProgressfile.

g)Reimbursement

After makingthesecondandfinal subsidypayment,theDistrict Assemblycanapply to
RWSTfor reimbursementof thefunds. A standardform for this purposeis providedin
Annex 3.5 (Pg 100). The requestshould be approved by the Regional Sanitation
Engineer. However,this doesnot meanthat he will checkeverysinglelatrine before
giving his approval;rather,he will inspectthe completedlatrineson a randomspot-
checkingbasis. The RWST should effect paymentwithin a month of receiving the
request for reimbursementunless there are exceptional reasonsthat make this
impossible.

I
I
I
I
I
I
I
I
I
I
I
I
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> Recordthedatesof completionandfinal paymenton therelevantsummaryforms;
> Updatethemapto showthecompletedlatrines;and
) Note the completion of a latrine on therelevantCommunityDataSummaryForm.

U

?~

I
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3.3 Latrine Construction Monitoring

A LatrineMonitoring Checklistis givenin Annex3.6 (Pg101). It is a seriesof questions
to beaskedat eachstage. Onecopyof thechecklistcanbeusedto recordtheanswers
to thesequestionsfor eachindividual latrine and ensurethat nothing important has
beenoverlooked. -

Thechecklistis in four parts. Eachpart lists the items to be checkedat eachstagein
construction. Note that various technicaldetailswill haveto be cross-checkedin the
technicalmanualfor theparticulartypeof latrinebeingbuilt. Youshouldalwayscarry
a copy of the technicalmanuals and a measuringtape when monitoring latrine
construction. -

a) SitingandSettingOut

This partof thechecklistshouldbeusedduring verification,
whenthe site and the type of latrine will be decided,and
againwhen constructionstarts. Someof the items can be
checkedby observation,whilst others (such as soil type,
water table, prevailing wind direction etc.) dependon
interviewinglong-timeresidentsof thearea.

If at all possible,the settingout andthe trenchfor the ring
beamshouldbecheckedbeforeconstructionstarts. Without
a strong, accurate,well-located foundation,the latrine can
neverbea good one.

b)RingBeam,Pit and Slab

Propercastingof theconcreteitems(ring beamandslab)are
essentialfor thesafetyandproperfunctioning of thelatrine.
This is importantnot just for the latrine owner,but also for
thesuccessof thewholesanitationprogramme;a collapsing
latrine will not encourageother community membersto
build one.

For thefirst five unitsbuilt by eachartisan,effortsshouldbe
madeto monitor thecastingwhile it is beingdone (items 1
and2 of stage2 in thechecklist). Later,whenhehasshown
himself to havemasteredthe processproperly, the castings
canbecheckedaftercompletion. Thechecklistfor this stage
is mostlyself-explanatory.

The curing processis very important for the concreteto
____________ reachits full strength. If the castingsdry out beforethey

havefinishedcuring, they will be weak and likely t~crack.
Householdersshouldbequestionedcloselyto seeif thering
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I
beamandslabwere keptpermanentlywet for the required
periodaftercasting.(Beam3 days,slab7 days)

If testblocks are madeto checkthe suitability of the water
usedfor mixing concrete,this needonly be done oncefor
eachnew sourceof water. Theblockscanbesmall (perhaps I
a quarterof thesizeof theblocks usuallyusedfor building),
and should be madeof the sameconcretemix as the ring
beam (1:3:6 of cement:sand:stones).The small quantities I
requiredcanbe measuredusing an empty tin insteadof a
headpan. care should be taken to cure the test blocks
properly.

c) CompletedLatrine I
Therearetwo main advantagesthat VIP latrineshaveover
other types of pit latrine: the control of odours and the
reductionof fly breeding. Both of theseadvantagesaredue
in differentwaysto theventpipe.

Odourcontrolis causedby thewind blowing over thetop of
theventpipeand suckingsmelly air out of the pit, which is
replacedby fresh air flowing into the superstructureand
down the squattinghole. This can be checkedusing the
smoketest. Problemswith theventilationcanoccurif: I

• The latrine is badlysitednear tallerbuildingsortrees,whichcancauseeddiesin the
air which may blow downwards into the ventpipe, bringing odours into the
superstructure;

• The vent pipe is not highenough(atleast2 feet)abovetheroofof thesuperstructure,
so thatthe eddiescausedby thelatrinestructureitself affect theair flow over thetop
of the ventpipe;

• The vent pipe is too narrow for the air to flow easily. This meansnot only the
ventpipe itself, but alsowheretheventpipeentersthepit. It shouldbepossibleto see
straightdown the ventpipe into thepit; and 1

• The superstructuredoesnotallow enoughair to flow in.
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Fly breedingis controlledby a combinationof factors.Lessflies getinto thepit because
theyareattractedby the smell, but this comesfrom theventpipe,and they cannotgo
downit into thepit becauseof thefly screen.If fliesdo getinto thepit to lay their eggs,
the youngflies that emergeareattractedto the light coming down the ventpipe,but
cannotpassthe fly screenand eventuallydie of exhaustionand lack of wateras they
keepontrying. It is therefore importantyou checkthat~

Thesefactors,plus thegeneralquality andstrengthof the structure,are the itemsyou
shouldcheckatthis stage.

d)Follow-Up andUserEducation

Artisans are supposedto provide userswith guidelines(beingdevelopedby Trend) for
usingthe.latrine. Oncea latrinehasbeenin usefor sometime, youshouldcheckto see
if it is beingusedproperly. If it is not,thenyou shouldexplainthe right practicesto the
users. If you find that latrinesbuilt by a particularartisanareconsistentlynot being
properly used,thenyoushould inform andhelphim to improve his usereducation.

• Thefly screenis not damagedandis securelyattachedto thetopof theventpipe
• Light from theventpipefalls directlyinto thepit; and
• The superstructureis dark so that flies are not attra~tedto leavethe pit ~. ~e

squattinghole.

From time to time, check older latrines for structural
soundness,andany necessaryrepairsmadepromptly. Fly
screenscanbecomeweak due to exposureto the sun,and
usuallybreak after sometime, oftendue to birds trying to
catch the flies just underneathit. The ventpipemay also
becomechokedwith spiders’websand dead flies. The fly
screenandventpipeshouldbecheckedat leastoncea year,
andpreferablyevery6 month~
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4. SchoolsProgramme

CWSPfeels that proper hygieneand sanitationpracticescan takelong term roots if
schoolchildrenareintroducedto themproperly. Hygieneand sanitationpracticesare
relatedto thecustomof peopleandwhenpeoplehavelong acquiredcertainhabits,it is
difficult to change.Childrenarein a goodpositionto changetheir practicesbecauseof
their youthandtheencouragementandregenurationthat canbeprovidedat schools.

It is believedthat whenthey do change,they will not only cultivate properhabitsfor
life but they will also passtheseon to their parentsand relativesathome. In the long
run,thewholecommunitywill benefitfrom theactivitiesof theschoolchildren. It is for
thesereasonsthat the programis extendedto cover schools. You should note that
essentially,this is not a separateprogram. It is a partof thewhole CWSP.

What then is the schoolsprogram all about?

The schoolsprogramis to encourageschoolsto havetheir own waterand sanitation
facilities and to enhancehygiene practicesby educatingthe children in them. A
numberof schoolswill beselectedat a time to benefitfrom theprogram. (Detailson the
SchoolsProgramcanbe foundin theImplementationManualandTRENDReport).

I
I
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Whatthenis yourrole in theschoolsprogramme?Themainthingsyou will beexpected
to do are:

• Conduct sanitarysurveyin all the schoolsin thedistrict — this will assessthe water
andsanitationsituationin all theschoolsin thedistrict;

• Assist in the selectionof schoolsin thedistrictbasedonthesurveyresults;
• Setup/strengthenSchoolHealth Committeesin all selectedschools;
• Assist in carryingouttrainingneedsassessmentfor theselectedteachers;
• Help theschoolsfifi in constructiongrantapplications;
• Assistin thepre-testingof appropriatehygieneeducationmaterialsfor schools;
• Assisttheschoolsto developtheir FacilitiesManagementPlans;and
• Supervisethe constructionof urinals and toilets in the schools.
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5. Office Management

5.1 InformationFlow Within theDWST

One of the important things which holds the team together is the circulation of
information. Supposethata messagecamefrom theRWSTthat theDWSTshouldcome
for a workshopat theend of the weekandthis is notpassedon to the whole team. It
will meanthatpartof the teamwill knowandpreparewhile theotherwill not.

Theusualwayof ci~cuIatinginformationin theteamis by word of mouth. This is fine.
However,in a situationwhereatany time notall theteammembersarein the office, if
the one receivingthe messageforgetsto inform the others,the team will not work
properly. It is importantthento havea systemwhich allowseverybodyeasyaccessto
the informationat any time. This systemis referredto asinformationflow within the
team. It workslike this:

I
I
I

_________________________ I
I

Having receiveddocumentsand ensuredthat
everybodywithin the teamhasseenthem, it is
importantto storethemin sucha way that it is
safeand easilyretrievablewhenneeded.You
mayalso havegenerateddocumentsandother
correspondencewith other organisationsand

individuals. Without a copy of these
documentson file, you will not havea record
of our correspondence properly stored.
Referencein the future will be impossible.
And even if they are stored properly,
retrieving documentsmay be very difficult if
thereis no particular systemor order. These
are some of the main reasonswhy the team
needsits ownfiling system.

1

)~The DWST memberreceivingthe letter writes “Received” andnotesthedate;
> He/Shethenplacesit in a file onemaycall “float file”. This file is placedat a place

accessibleto everyteammember;
> Thenextpersonwhocomesandreadsit writes his/her initial andthedateof seeing

thedocument;
> The processcontinuesuntil the last personin the team hasseenthedocumentand

initialled it; and
> He/She then places the documenton the appropriate file or if a secretaryis

available,indicatestheappropriateifie for herto dothefiling.

5.2 Filing System
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Therearemanyways to file documents. Whatyou needis a quick systemof storing
and retrieving dataeasily. The following filing systemis whatcanbe describedasa
subjectmattersystembutessentiallybasedontheactivitiesOf theDWST. Below is a list
of thevariousfiles anda descriptionof whateachcontains.

a)AdministrativeCorrespondencewith theDA.

This should preferablybe an arch file. It will contain all the administrative letters
coming from the DA to you and copiesof correspondencefrom you to the DA. For
example if you write to the DA complaining about the irregularity of payment of
allowances,you shouldplacea copy of this letter on this file. Whenthe DA replies to
this letter, you should also put it on the samefile. Pleasenote that theseare only
correspondencebetweenyouandthe DA.

b) Correspondencewith theRWST.

Thenextgroupwith whom you arelikely to havealot of correspondenceis theRWST.
Here again,like the DA, when the RWST writes to you, that letter is placedonthis file.
When you write to the RWST, a copy of that letter is also placed on this file. For
exampletheRWSTsendsaletterrequestingyou to attenda workshop,that letteris put
on this file; andwhenyou reply sayon thissametopic, acopy of theletter is alsoput on
this file.

c) Correspondencewith OtherOrganisations.

Other organisations,for examplegovernmentdepartmentssuchas
MOH, Departmentof Community Development,or NGOs like
Water Aid, Oxfam etc.may write to you. Theseareorganisations
which do not write very often to the DA/DWST. Whenthey do,
thereis theneedto keeparecordof their correspondence.Whenthe
you also write, to them, a copy of theletter is kepton thesamefile.
Judgingthat thereis not muchtraffic betweenyou and theseother
organisations,it may be prudentto useone arch file for all these
organisations.

d) CommunityApplicationsfor WaterSupply- PendingValidation.

This file containsthe initial applicationsfrom communitiesto theDA for watersupply.
Theyaretermed“raw applications”. Theseindicatea community’sinterestto havethe
facility and form the basis for which you visit the community to validate the
application.

e) Responseto CommunityApplications

When communitieshave sent their initial applications,it is good to acknowledge
receiptof their applicationandgive an indication of whenyou arelikely to visit them.
A copyof your letter to this effectneedsto bekepton file for future reference.This file,
preferablyanarchfile, will hold all your initial responsesto communityapplications.
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I
f) CommunityApplicationsfor WaterSupply- Validatedfor theCommittee. I
After you havegoneto theapplyingcommunityandcollectedthenecessarydatausing
the formsandscoringsheetsprovided, placethis form on thisfile. This is madefor the
subcommittee.Becauseof thelargenumbersan archfile is preferable.

g) SelectedCommunities(CommunityData)

After the DA, assistedby the sub-committeeand you have selectedthe required I
numberof communitiesfor the year,opena file for eachof the selectedcommunities.
All materialspertainingto this commui~ity-- rawapplication, response,verified forms
and scoresheetsare now transferredto this file. During mobilisation through to
planning,you shouldplace anymaterial or recordspecific to this community on this
file. Flatfiles, arerecommendedonefor eachcommunity.

h)CommunityData SummaryandProgressFile.

This file will haveall thecommunitydatasummarysheets.

I) LatrineApplications.

In somedistricts,peoplewantingto havethelatrinesmaywrite direct to you or theDA.
Theseapplicationsmay not necessarilybe the forms which the artisanshave been
given. (They should be allocatedto the latrine artisanfor that zone to follow up.)
However,youneedto keepthem on file while yousendthestandardapplicationforms
to theapplicantdirectly or by theartisan.

j) LatrineArtisanFile I
The latrine artisansare operatingin specific zones. This makes it easy to follow
developmentson eachzonethrough the specific artisan. Openan arch file for each
artisanandplaceall correspondenceandformsrelatingto theartisanor his zoneon this
file. The following aresomeof theitems which should go on this file: I

VerifiedLatrineApplications-- applicationswhich you followed up to
ensurethat the signatoriesare therealapplicantsandarereadyfor the
facility.

• ApprovedLatrine Contracts-- Whenthe DA representativehassigned
theapplication/contractforms, it becomesa contractbetweenthe DA,
theartisanandthe beneficiary~Note that therearethreecopies. One
for eachparty to theagreement.It is theDAs copywhich you keepon
this file. I

• Latrine Summaries-- Theseare the summaryforms provided in the
Annex. I

___ I
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k) ReportsandWorkplans

It is importantfor you to keeprecordsof yourworl~plansandreports. Sincethereports
arebasedon theworkplans,it maybeuseful to put thesetogetherin onefile. An arch
file is suggested.

1) P0File

This file containsall thecorrespondencebetweenyou andthe P0andyourmonitoring
reportson the P0. For example,if the P0 writes to you aboutits workplan for the
month, placeboth the letter and the workplan for the month on this file. Similarly,
whenyou respondto this letter,put a copyof this letteron thefile. For thelikely high
volumeof exchangebetweenyouandthePOs,anarchfile is recommended.

m) DugWell andBoreholeContractors.

This is anothergroupof peopleyou arelikely to dealwith oftenin thedistrict. Justlike
the P0case,you shouldplaceany correspondencefrom thesecontractorson this file.
Similarly puta copyof any letteryouwrite to thesecontractorson this file. An archfile
is suggested.

ii) SchoolsProgramme

Thisfile will containall mattersrelatingto theschools
programme.If theDistrict Directorof a schoolwrites
to you, the appropriateplace for it is this file; and
whenyou receivea letter aboutthe schoolssurvey,
put it on this file. Otheritemswhich youcanplaceon
this file are resultsof the schoolssurveyand school
selectionprocess

o) SmallTownsProgramme

Any correspondenceor material relating to the Small Towns Programmein your
District shouldbeputon this file.

r,) ConversionProgramme -

Any correspondenceor materialrelatingto theprogrammeon Conversion
in your District shouldbeput on this file.

s) TrainingFile

Very often,you arecalledfor one form of training or the other. Materials
and handoutsfrom theseworkshopsneedto be kept and sharedamong
other team members. This file, preferably an arch file will serve this
purpose.
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5.3 Useof Maps

It is possibleto locateeverycommunity that hasapplied for a certainfacility on the
districtmap. Usingmaps in theidentificationof applyingcommunitiesis essentialfor a
numberof reasons. It helps you to zonethe communities,quickly identify applying
communitiesand it givesa colourful differentiation and presentationof communitiesat
various stagesof the process. Thus, supposea visitor, saythe DCE andhis entourage
visit your office, it should be possiblefor any of you to explain the team’sactivities
using the mapalone. The following sectiongives someideason how to go abouta
pictorial presentationof youractivitiesonthemap.

Whatmaterialsareneededfor this activity? They aretwo or more largedistrict map
which you can get from the DA or th~Town and Country PlanningDepartment;an
assortmentof colour pins and markersof different colours and soft boards or pin
boardsfixed on your office wall. The markersshould then be used to identify the
variouszonesin thedistrict. Having donethat, thetaskthenis for you to identify each
activity with a particularcolour.

For example,in thecaseof watersupply,red~an standfor all communitieswhich have
appliedbuthavenotbeenvalidated;greenfor communitieswhich havebeenvalidated;
andblue for communitieswhich havebeenselectedand approvedby the DA for the
year. A key denotingwhateachcolourrepresentsis put on themap. It is possiblefor
you, dependingon theavailability of colours,to differentiatebetweenon-goingprojects
and those which havebeencompletedin the communities.Similarly, you can use
anothermap for sanitationfacilities in the district. Red could representthe initial
applicationsin eachcommunity,greenfor applicationswhich havebeenverified, blue
for ongoingfacilities and white for thosewhich havebeencompleted.
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Thus at a glance,it is possiblefor you to tell the numberof communitieswhich have
appliedfor onefacility or theother, the numberof communitiesin which you did the
validation and the numberof water facilities which havebeencompletedand those
which are ongoing. A third map can be used to show all water supply systems
includingthosethat predatetheCWSPaswell asfacilities built eachyearunderCWSP.
Theimportanceof theseis not only for you but anyvisitor who wantsto have a good
understandingof the waterand sanitationwork in the district without havingto read
toomanydocuments.

5.4 Workplanning - -

Everyyearthe DA will meetwith yourDWSTto jointly settargetsfor your work. The
DWSTmustthenplanhow it will meetthesetargets.

Planningyour work enablesyou to sequenceactivities in sucha way that you make
maximumuseof the availableresourcesandtime. Workplanningalsoenablesyou to
monitor progressagainstyourtargets.Whentheseplansarewell drawnandputonthe
wall or board, it gives an impressionthat your office takesits work very serioi.~sly.
How thendo wego aboutdrawingourworkplan?

Our workplan should answerthe following questions-- What is it that the team has
agreedto do within the period?How will it be done?who is primarily respor~sible?
Whenshould the taskbe accomplished?What resourcesareneededto carry eutthe
task? Let’s take eachofthesequestionsin detail.
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a) What

Your annualworkplanneedsto bedivided into shorterperiods,suchasquarters I
andmonths. In onemonthfor example,you maywant to visit tencommunities
on validation, monitor three artisanswho are casting slabs, go on CWSP
promotion in five communities,and accompanythe P0 into six communities
wheretheyaredoingparticipatoryplanning.

b)How

Most of your work involves meetingcommunity membersin large or small
groups. It is good to plan whetherduring the promotionyou want to meetthe
wholecommunityormeetthemin sections.In monitoringtheartisanor theP0,
areyou going to meet them in the field asa joint visit or one memberwill go
alone?Thes~aresomeof theissuesto consideron how you aregoingto achieve
a particulartask.-

c) When

Within the month, when do you as a team want to start and completea
particular activity? How long will it take for you to, say, visit the ten
communities, given that you have only one motor bike? Can you perhaps
combinesomeof the activities,saydo theverification for waterandat thesame
time monitor the six latrine artisans? Study the locationsfor your activities on
themap. Canyou planthe route in sucha waythat you go in onedirectionor
visit onezoneandfinish thework therebeforemoving to anotherzone? These
aresomeof the questionswhich are likely to affect when you cancompletea
particulartask. I
d)Who

Your teamis madeup of threepeople. For eachactivity, do you all needto be I
thereto ensurethat the work is carriedout or canyou actuallydivide thework
sothatthereis onepersonprincipallyresponsiblefor thecompletionof activity? I
For example, for monitoring latrine artisans,could you make the Technical
Officer principally responsiblesothat otherscanseeto the POsandsomeother
tasks? It shouldbe notedthat you shouldoperateasa teamwhereeachof you
canhandleoneanother’sjob. The importantthing is to sharethework in sucha
way that optimumuseis madeof yourresourcesandtime. I
e) Resources

What level of resourcesdo you needto accomplishthe task? For example,do I
you havethe motorbike andthe fuel to go to all the communities? If no, then
whatcanyou do aboutit? Do you cut downon the numberof communitiesor
look for moreresources?

Thesearesomeof thequestionswhichyouarelikely to comeup asyousetoutto 1
do your workplanfor a particularperiod. For all thesequestionsto beproperly
treated,thereis theneedto bring all of themtogetherin a systematicmanner.
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Blank forms are attachedin Annex 5.1 which you should photocopy and fill as
appropriate. Each of you should havea copy, while you should all ensurethat an
enlargedcopy is madeandpastedonthewall ornoticeboardeverymonth.

5.5 ReportingandReportingFormat.

To carry out your work, you needresourcesfrom the DA
andsometimesfrom theRWST, who will havean interestin
knowing how their resourcesare being used.A report on
your activitiesis alsoa marketingtool for you. It is a chance
for you to tell the DA the good work you havebeendoing
andhow extrasupportfrom the DA canenhancethis work.
How thenshouldyou go aboutwriting this report?

Aways rememberthat the DCE, is a busy person. He/shehasmany things to read
from other departmentsand must carry out manyother essentialassignments.It is
important that you organisevery well, write just the factsand keep the report fairly
small. If it is poorly organisedandtoo long, theDCE andthe otherDA leadersmaynot
readit. And if it is not read,themessagesyou want to conveywill not be receivedso
the desiredchangesandassistancerequestedwill not be achieved.To help your team
write well organisedbut simple reports,thefollowing formatis suggested(seeAnnex
5.2 for theformat). Eachof thepointsis elaboratedbelow:

a) PlannedActivities

This is a brief recapor summaryof theimportantthingsyou
plannedto do duringthereportingperiod. It is importantto
presentthis informationearly in the reportbecauseit helps
the DCE rememberwhat the teamsaid it was going to do.
He/shemay not have the time to go back to the previous
report to find out you planned.Once he/sheknows your
plans,he/shewill thenbe in a positionto comparethe plan
to whatwasactuallycarriedout.

The principal questionin this sectionis: what did you actually do? The tasks carried
out within theperiodareoutlined. It maybethat you did whatyou plannedto do or it
may differ to somedegree. The importantthing hereis to reporton whatyou actually
accomplished,andexplainanyvariance. Thus,it mayturn out that theteamhadto be
at a trainingworkshopsothevalidationwasdonein only five communities,not theten
you hadplanned

b) ActivitiesCarried Out
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- -I
c) ProblemsandRecommendations I
It may turn out that you did not achievesometargetsbecauseof
certainproblems. The report is your opportunity to draw these
problemsto theattentionof theDCE. Forexample,the teamcould
not visit six communities on verification becausefuel was not
available. Here,you needto makea recommendationon how the
problemcanbesolved. Thatis, youaresuggestingto theDCE how -

bestto improvethework. If you fail to achievetargetsout of your
own negligence,you cannot make any recommendationsto the
DCE. Forexample,if youwereto meeta communityat 8.00 ambut
got thereat 10.00 am becauseyou overslept,thenthe solution to
that problemlies with you ratherthanthe DCE. You will haveto
separatethings which canbe done at your own level andhandle
them as such and only make recommendationsto the DA on
mattersbeyondyour control.

d)Activities Plannedfor theNextPeriod

Finally, it is important to you give the DCE an ideaof what you
intend to do in the next reportingperiod. Essentially,this is a
summaryof theworkplanfor that period. In fact, it will behelpful
to attacha copy of the workplanto thereport. This will help the
DCE and the DA to make the right preparationsfor you. This
sectionbecomestheopeningsectionfor thenextreportingperiod. I

The abovegives a simpleoutline for thereport. The report shouldnot be more than
two pagesandshouldgetto theDCE onthelastdayof thereporting. I

I
I
I
I
I
I
I
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6. Skills

6.1 OrganisingandRunningMeetings

A lot of your work in the community will be meetingthe communityas a whole or
various groups in the community. Meetings becomethe engineswhich turn out
various decisions. The ability to guide the meeting,makeeverybodyparticipateand
come out with fruitful decisionis an importantskill. You may havebeenholding
communitymeetingsalreadybut let’s go throughthemainthingsto dowhenholdinga
meeting.

Preparation

Someof thethingsyouneedto do beforethemeetingare:

• Infotm thecommunitywell hi advanceaboutthemeeting;
• Agreeon the date, time andvenuewith them;
• Whenyou arrive, inform the eldersandopinion leadersso that they cani~obilise

thepeople;
• Wheneverybodyis ready,introduceyourself againand explain the purposeof the

meeting;and
• Make sure peopleunderstandyour messageandopenthediscussions.
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HandlingtheMeeting

Allow peopleto discussthe issueandensurethat thereis a balancein the discussion
that the womenparticipate. All ideasare important so encourageeverybodyto say
something.

6.2 EffectiveListening

To handle a meeting well, you need to know the
groupor community. Oneof themeansof gettingto
knowthecommunityis to listen to all interestgroups.
The community is composedof various people -

leaders, men, women, children, small businesses,
nativesand settlers,Chiistians and other religious
groupsetc. All thesemay have different interests
whenit comesto theprovision of water.

For examplewhile manypeoplemay wantwater for drinking and thereforeprefer a
hand dug well or borehole,cattle ownersmay think of a dug out. However, if the
communitymustcommit its resources,theyneedto agree.You will helptheprocessof
reachingagreementby listening and understandingthe concernsof all the different
groups. This “inside” knowledgewill helpyou to guidemeetingsin thecommunity.

How do you listen effectively? Oneof the first things to do is to identify the various
groupsin the communityand talk to them. While talking, you may take notes. The
importantthingis to askquestionsandlet theindividual/groupdo thetalking. Assure
themof confidentialitysuchthatthey will feel freeto talk. Listen hard,askquestionsto
helpclarify and treatpeoplewith respect. Whenyou havefinished thank that person
andmoveonto anotherpersonor group.

I
I

I
I
I
I
I
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6.3 Presentation V
Oneof thekey thingsyou will bedoing is presentingyour work to people.Imaginethat
you arein your office anda teamof visitors comeandwantyou to tell themaboutyour
programme,your resultsandtargets;or imagineanothersituationwhereyou finished
shortlisting beneficiarycommunitiesandyou haveto presenttheseto the DA general
assembly.Both examplesaresituationswhich requirepresentationskills. You want to
get particularmessagesacrossto theaudienceandyou haveto do it in sucha waythat
themessageis well receivedandunderstood.Theskills to do this kind of thing is what
is calledpresentationskills. To understandthis skill well let usbreakit downto three
mainareas- preparation, delivery and responseto questions.

Preparation

A key to a successfulpresentationis backgroundpreparation. In somecases,the
presentationmaybespontaneousandyou maynot havedoneanyspecificpreparation.
For visitorswantinginformationon theDistrict WaterandSanitationPlan,you should
be ableto discussthemapsandworkplans- itemspreparedto helpyou do your work.
In makinga presentationto theDistrict Assemblyon theway you selectedbeneficiary
communitiesfor a particularyear,youwill dospecificpreparations.

This is a presentationto a largeaudience.Someof theissuesaretechnical. It will thus
beusefulto putmost of theitemsonflip chartssothat peoplecanseeandfollow. Write
boldly in bright coloursandplacethepaperwhereeverybodycansee.

Delivery

Whenyou areaboutto start, standat a placewhere
you do not block anybody’sview. Refer to the chart
as and when necessaryusing a pointer. Gradually
taketheaudiencethroughthe datacollection,scoring
and weighting and the final shortlisting, then invite
questions. Focus on the important points and let
detailscomeout in questionsfrom theaudience.

It is natural for theaudienceto askquestionsaftera presentation.Thequestionsmay
be for clarification of detailsor simply to testyour understandingandconfideñte.If
you are talking about community selection, all DA members would like their
communitiesto beselected.Sowhena communityis not shortlisted,you canexpectto

Responseto Questions
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be questioned.The important thing to note is “asking questionsdo not make the
individual anenemy”.What this meansis you shouldtry to understandthe questions
beforeresponding. If thequestionis not clear,askhim/her to repeat. While he/sheis
talking, you have someextra time to understandthe questionand comeout with a
suitableresponse.You canalsoclarify thequestionby repeatingit andconfirmingyou
haveclearlyunderstoodit beforeyou startto reply.

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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7. Information Reference

Your work requires that youknow a numberof generalthings about water andsaiutation
and the decentralisation system in the country. This chapter is designedto provide
informationonwatersupplytechnology,a quickhygienereferenceand a summaryof the
new local governmentadministration system.

7.1 Water Supply Technology

7.1.1TechnologyChoice

This sectionlooks attechnicalissuesandplanning. It provides theinformation you need
about the various options the programme offers. Due to hydrogeologicaldifferences
betweendistricts,not all theoptionsmayberelevantto your district However, it will be
important for you to know all types of facilities to be developed, their siting, and
maintenance.

It is divided into the following sub-sections:

‘~ SurfaceWaterandGroundwater
HandDugWellsandBoreholes

SpringDevelopmentandPipedWaterSystems
SiteSelection

c3 Pumps
cD- ConstructionandCommunityInvolvement
ç~ Caretakersand Maintenance
cr SiteMaintenance

Latrinea

Many rural communities depend on surface
water - water from streams, ponds, or dams.
Surfacewater, unless treated, is not safe for
consumption- it gives peoplediseases,such as
diarrhoeaandguineaworm.

The alternative sourceof water is groundwater.
~- This water was originally rainwater but it has

seepedinto the ground. Groundwater is a safer
sourceof water becauseit has travelleddown
throughseverallayers of soil and sandand is
cleanedby naturalfiltration.

SurfaceWater and Groundwater
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I
Groundwatercanbe: I

• tappedby sinkingwells into thegroundwater
• protectedatplaceswhere it flows out in the form ofsprings.

Therearetwo typesofwells - I
• Handdug wells - wide wells that aredug by hand that arerelatively shallow.
• Boreholes- narrow wells that aredrilled by machinesthatarenormallydeeperthan

hand dug wells.

HandDug Wells

Handdug wells areshallowwells rangingfrom I
5 to 20 metres. They are constructedin areas
wheregroundwateris close to the surface. To
protect the quality of the water hand dug wells
should be at least 6 metres deep and the top 3
metres should be sealed to prevent
contaminationby surfacewater.

Handdug wells havea largediameter,ranging
from 0.8 metres to 1.3 metres. The large
diameter ensuresthat people can enter the well
for digging,watercanbe drawnout by bucket;
and water is stored for use during peak
collectionlimes.

Hand dug wells are much cheaper to construct than boreholes. They can be dug with
simplehandtools (e.g.modified picks,digginghoes,ropeandbuckets)usinglocal labour.
Digging a hand dug well takesmuchlonger to constructthana borehole(2-4 weeksfor a
teamof 34 workers).

Watercanbedrawnout of thewell with a handpumpor a bucket(throughanaccesshole
in thecoverslab). If a pumpis installed,it will protectthewell waterfrom contamination.
Whenthepump breaksdown, the accesshole in the coverslab canbe openedso that a
bucketcanbeusedto drawwateruntil thepump is repaired. This ensuresa continuous I
supplyof water.

Thebig risk with handdug wells is thatthe village digs for 2 or 3 monthsand thenhits
rock and doesn’tfind water. Handaugersareonewayof quickly testinga site to make
surewateris there. A communitycanaugerdownto 50 feetin few days.

___ I
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HAND DUG WELLSARENOTA NEWTECHNOLOGY!Manycommunitieshave been
usingthemfor a long time. Traditional wells,however,had someproblems:

Modem constructionmethodshavehelped to overcometheseproblems:

Boreholes

Boreholes are deep wells which are drified with a
machine. They are particularly suitedfor areas where
the water table is below 20 metres and where the
ground is too hard for hand digging. They can be
drilled quickly and use little labour, becausethey
requirespecialistskills andequipment They are much
moreexpensiveto constructthanhanddug wells.

Boreholesarenarrowin diameter- rangingfrom 10 to
11/4 20 cm. This meansthat they are too small for a bucket

to enter the hole. Instead a pump is installed to draw
water out oftheborehole. A concretepad is constructed
to hold and protect thepump. The top 2-4metresof the
hole is sealedwith cement to prevent contamination
from the surface.

A borehole allows the drawing of clean water from deep underground, but a pump is
ne~dedto lift the water to the surface. After drilling the holeis lined with plastic casingto
prevent collapseand slottedscreens at the bottom of the holeto allow waterto flow into
thewell.

The PLASTIC CASING is placed at the top part of the hole where there is no water flow
into thewell. This keepsthesoil from cavingin. Thecasingalso servesasthe housing for
thepump cylinder.

The SCREENSare placed lower down at the water bearing zone. The slots in the screen
allow water to flow into thewell from thewaterbearingzones.The slotsaresmall sothat
soil particlescannotenter thewell and damagethe pump.

0 Son~e~serepoori~’hnedandtheyoftencoHaps~cL
® They did not go deeperthanthewate~L~b1eanddriedup ui the dry season.
0 The top partof the well wasleft unprdt~’cted.sothere weredangersof peoplefalling in

or the well becomingcontaminated. - -

- .~-‘.u • -‘-~—-~ - --

0 Caissonrings, improved digging tools aiid de-wateringpumpsare usedto deepenthe
well in loosesoils a~~gbeo~rthewatertable- this h~[~sto ens~urewateryearround;

0 Thetop partof thewell is protectedto avoid contaminationand
A hand PUThP is added to makecollectioneasier iii ise conLanün~tion.

-, .- -. — —
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A boreholewill requiremaintenanceaboutoncein tenyears. Overtime thescreenbecomes
blockedwith sandand silt and the boreholeno longerproducessufficient quantitiesof

- - water. Whenthishappens,theboreholeneedsto becleanedandredeveloped:thecleaning
- is doneby blowing airdownthehole (with a compressor)to dislodgesandand~ili from

• the screenandthenl4ow ~ut thedirty materialthat hasbeendislodged. Thiswill helpto
- Improvetheflow of waterfrom mostboreholes.

Spring Development

Springsoccurat placeswherewaterbubblesout of the
groundin a continuousflow. Springsarefoundusually
at the bottomof hills. Springscanbe developedasa
sourcefor acommunity’swatersupply.

I
I

To develop a spring, a spring box or spring wall is
constructed.Thishelpsto provide a collectionpoint for
users,increasethewaterflow (if necessary),andprotect
thespringfrom contamination.

The main sourceof the spring (known asthe “eye”) is
dug outto increasetheflow and alsoto exposethe firm
soil onwhich thespring box or wall is constructed.The
exposedeyeis coveredwith gravelandsealedwith clay
or cementmortar. The box or wall is fitted with pipes
(outletandoverflow) to draw outwater and alsoallow
excesswater to flow into a drain. A divei~sionditch is
dug above the spring to prevent surfacewaler getting
into the spring. The area is fencedto prevent accessby
peopleor animals.

r~ ~, ~p~-•.

#—~--v_.- ‘~~.çg~4 ~,
.-. ——‘I—

I
I
I
I
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I
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Beforedevelopinga spring,checkon two things-

Quality: Conducta surveyto identify all possilclesourcesof contamination(e.g.
latrines,refusedumps,useofinsecticides,etc.)

cr Quantity: Measurethe flow of the springin thedry seasonto seeif it produces
enoughwaterfor thecommunity. To do this damthe spring,redirectthewater
into acontainerwith aknownvolume,andtime thefilling rate.

Example: Theexamplebelowshowsthatthespringis producingenoughwaterona dailybasisfor thepresentpopulation..

! •. . .‘

BY SP1UNC

10 litres . ~
10 seconds

WATER NEEDED BY COMMUNITY__.

Needsper person per day 20 litres
Village populationi 500 people •

60 1itre~fminule totalneedsperday: 7500litres
3600lltreQhour
S64001ihes/day

—

.:

A pipedwatersystemis built to carry waterfrom the
sourceto thecommunityin pipes. Wateris pumped(or
flows by gravity) into a tank and then distributedby
gravity throughpipesto standpostsat differentpoints
in thecommunity.

Under theCWSPa pipedwatersystemis recommended
for small townswith a populationbetween2000 and
15000.

Sourceof Water The bestsourceis a good yielding spring. A boreholeor hand
dug well with a goodyield could alsobeused. A streamis okay if it’ flows tear-
round. (If a streamis used, the water may needto be treated.) The sourceof the
watershouldbeprotected.

WaterTreatment Tanic A specialtankusing a sandfilter is built to removedirt
from thewater. Thisis only requiredif thesourceis surfacewater.

StorageTanic The storagetank fills up during the night andstoresthewater for
useduring the day. it is built with concrete,aluminium, or galvanisedsteel. It
shouldbeelevatedto enablewater to flow to the standpipesby gravity.

PipedWater Systems

Thepartsof a pipedwater systemare:
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Pump: Wherethewatersourceis lower thanthe tank, a pump may be neededto
pumpwater up into thestoragetank

Main Pipeline: The mainpipelinecarriesthewater from the sourceto thestorage
tank Thepipelineis buriedin thegroundbutmay beabovegroundin someplaces.
Buryingthepipeprotectsit from damage.

PipeNetworlc This is a seriesof pipesof smallerdiameterthan the mainpipeline
that takethewaterfrom thepipelineto the standpostsin the community. All the
networkpipesareburiedundergroundsotrencheswill needto be dug.

ChoosingtheTechnicalOpion

I

Help thecommunitydiscusstheadvantagesanddisadvantagesofeachoption: I
OPTION ADVANTAGES DISADVANTAGES

HAND DUG WELL
WITH A BUCKET

.

~

.

• Cheapto construct - uses
simpletools

• Storeslotsofwater
• Allows easyaccesssoIt can

becleaned

• Risk of contamination
• Prone to acddents In

u.ncoveTedwells
• May dry up In dryseason-

needsto bedeepened

~HANI)~DUG WELL
WITH A PUMP

~
~

“~

• Can be opened to use a
bucketif pumpspo11s

‘Cheaperthanborehole
• Little contamination

because water taken
throughpump

• Contamination when
pump breaks down and
peopleuseabuclc.et

• If water table too deep,
hand dug well is not
possible

BOREHOLE WTT1~
A PUMP

‘~

.~ ~:
•

~ .‘

~• ~ I -

~

‘Some contamination
duringdrilling. Borehole
chlorinated to eliminate
thisconta~ation.

• Suitable for deep water
tableandhardground

•Less time and labour to
construct -

• Expensive-3 Limes costof
handdugwell

• If pump spoils, no
alt~atlve to get water;
peoplemay return to old
sources

•May wait a long Lime for
drilling rig to come

SPRING
DEVELOPMENT

-

S No i~ontamlnatlon- source
iscovered -

Year round supply - no
reversionto old source

• Farming activities around
the spring canuseup the
water

PIPEDSYSTEM
~

•Water brought doser to
community

• Useoflocal labour -

•Expenslve - cost depends
on the amount of pipe
used

I
I
I
I
I
I
1
I
I
I
1

Chapter7- InfonnationReference 62

I

I

I

I
I



Site Selection

After decidingon the type of facilities, the next step is to CHOOSE THE SiTES. The
community should take an active part since they know their own environment The
selectionwill bebasedonbothSOCIAL and TECHMCAL CRITERIA.

Social Criteria

The communityshouldstarttheselectionprocess.Letthemselect2-3optionalsitesfor each
facility. The sites should provideeasyaccessfor evelyone. They should be centrally
locatedand well distributedover thesettlement They shouldbe asdoseaspossibleto
people’shouses,sinceamajor objectiveis to reducewalkingdistance.

The communitywill also know placesthat shouldbe avoided - e.g. sacredgrovesor
cemeteries.

Women,who fetch the %%aterseveraltimes a
clay, want to havethe new facility ascloseto
the houseaspossible. If it is locab~Ffwther~
away from anold source(river or p&id), they
maycontinueto usethe old source,espäd~1l~r
if theyarenotconvincedit is unsafe.

In onevillage PAMSCAD siteda boreholein themain lorry park, hopingthis would
helpthecomniuniLywho were sufferingfrom guineaworm. But no onetalked to the
communityaboutwhereit should be sUed. If they had, they would havediscovered
that the ion’ park was the site of an oLd cemitery. - When the borehole was
completed,no one in the community usedit it remainsunusedto this day, even
thoughpeoplestill sufkr from guineaworm.
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Technical Criteria

Oncethecommunityhaveselecteda.numberof optionalsites,theP0shouldvisit eachsite
with thecommunityto checkon their suitability. This review canbe basedon technical
criteria,whicharegivenbelow.

PLACESTOAVOID

Site wells at least100 metresaway from placesthat could contaminatethe wells -e.g.
latrines, septic tanks, refusedumps, cattle/goatkraals, farms that usechemicals,and
cemeteries.

Youshouldalsoavoidsitingthewell toocloseto:

• Placeswhicharelow andmaygetfloodedin thewetseason;and
• Rocks- it will makediggingdifficult

Technicalpeopleneedto beconsultedonthesitingof thewells sothatthey arelocatedon
good aquiferswhich cansupply lots of water. Their job is to look at eachof the sites
proposedby thecommunityandmakethefinal selection,basedontechnicalcriteria.

Someoftheindicators of goodaquifersinclude:

• Layersof gravelandsand;
• Weatheredrockzones;
• Valleysandriverbeds;
• Manyanthills;
• Depositsofclayfor makingpots;and
• The presenceof traditionalwells

Certaintypesof treesandbushesarealsogood indicators:

• Baobab,mango,nim, andteakindicatethat groundwater is deep;
• Banana,sugarcane,andevergreenareasindicateshallowgroundwater; and
• Grassandthesaltytasteofsugarcaneindicatesaltywater underground.

I
I
I
I
I

SIGNS OFA GOOD SiTE

I
I
I
I
I
I
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I
I
I
I
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Pumps

CWSDhasselectedthefollowing fourpumpsfor usein theCWSP:

• AFRIDEV
• NIRA AF-85.
• GHANA MODIFIED INDIA MARK II
• VERGNET

NIRA is usedfor shallowboreholesandhanddug wells,theotherthreefor deepwells. All
four pumpsare designedto serveapopulationof up to300people.

AFRIDEV

• Deepwell reciprocatingpump
• Pumphead- galvanisedsteel.
• Pumprod- stainlesssteel. Canbeeasilyremoved

withouttools.
• Rising main, pump cylinder, piston, foot valve -

plastic.
• Wearing parts- U-Seal,O-ring~bobbins- rubber.
• Top cylinderis open- plunger andfoot valvecan

bewithdrawnthroughrisingmain.
• Reconunendedinstallation depth - 16.5 to 30

metres. If deeper than 30 metres, frequent
breakageof plasticpipes.

• Cheaperthanother3 pumps.
• Localmanufacturenow byJTI1J.

NIRA AF-85PUMP:

• Directactionpump - wateris lifted to thesurfaceby
plunger assembly.

• Limited topumpinglifts ofmaximum16 metres.
• Pumpheadis madeof galvanisedsteelto protectit

againstcorrosion.
• Pumprod, rising main, piston, foot valve are made

ofstrong plastic.
• Wearingparts - sealingring, collar bearing, valve

bobbin- rubber.
• Opentop cylinder allows theplungerandfootvalve

to bepulled outeasily.
• Minimal maintenance- no hydraulic systemto be

—.
• Partlymanufacturedandpartlyassembledin Ghana.
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GHANA MODIFIED INDIA MARK II

• Deep well reciprocating pump: water lifted to the
surfaceby reciprocatingactionof the plunger assembly.

• Pump head is made of galvaiusedsteel to prevent
corrosion.

• Pumprod and risingpipesare madeof stainlesssteel.
• Cylinderandother partsare madeofbrass.
• Recommendedinstallationdepth - 16.5 to 50 metres.
• Maintenance requires outside help from trained

__________________________ mechanics. -

VERGNET -

• Hydraulic operatedpump.
• Operatingprinciple: wateris forcedinto anexpandable

bag within a closedand valve-operatedstainlesssteel
cylinder. The bag increasesin sizeand forcesthe water
out into the dischargehose. When thepedal is released,
thebagcontractsandsuckswaterinto thecylinder.

• Thepumpheadis madeof galvanisedsteel.
• Corrosion resistant

_________________• Maintenancerequireshelp from trainedmechanics.

All four pumpsarestrong andreliable- theymay be“usedandabused”by pump users
but they won’t breakeasily. Theyarealso costeffective - the pumps and their parts are
cheaper than other pumps. Some of the pumps and their spare parts are being
manufacturedin Ghana. I
Afridev andNira areVLOM Pumps- Vifiage Level OperatedandMaintenance. Vifiagers
canbetrainedandsuppliedwith toolsto performroutinemaintenance. I

I
I
I
I
I
I
I
I
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SiteMaintenance

Sitemaintenanceis away of protectingthe community’sinvestment- thenew facility. It is
theirresponsibilityandshouldbeorganisedat their initiative, not just to satisfytheP0. A
dirty sitemakesit difficult for womento fetchwater,maycontaminatethe water,andwill
attractmosquitoes.

What Needsto be Done?

~3 Keep the Site Clean: Keepthe sitefreefrom mud, weeds,andexcesswater.
Sweepthepad and the areaaroundit daily. Weedit whenevernecessary.
Scrubthepad andpump stand to removethegreenslime.

Drain Spified Wateraway from the Site: Standingpools of wateraround
thewell wifi attractmosquitoesandpollute thewell. Makesurethatgutters
are sweptsothat waterflows away from the pump pad into thecattletrough.

Protect the Pad against Erosion: When a pad is not protected,thecement
will crack The pump will then becomelooseand getdamaged,causing
expensiverepairs.To avoid this, pack stonesfirmly aroundthepad. (This is
called BACKFILLING.) Protectingthepadkeepsthepumpsitedrained.

trp n
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I
Latrines

This sectionprovidesinformationontypesof latrines. Chapter7explainedwhatyou do to
promotethebuilding of householdlatrines(pages112-114).

In thepastthemostcommontypeof latrine built in Ghana was the PiT LATRINE. This
typeoflatrinehasa numberofproblems: -

® It isoftenpoorly constructed
® andcaneasilycollapse.
® Flies breedinthe pits.

® Thelatrineshavea bad smell.

I
CWSPis promotinga new designfor latrines,calledtheVentilatedPit Latrine(Vll’). This
typeof latrinehasthe following features: I

• It hasa vent pipe, which helps to reduceifies and the bad smell. Foul air is
suckedout of thepit through theventpipe. I

• Theventpipehasa fly screen,which preventsffies from entering or leaving the
pit.

• It usesa coverslabwhich isstrong andfeelssafeto use. I
There are two different designsfor the cover slab promoted by CWSP- Rectangularand I
Mozanibique (a circulardome-shapedconcreteslab). The Rectangularslab usesiron rods
asreinforcement; the Mozambique slab doesnot Somepeopleare unsure aboutthe safety
of the Mozanibique designbecauseof the lack of reinforcing iron rods. However, the

Mozambiqueslabis asstrong as the rectangularslab.

I
I
I
I
I
I
I
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Ring BeamandSlab

Propercastingof the concreteitems - ring beamandslab - areessentialfor the safetyand

proper functioningof the latrine. This is importantnot just for the latrine owner, but alsofor the successof the whole sanitation programme: a collapsinglatrine will not encourage

other community membersto build one. The curing processis very important for theconcreteto reachits full strength. If thecastingsdry out beforethey have finished curing,
theywifi beweakandlikely to crack. Householdsshouldbeencouragedto keep the ring
beamandslabpermanentlywetfor 3 daysaftercasting.

Superstructure

Thesuperstructureis theroom built aroundtheVIP. Each family should chooseits own
materialsfor thesuperstructure.The walls couldbe built out of sandcrete,landcrete,mud-

wattle, sun-driedbricks, or bamboo; the roof out of thatch, corrugatedroofing sheets,orburntbricks. Encouragetheuseof locally availablematerials.

:~

( ~LV

- -~

•~~.-:---:—~
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I
Siting aLatrine

Whereshouldthelatrinebesited?
• At least30metresawayfrom anywater supply sothat waste from the latrine doesnot

contaminatethe groundwater.
• Closeto the housesothat it isconvenientto useby everyonein thehouse.
• On firm soilsothat thepit andlatrinebuilding will not collapse.
• Ona slightlyraisedgroundsothat rainwater candrainawayfrom the site.

LatrineMaintenance 1
It is importantto keepihe latrinecleanandwell maintained to get the full health benefits.
A cleanlatrinewill encouragepeopleto useit!

• Sweepthecoverslabregularlyandcleanwith waterto removefaeces.
• Do not cover the squathole. Covering the hok interfereswith the circulation of air

whichis responsiblefor fly andodourcontrol.
• Putall analdeansingmaterialsinto the pit
• Keepthelatrine door dosedat all times. This wifi keep the latrinedark which helpsto

preventifies.
• Checkthe fly screenregularly. If thefly screenis torn or has holes,ffies wifi escape I

from the pit andspreaddisease.
• Checkventpiperegularly. Makesureit is not blocked or broken. Cut off treebranches

thatpreventlight orwind movementover top ofventpipe. I
Formoreinformation,seeManualson LatrineConstructionproducedbyTREND. I

I
I
I
I
I
I
I
I
I
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72 Health andHygieneReference

The table below provides information onthe main water bounddiseases,how theycan
be prevented. As from time to time you will be making somehygieneeducation, it is
important to go through this table and get familiar with the diseases. (The table is
adaptedfrom Watsan Handbook developedby IGIP, Accra.)
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I
Health and HygieneTable i

.

~5
.

,~.-..

ES

---....-. -..-~

I
~

1~OWDO ICET IT? HOW DO I PREVENTIT?

BILHARZJA • A personsickwith Bilharzia
urinatesinto water.
With theurine,small
Schistosomials(Bilharzla)eggs
go into the water,
The Small Schistosomiasis
(Bilharzia)eggsenter a snail.
The~nailreleasessmall
Schistosomiasis(Biliharzia)
babieswh~swim in the water.

• Another personwalks or swims
in this water andwill get
Bilharzia, becausethe
Schistosoniiasis(Bilharzia)
babieswill enter theperson
throughthe skin,

if this personurinates in water
the processcontinues.

Bllliarzla transmission:
Person(faecesor urine) - Water -

Snail - Water - Person

The useof safetoilets

Don’t defecatein
ornearwater

Build bridges

The useof boots

Avoiding stagnant
water andwashing
placesat theriverside
etc.

The long lastingand
bestsolutionfor the
preventionandcontrol
of Bilharziais the use
of safetoilets

The useof bridges
helpspeopleto cross
stagnantwater safely

The useof boots while
.crossmgstagnant

water will help
prevent thebilharzia
larvae from
penetrating your skin

If you avoid stagnant
water you avoid the
placeswhere bilharzia
is spread

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
1
I
I

2
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• A persongetsinfectedwith
Guinea Worm by drinking
watercontaining very small
Guinea worm germs.

• Oncea personhas drunk the
water containingGuinea Worm
germs, it takesabout oneyear
for the GuineaWorm to
develop.

The GuineaWorm then moves
to aposition whereit begins to
come out of the body.

• Whena personwith Guinea
Worm comesinto contact with
water, thousandsof Guinea
worm eggsare releasedfrom
the worm into the water.

OnceGuinea Worm eggsare in
the water the processcontinues

Guinea worm Transmission:
Personwith Guinea Worm -

Water - Guinea Worm germs -

Person

How do 1 know that 1 haveGuinea
Worm?

There are no signsof the disease
until the worm is ready to come
out of the skin. This is shownby
swelling at the spot where the
worm will emergeor comeout.
The swelling is accompaniedby
intenseburning or itching anda
blister develops. When the blister
breaks (especiallywhenthe person
suffering from Guinea worm steps
into water) the worm is seen
coming out of the wound.

The long lastingandbest
solutionfor the
prevention and control of
GuineaWorm diseaseis
to fetch drinking water
from the bandpump.

Personswith Guinea
Wormshouldnot walk
throughwater sources
where sourcesother
communitymembers
collectwater.

Filtering water through
deandothremoves
GuineaWorm
The filter mustbe wash
andkept deanaftereach
use.

Boiling water kills
GuineaWormeggs

GUiNEA
WORM

.

~

DISEASES
.

HOW
..

- ,• ~

.

DO I GETJji,~
y’~4.

k~”~

.

HOW
..

•‘

DO I PRIWENT11?
. - . ~

~ ‘~

Drink hand pump
water

Protect water
sourcefrom
infectedpeople

Filter drinking
watereggs

Boil drinking
water

Cr
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Apossibleway of diarrhoea
transmission:

1. A manwith diarrhoea
defecates.He washes/deans
his anus.Somestoolremainson
hishand.Heleavestheplace
wherehedefecatedwithout
washinghishands.

2. Hewantsto drink somewater.
Hedips into the water. Some
stoolremainsin thewater.

3. Otherscometo drink.

4. And soomthe whole family has
diarrhoea.

Dian*oea andCholeraare
transmittedthrouglu

Thelonglastingbest
solutionfor the
preventionandcontrolof
diarrhoeaandcholerais
to drink deanwater a
from thehandpump.

Whilewashingyour
hands,you avoidthe
contaminationofwater
andfood.

After using the latrine

Beforepreparingfood

Beforeeating

To preventdiarrhoea
alwayscoverfoodand
drinkingwaterto
preventflies from
feedingon them.

Theuseof asafelatrine
preventsthespreadof
contaminatedfaecesor
urinethroughflies, pigs
etc.

If achild is dehydrated,he/sheloosea lot of
bodyfluid (water) throughdiarrhoeaand
cholera.

The symptomsare:
• The child is thirsty andhasadry mouth
• The childhassunkeneyes
• The childhasregulardiarrhoea
• Thechildhaslossof skinelasticity

As anImmediateremedy
• Give thechild anoralrehydrationfluid

suchasORS
• Adil onefull sachetofORSto the water

andmix well
Andseethe doctorimmediately!!!

DIARRHOEA

-~ •~7~

DISEASE$I

~. ~

•j•o.

HOW
I

- -.~. :,p,.

DO I ctr IT?
—r

HOW DO I PREVENTIT?

Drinking dean
handpumpwater

Alwayswash
yourhands

Washyour hands

Cover foodand
drinkingwater

Usethelatrine

faeces
dirty hands
flies
polluted drinkingwater
polluted food

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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MAlARIA Mosquitoesare the transmitters of
malana

• A mosquito bites a person
havingmalaria
The mosquito sucks’bloodand
takes u-i malaria parasitesat the
sametime.

• Later this mosquito will bite
another person

The mosquito wifi inject the
malanaparasites into

this personand suckblood.

Disposeof all opencans’at the solid
wastedisposalsite
Fill all smallpoolsof waterwithin the
communitywith earth
Cut the grassnext to the household
Make sure that your living environment is
alwaysclean

DISEASES HOW DO I GET IT? HOW DO I PREVENT IT?

ROUNDWORM • A personsick with
Roundwormdefecatesoutside
A fly sits on roundworm
infectedfaeces

Uselatrines The useof safelatrine
preventsthe spreadof
contaminatedfaeces
throughflies.

• Fly landson food andputs
worms’eggson it
The food is eatenwith the
worms’eggs

Washyourhands While washingyour
hands,you avoid the
contamination of water
andfood.

• The personwhohaseatenthis
infectedfood will soonhave
roundworms.
Roundwormslive in the gut
and takefood away from the
infected person.
Roundwormsdamagethe gut
so that food is not absorbed
andused.

When this personleaveshis
faecesit wifi contain

roundworm_eggs.

Protect your food
againstflies

To preventroundworm
infections alwayscover
your food to prevent
flies from feedingon
them.

•1
As mosquitoesare the transmitters wehave
to fight them.

All the placeswhich are liked by mosquitoes
mustbe eliminated:

The processcontinues.
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I
7.3 The New Local Government System I
The new local government system has been spelled out in 5 legal or statutory I
documents,namely the Constitution itself, Local GovernmentLaw 1993 (Act 462)
which is the basic document, Local Government(Urban, Zonal, Town and Area
Council and Unit committees) EstablishmentInstrument ( L. I. 1589). Various
Legislative InstrumentsestablishingeachDistrict Assemblyand the model standing
orders are also important documents. Other laws that impact on the new local
governmentsystemarethe Civil ServiceLaw, 1993 (PNDC Law 327) which seeksto
decentralisecivil service and administration and the National DevelopmentPlanning
SystemsLaw. 1
StructureandFunctions

The new local government systemis a four level structure consisting of Regional Co-
ordmating Council (RCC), Metropolitan, Municipal and District Assembly, Urban,
Zonal, Town and Area Councils and Unit Committees at the base. The new local I
Government Act (Act 462) has created3 Metropolitan Assemblies, 4 Municipal
Assemblies,103 District Assemblies,34 UrbanCouncils,250 TownCouncils,826 Area
Councils,107ZonalCouncilsand16,000Unit Committees. I
The RegionalCo-ordinatingCouncil(RCC)

The RCC is composedof the RegionalMinister asChairman,his deputies,Presiding
MemberandDistrict Chief Executive(DCE) of eachDistrict Assemblywithin a region,
two chiefs from Regional House of Chiefs and regional heads of decentralised
ministries in the regionbut without a vote. The main duties of theRCC include:

I
1
I
I

The District Assemblies

District Assemblies in Ghana are either Metropolitan (population over 250,000), 1
Municipal (one-townAssemblieswith populationover 95,000)or District (population
75,000andover). I
The District Assembly shall be composedof the District Chief Executive (DCE) of
electedmembers(70%), the member or members of Parliament from the District (but
without a vote) and nominatedmembers(30%) by the President in consultation with
chiefsand organisedeconomicgroupings in the district. The DA is non-partisan, that
is partiescannot endorsecandidates. The members of the Assemblywill elect from I

76 1

-- .~,-~---.- -

• monitoring, Co-ordi ia gand e~aIuabngperI)rrnanceoE District Assemblies in the
region; - - - - ..; - ~ -. - -

• monitoring use of all monies allo~teti to the DA~ by an~agency of central
government; and - --~--- -- - - --‘

• reviewing and co-ordinakng puNii. ~er~iie~generi I’, inLhe region
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among their own number a chairperson, who is designatedpresiding member, and
commandingthe supportof at leasttwo-thirds of the members,for a two year term,

— and maybere-elected.

— The District Assembly is thehighestpolitical authority in thedistrict. Section10 of the
— Local GovernmentAct, assignsdeliberative,legislative andexecutivefunctions to the

DAs. Thesefunctions include:

Urban,Zonal, Town/Area Councilsand Unit Committees

Below the District Assembliesare the Urban, Town, Zonal and Area Councils and the
Unit Committees. Their composition and functions have been incorporated in the
LegislativeInstrument1589. Someof the functionsof Urban, Zonal and Town/Area
Councilsare — to takeover as appropriate, all the functions previously performed by
the Town and Village DevelopmentCommittees; to enumerateand keep records of all
rateable personsand properties in the Urban, Zone, Area or Town and to assist any
personauthorisedby theAssemblyin thecollectionof revenuedueto the Assembly.

The Committees of the District Assembly

The ExecutiveCommittee

Two important arrangementshave beenmadeto facilitate the effectivenessof the DAs.
The first is the establishmentof anExecutiveCommitteeby eachof the 110 District and
Metropolitan Assemblies. The ExecutiveCommittee is the mostpowerful committeeof
the DA. It actsas the executingsecretariat of the Assembly and is responsible for its

day-to -day administration. It consistsof the DCE as Chairmanand one-third of the
membersof the whole Assemblyand it is electedby other members.

Where a DA is dissatisfied with the performance of an Executive Committee, the
Assembly may by resolution of two-thirds of the membersdissolve the Executive
Committeeand electanother.The ExecutiveCommitteeworks throughthe following
sub-committeesof the Assembly -- Social Service Sub-Committee; Works Sub-
Committee; Economic DevelopmentSub-Committee;and Justiceand Security Sub-
Committee.

• Overall developmentof theDisbit t andensuringthe preparation and submission for
approvalof thedevelopmentplanand budgetfor thedisfricL -

• Promotion and supporting prod ucbveacbvit~and social de~elopmentin thedistrict
and removing any obstaclesto initiative and development;

• The development, improvement and management of human seitlemnent and the
environmentin thedistrict;

• Initiating programmes (or the de~èIopmentol ha~lcinfrasfruUuniand providing
municipalworks andservices‘hi the district; and

• Maintenanceof securityandpublic safeh in thedistricL
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I

I

I
I
I

I

To ensure maximum participation in the Assembly’s deliberations,every Assembly
memberis requiredto serveon at leastonesub-committeeduring that member’sterm
of office. Heads of the relevant sectors and decentralisedgovermnent departments or
organisationsare to attend the meetingsof the sub committeesin an advisory capacity,
but without votingrights.

The District DecentralisedDepartmentand Organisations

The secondarrangement deals with the decentralisationof eleven(11) (formerly 22)
implementing departments and organisations,listed in the First Scheduleof 1993 Local
GovernmentAct Thesedepartmentsare:

Central Administration; Finance; Education; Youth and Sports; District Health;
Agriculture; PhysicalPlanning;SocialWelfareandCommunity Development;National
ResourcesConservation;Forestry;GameandWildlife; Works; IndustryandTrade;and
DisasterPrevention.

Thesedepactmentsandorganisationshavebeenplacedunderthecontrol and direction
of the DAs. This integration is intended to emphasisethe strategic role these
decentraliseddepartmentshaveto playin facilitating therapid developmentof DAs.

I
I
I
I
I
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Community

Annexes

“BasicCommunityData” form
DataCollectionGuide

“Community ScoringSheet”form
“Summaryof CommunityDataandProgress”form
“CommunityRankingandSelection”form

3.1
3.2
3.3
3.4
3.5
3.6

“Latrine ConstructionContract”form
“Latrine Summary Information” form
“Request for Releaseof Funds for Latrine Construction”form
CertificateofCompletion
“Requestfor Reimbursementof LatrineSubsidy” form
Latrine Monitoring Checklist

PlanningandReporting

5.1 Workplanning Forms
- 5.2 ReportingForm

I
2.1
2.2
2.3
2.4
2.5

P0

2.6 P0MonitoringChecklist

HDW

— 2.7 HandDugWell Monitoring Checklist

Latrines
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Basic Community Data

No. Remarks

I
I
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I
CommunityName Date

Area/Zone_________________ Community ID No.

Region District

Nearesttown Distance(km)

Accessibility by all year difficult in wetseason difficult all year
Vehicles:

No. of Houses ApproximatePopulation

Dateof Application

Water Sources:

Type No. Dist
.

(m~

Quality
OK?
Yes No

Yield OK?

Yes No

All Year?

Yes No

Condition

(G/F/P)*

* Good/Fair/Poor

Remarks

Type
r.L~ ——

Sanitation Facilities:

Health:
Doesthecommunitysufferfrom: Yes J No Remarks —

Guineaworm?
Cholera?
Frequent outbreaks of diarrhoea?
Bilharzia?



Level of Community Interest

Rankingof Problems:

1

.

2

.

3

.

4

.

5.

Money raised for water supply: ______________________________________

Actions takenby the community to improvewater supply andsanitation:

Remarks

Responsiveness,commitment and interest displayed by the comnuinity:

Community Management Potential

Community organisations:

Remarks1.
2.
3.
4.
5.
6.

Any conflicts in the community:
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Communityprojectsin last 3 years:

Year Project Financial and other community inputs

Successesandproblems:

Who decidedonthe projects andhow:

How womenwere involvedin management~

Evidenceof a strong maintenanceculture:

General remarks:

82
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Data Collection Guide

Background Factors
Population

Obtain up-to-date estimates from the District Planning Officer. You can cross-
check this in the community by asking community leadersand by countinghouses

— and multiplying by the averagenumber of people per house in your area. The
District Planning Officer mayalsobeableto helpyou with this.

-= Accessibilityby Vehicle

— The reasonfor this question is that construction of wells and boreholes generally
requires that vehiclesare able to get to the water point site. However, inaccessible
communitiesshouldnot be excludedaltogether — if theyarehighly motivated they
may clear an entry route for a drilling rig, or agree to carry materials and
equipment for dug well construction from thenearestroad.

Time SinceApplication

This is includedso that communitieswho havewaited the longestwill be given

priority.

- - Water Supply

Type -

Someof the main typesinclude:

• borehole with mechanical (electric or diesel) pump, with or without a piped
distribution system

• heatedwater, where surfacewater is purified and distributed in pipes. Do not
classify water as treated if the plant has beenbroken down for a long time, or

chemicals for treatmentare often not available
• boreholewith handpump
• dugwell with handpurnp
• protected spring, where a concretebox has beenplaced round the spring and

water emergesthrough a pipe, either directly or to a piped distribution system
• protected well, with a built-up wall around the top and a coveredarea around

thewell sothat water cannotseepbackdown the outsideof the well shaft.
• spring

- - • river, stream or pond
• dugout or dam -

• traditional unprotectedwell.

Distancefront Cotuiliunity

Esthnate the averagedistance a person has to walk from their house to the water
source. One way of doing this is to find a point that lies about half way between
the nearest housesand the furthest ones. If therearejust a few outlying houses
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that are much further away, do not include them in your estimate. You can
estimatethe distanceby counting paces;one long stride is about 1 metre.

Quality

Water quality dependsprincipally on the type of facility. Boreholesor dug wells
with handpumps, protected springs and treatedwater all representhigh quality
sources. However, do not put sourcesinto this categoryif the pump is broken I
down, or if a treatmentsystem is not functional or often lacks the necessary
chemicals.

Other sourcesare usually highly contaminated,althoughthey may look clean and
clear. Theseinclude rivers, streamsand ponds, dugouts and darns and traditional
unprotected wells. Free-flowing springs or protected wells with a headwall and
apron may have slightly better quality, but cannot be considered as fully
acceptable. i
In addition, noteany obviouscontamination with organicmatteror problemswith
salinity, iron and other contaminants that can give the water a bad tasteor make it
otherwiseunsuitable for use.

Yield

Ask community members if thewater in thesourceis enough,or if it is too little or
they oftenhave to wait and queuefor it I
Yieldin Dry Season

Somesourcesmay dry out in the dry season,or becomeseverelyreduced. Ask if
this happenseveryyear, sometimes,or if thereis alwayswater availablefrom the
source.

Condition I
Noteif the sourceis well looked after, or run down and neglected.

Sanitation

Where there are no latrines, or people do not use existing latrines, record ‘free
range”.

The main typesof communal latrine are: I
• trench latrine, usually a long trench with logs or boards acrossit, a low roof and

sometimesa partial wall
• K\TIP, with concrete slabsover a pit, vent-pipesand a superstructurewith doors.

Note the general condition of the latrines. Where some individual households
havebuilt latrines, record the approximatenumber, type andcondition.

I
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Water-Related Diseases

Ask community members,especially the women, about casesof the diseasesmentionedbelow that haveoccurredin thecommunityover thelastthreeyears.

For Guinea Worm, communities tend to be completely free of it, or have casesregularly every year. The third, intermediate category is where there are a few

cases from time to time, but not everyyear. Rememberalso that therehasbeenaGuineaWorm eradicationprogrammein operationfor sometime, and that there
will be communitieswhich had it someyearsagobut which arenow freefrom it

For cholera, try and make the difference betweenan outbreak, where a number of
people all fell ill within a short period of time (a few weeksor less)and isolated

cases, where one or two peoplewere infectedand severalmonthspassedbeforeany other caseoccurred, if atall.

Frequent
outbreaksof diarrhoea are a good indicator of water supply and

sanitationproblems. However,it is difficult to measurethis factor. Try to find out
— if there are outbreaks when many families in the community are affectedat the

sametime. Also try to find out if suchoutbreaksarecommon,and occuronce or
— moreeveryyear,or if theyoccuronly occasionally,everyfewyearsor if thereare

no major outbreaks at all.

Bilharzia is a diseasethat can build up in a person over time, as they become
infected by more and more of the worms that causeit. The main symptom is for
blood to appear in the urine. If there are few cases,peoplemay be aware of them
becauseit is unusual. In communitieswheretherearemanycases,it maywell be
consideredasnormal.

Level of Community Interest

Ranking

Oneway of gaugingcommunity interest in water supply is to compare the priority
they placeon it comparedto other communityservicesthey may want suchasa
school, a clinic, an improved road, electricity etc. Sometimes, different groups
within the community will have different priorities — for instance,the womenmay
regardwatersupplyastheirhighestpriority, whilst themenaremore interestedin
electricity and thechief and elderswanta schoolfor thecommunity.

It is therefore important first to identify eachgroup’spriorities, thento allow them
to explain them to the others, and finally to facilitate a discussionleading to
agreement. This can be doneby holding somegroup discussionsand thentrying
to reachconsensusin a community meeting.

ActionTakento ImproveWaterSupply

Two factorscanbe examinedin this regard. Firstly, whetherthe communityhas
collectedany moneytowardsa water supply project. Be sureto find out if any
suchfund was really collected for water supply, and if it is firmly committed.
Sometimescommunity funds are allocatedto any project that happensto come
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along, which doesnot necessarilyreflect a high degreeof commitmentto water
supply.

The secondfactor to examine is whether the community has undertakenany
concreteactionsto improve thewater supply situation. This maytake a physical
form suchasimproving or fencingthesource,or otheractionssuchasestablishing
rules to protect the water supply from contaminationor abuse. Many different
actionsarepossible.

Responsiveness

Communityresponsecanbe gaugedpartly by the speedandsizeof attendanceat
community meetings. If peopleare keen to come, come in large numbers and
contribute actively to the meeting, then they are clearly interested. A poor
responsewould bewhenfew peopleattendthemeetings,andthenonly muchlater
thanplannedandaftermakingstrenuousefforts to gatherthem. Theintermediate
casewould bewhenattendanceis reasonable,butit still takessometime andeffort
to bring peopletogetherfor the meeting. If the turnout for a meeting is poor,
however,rememberto checkthat the communityhadsufficient notice and that the
meetingis ata convenienttime.

Potential for Community Management

CBOs I
Nearly every community has a Unit Committeeand a 31st Decemberwomen’s
group. Try to seeif thereare othercommunitygroupsoperating,suchas market
associations,religious-basedgroupsworking in the community at large, youth
associationsetc.

Conflict I
Somecommunitiesmayhavebeenruled out at the pre-seledtionstagebecauseof
serious conflicts. However, it may be that the community lacks unity and
cohesivenessbecauseof a high proportion of recently arrived families or a certain
lack of communication betweendifferent ethnic, religious or other groupings. This I
may not amount to conflict, but may require special attention when the P0
preparesa project. The relevant facts should be noted so that they are not
overlookedlater during project preparation.

ConunumtyProjects I
Find out not only the type of eachproject,but also what the community had to
provide in terms of labour, materials and cash. Note which projects were
successful,and the nature of any problems that arose. Also try and discover how
decisionsregarding the projects were taken; was it the chief and elders,a wider
groupof community leaders,someother particulargroup or individual, or was the I
whole community involved?

I
I
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MaintenanceCulture

Look at the way community facilities of all kinds aremaintained,suchas water
points, schools, clinics, environmental cleanliness, etc. This includes both
observationand talking to peopleto getsomeideaof their attitude towardstheir
communal facilities and the arrangementsfor looking after them.

Is there evidencethat repairs are carried out whenevernecessary,and that the
facilities arewell usedand generallylookedafter?Is theresomesenseof pride in
thefacilities? At the oppositeextreme,doesit appearthat theyare neglectedand
allowed to fall into disrepair? The intermediatecase is when facilities are
maintainedto theminimum possibleextentto keepthemfunctioning.

Women’sParticipation

Discuss with groups of women their own perception of their influence over
community decision-makingand managementof community facilities. Even if it
appearsthat theyhavelittle influence,if theybelievetheydo havesomeinfluence,
theywill bemoreinclined to participatein projectplanningandmanagement.

— Other cluescanbegatheredduring communitymeetings.Do a fair proportionof
thecommunity’s womenattend,anddo theycontributeactively to the debate?Do
themenlisten to the womenand encouragethemto expresstheirviews,ordo they
tend to ignorethem?
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Community Scoring Sheet

Background Factors

Score Weight Final

13 _______ _______ Score

Population 75-300 300-1,500 more than1,500

Accessibility by
vehicle

difficult throughout
theyear

difficult in the wet
season

accessible
throughout the
year

Time since
application

lessthan1 year 1-2years morethan2 years

Principal Sourceof Drinking Water Supply

Distance from
Community

lessthan500m 500mto 1km morethan1km

Type handpump,
protected spring,
treatedwater

protected well,
spring

river, stream,pond,
dugout, traditional
well

Yield in dry season normal or slightly
reduced

greatly reduced,
occasionally dries
out

driesout everyyear

Water-Related Diseasesin Last 3 Yeare
Guineaworm no cases at leastonecase severalcasesevery

year
Cholera nocases isolatedcases anoutbreak

Diarrhoea isolatedcases occasional
outbreaks

outbreaks every
year

Bilharzia no cases afew cases common

CommunityCommitment
Ranking given by
community to
water supply

third or lower second first

Action taken to
improve water
supply

none either self-help or
fund-raising

both self—help and
fund-raising

Response to calls
for meeting

difficult to call
meetings, poor
attendance

meetings slow to
gather, fair
attendance

readyand waiting,
goodattendance

Potential for CommunityManagement

No. of CBOs 1 or 2 3 or4 5 or more

Cominumty
projectsdonein last
3 years

1 2 3 or more

Maintenance
culture for
communalfacilities

necessary repairs
not carriedout

occasionalrepairs well and regularly
maintained

Women’s
participation

virtually nil moderate high
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Community Ranking and Selection

Community

Background Water Source Diseases Commitment Corn. Management

i~
2 ~~
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P0 Monitoring Checklist

Community Date

1. Mobilisation andPlanningPhases

1.2 Relationswith Community

Is there a good relationship betweenthe P0 and the community? Who are the
main opinion-leaders? Have they been properly involved? Doesthe P0 have good
relations with them? Doesthe P0visit too often/notenough/aboutright?

1.2 Conzn:wiityUnderstandingofBasicconcepts

Doesthecommunity understand the CWSP and their role and responsibilitiesin it?
Doesthe community understandthe roles of the other institutionsin the CWSP?

1.3 WATSANCommittee

Are women effectively involved in the WATSAN Committee? Do they hold
positions of responsibility? Are there representativesof all different subgroups on
the WATSAN Committee(men, women, youth, elders, different religious and
ethnic groups) or is it dominated by one leader or faction? Is the WATSAN
Committee enthusiastic and energetic; doesit meet regularly, does it do its job
quickly and efficiently? Are there good relations between the WATSAN
Committee,P0 and community?

I
I
I
1
I
I
I
I
I
I
I
I
I
I
I
I
I
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1.4 WATSANCommitteeSelection

Wasthe WATSAN Committeeselectedin an open,public anddemocraticprocess?
Was it basedon choosingeffectiveleadersand organisers? Are there anyconflicts
with existing community organisations?Wereexisting community organisations
taken into accountwhen deciding what kind of WATSAN Committeeto setup? Is
it well acceptedby the community?

1.5 WATSANCor,uniitteeRecords

Are there clear records of meetings, activities undertaken with the P0 and other
- * events? Do the records appear to be true? Do they correspond with the P0

records?

1.6 Con:munitij Meetings

Are meetings well managed? Are people properly informed in advance? Does
everybody geta chanceto speak? Are decisionsclearly defined and recorded?

1.7CollectionandManagementofFunds

How is money collected? How does the WATSAN Committee account to the
community for it? Are thereproperrecords(receipts,cashbook etc.)? Is therea
bank account? Has the agreedamount beencollected? Is it likely to becollected?
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1.8 Conuluinity Mobilisation

Are meetings well-attended? Do people arrive on time? Do plenty of women
attend? Do theyparticipate actively? Have any community activities been agreed
upon? Were theyproperly planned? Were they successfullycarried out?

1.9 HygieneEducation

Have you discussed hygiene? Have you discussed clean water? Have you
identified hygienerisksin your environment?Whatdid you decideto do? Have
you or others started to do it? Why/why not? Do you think someonewill check
up onit? Have WATSAN Committeemembersbeentrainedin hygieneeducation?
Is the environment clean? Is refusedumpedat designatedsites? Are people
constructing and using toilets andsoakpits?Are toiletswell maintained?Are men
aware of hygienematters? Are womenaware?

1.10TechnologyChoice

Were different technical options discussed? Which? What type of system was
chosenand why? How were the decisionstaken? Do you agreewith the choice?
What is your generalopinion aboutthe new water supply? What do you know
about it where wifi thewater point(s) be? who will own it? how muchwill it cost?
how will it be maintained? who brought it? Were women fully involved in the
decision-making?

1.11 Data a,idMap

Full inventory of water sourcesused. A reasonably accurate population estimate.
Map showingtype andselectedsitesfor waterpoints, areasoccupiedby housing,
main sourcesof pollution, cemetery, accessroutes, chief’s house, contact person’s
house.
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2. Construction Phase

3. Follow-up Phase

3.1 WATSANCommittee -

- - ,- - - - — r —

“ Does the WATSAN Committee meet regularly? Does it, ;ep6rt back to th~
community? Doesit carry out usereducation? Doeshygieneeducation continue? -

3.2 CollectionandManagenientofFunds

Are sufficientfundscollected?Are therecordskeptproperly?

3.3 OperationandMaintenance

Havethecaretakersbeentrained? Are thefacilities cleanandwell-maintained? Is
routine preventivemaintenance(e.g. greasing, tightening of bolts etc.) carried out?
Are repairs carried out promptly? Are spare parts purchased as and when
required?

Werecommunity labour and material inputs provided in a timely and organised
mani-ier? Did the selectedcaretakers participate actively in construction? Did the

— WATSAN Committeecarryout anyhygieneeducationwork?
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Checklist for HDW Monitoring I
1. Site Selection

* Indicators and proceduresfor siteselection
* Estimation of likely depth and flow (wet and dry season)
* Wascommunityfully consulted?
* Distancesand situation in relation to pollution sourcesand soil type

2. Quality andQuality Assessmentof Materials I
• Sand
• Coarseaggregate
• Concretemix
• Water (should be potablequality)
• Cement(ensureproper storage) I
3. Excavation
• Diameterof well
• Verticality of well
• Soil sampling techniques
• Ensurecontractor takes soil samplesduring excavation

4. Safetyon Site During andAfter Daily Operations
• Safetyequipment used
• Site to be coveredand protected at the closeof the day’s work I
5. Well Lining
• Must be well centred I
• Compactionmust bewell done
• Caissonrings must be properly centred
• Quality and thicknessof filter media must be asspecified

6. Headworks I
• Cover slab and apron must be constructed according to specification, with

particular attention to:
* Slopesshould drain water away from thewell to prevent pollution
* Lip s/edgesmust besound and of thecorrect dimensions
* Dimensionsof apron

• Handpurnp installation

7. Reporting andRecords
• Measurementof works
• Project reports
• Certificates
• Siterecords I
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Latrine Construction Contract ContractNo I

1 Beneficiary’s name:

House address:

Community:

Artisan’sname:

District:_______________________

2 No. of users: Currentlyusedlatrine facility:

Reasonfor building anewlatrine:

LatrineType:

Mozambiquenon-reinforced slabwith unlined singlepit I I
Mozambiquenon-reinforced slabwith lined singlepit I I
Rectangular reinforced slab with unlined single pit I I
Rectangular reinforced slab with lined alternating double pit I I
San-plat type with unlined single pit I I

3 Conditionsof Conlxact

Definitions:

TheBeneficiaryand Artisanare thosespecifiedin section1 of this contract. The District
Assemblyis thatwith authorityovertheDistrict specifiedin section1 of this contract.

TheArtisanwill:

a) Construct a latrinefacility of the type indicated in section2 abovefor theBeneficiary.

b) Use the subsidy released to him/her by the District Assembly solely for the

constructionof thesaidlatrine.
c) Carry out the work to a good andacceptable standard.

d) Complete the work within three months of the signing of this contract by an authorised
representative of the District Assembly.

e) In default of (c) and (d) above, refund to the District Assembly and the Beneficiary any
paymentsthey havemadeto him, unlessthereis reasonablecause. Such reasonable
causemay include war, generalinstability, fire, outbreak of epidemic, bad weather
conditions, poor health of the Artisan or other factors mutually acceptableto the
signatoriesof this contract.
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TheBeneficianjwill:

a) Provide the sum of —

Cedisto theArtisan.

b) Provide the following in-kind contributions to the construction of the latrine:

c) In default of (a) and (b) abovewithin one month of the signing of this contract
by an authoriseck representative of the District Assembly, forfeit the subsidy

provided by thet7i~trictAssembly,andpay tcl the District Assemblya surcharge
of, - - Cedi~to coverprQcessihgcosts. - - . - -

-~ The DistrictAssemblywill: - - ,. -

a) Providea subsidyof - Cedisto the Beneficiary throughthe
Artisan..

b) Releasethe subsidy only when theBeneficiary hasprovided the agreedcashand
in-kind contributionswithin one month of the signing of this contractby an
authorisedrepresentativeof theDistrict Assembly.

c) Reservethe right to terminate the contract if the Beneficiary fails to meet the
obligations setout in this contract without reasonablecause.

Disputes:

Any dispute arising from theexecutionof this contract shall be settledamicably by
the parties hereto, namely, the Beneficiary, the Artisan and the District Assembly.
If it is notpossibleto reachanamicablesettlement,thedisputeshallberesolvedby
an arbitration committeesetup by the RWST, whosedecision shall be final.

Agreedby __________________________________on the________________
(Beneficiary) (Date)

Agreedby _________________________________on the_______________

(Artisan) (Date)

Verified by ___________________________________onthe_________________
(DWST) (Date)

Agreedby __________________________________on the_______________

(District Assemblyrepresentative) (Date)
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Latrine Summary Information

ContractNo.

Beneficiary’sname:_________________________

Houseaddress:

Community: —

Artisan’s name:

Latrine type: —

District:

Status Date Name Signature

Applicationreceived

Applicationverified

Application approved

First halfof subsidypaid

Supervisionvisits

1.

2.

3.

4.

5.

6.

Completed

Final paymentandcertificate
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— — — — — — — — — — — — — — ~ — — — — —
Requestfor Releaseof Funds for Latrine Construction

Artisan Community BeneficiaryName ContractNo. Amount in Cedis Receivedby
(Artisan’s
signature)

Total Requested IPrepared by: Date:
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Certificate of Completion

ContractNo. ________________

Beneficiary’s name: __________________

Houseaddress:_____________________

Community:________________________ District

Artisan’s name:

Latrinetype:

This latrinehasbeencertifiedascomplete.

(for DWST) (Date)
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Requestfor Reimbursement of Latrine Subsidy i
District Date:

Community BeneficiaryName ContractNo. Amount in Cedis

Signed:
(District FinanceOfficer)

Total Requested (

Approved:
(Regional SanitationEngineer)

I
I
I
I
I
I
I
I
1
1
1
I
I

I

I
I
I

100 1

I
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Latrine Monitoring Checklist
Contract No. Artisan

Community Beneficiary

Stage1: Siting and SeuingOut

Siting
SiteSHOULD be Yes [Na ~Site shouldNOT be Yes No
Is it slightly raised and Is it low, marshyor subject
well-drained? to flooding?
Is it conveniently located Is it on a disputed area,

near house? road reserveor old rubbish
pit?

Does it allow flow of air to Is it under shady trees or
superstructure and vent neartall buildings?
pipe?
Is it at least loot from an~’
water source?

Takingthe aboveinto account,is thesitesatisfactory? Ii I ii

Pit Type

If theanswerto eitherof these

- ~ \‘cs No

Is thesoil stable?
questionsis no, the pit should
be lined. Alternatively, twinIs the water table more than

20’ belowgroundlevel? alternatingpits mightbe used.

~

Hasa suitabletype
Pit type: of pit beenchosen?

Setting Out
--~: ~ ‘yes ] No

Is the internal radius (or length and width) of the ring beam as

specifiedin theconstructionmanual?
Is the external radius (or length and width) of the ring beam as
specifiedin the constructionmanual?
Are_the_corners_square_(if_applicable)?
Is the trench for thering beamof thecorrectdepth(i.e. 6”)?
Are the dimensionsof the mouldsand formwork asspecifiedin the
constructionmanual?
Is thedoor placedto conform with the generalorientationof thedoors
in the houseto allow for maximumcomfort?
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Stage2: Ring Beam,Pit and Slab

Materials
- •‘~. - y~,; •:~—~ •- - Yes No

Cement Is normalPortlandcementbeingused?
Is the cementdry and freeof lumpsor cakesthat cannot
beeasilycrushedwith the fingers?

Sand Is thesandclean?
Is the sandwell-graded (i.e. containinggrains of many
sizes)?

Stones Are thestonessharp,hardnd clean?
Are_the_stones_well-graded_(¼”_to_1”)?

Water Is thewaterfrom thesourceusedfor drinking?
If thewater is from anothersource,havetestblocks been
made,andwere they foundto bestrongafter 7 days?

Iron Rods Are theiron rods3/8” diameter?
Are theiron rodsfreeof rust?

Items to Monitor during the Casting of Slabs and Ring
Beams

- ‘- - 2 ~ H Yes No

Concrete Are the correct mix ratio and the right quantity of materials
Mix being used, as specified in theconstructionmanual?

Hastheminimum amountandno moreof water requiredto
maketheconcretefluid enoughandworkablebeenused?

Moulds Are the dimensionsof the squat/key-holemould and vent
pipe mould asspecifiedin theconstructionmanual2
If rectangularslabsarebeing cast,are the internal dimensions
of the formwork asspecifiedin theconstructionmanual?
Is the formwork of uniform thicknessand (for rectangular
slabs)with perfectsquarecorners?
Is themounduniform(for theMozambiqueslab)?
Is thesquatholemouldpositionedat thecentreof the mound
prepared_(for_the_Mozambique_slab)?
Is the ventpipemouldheld vertically in position and at the
correctdistancefrom theedgeof theslab?

Reinforce- Have the iron rods beencorrectly cut to the lengthsspecified

nwnt in the construction manual?

Are the rods correctly arrangedandspacedasspecifiedm the
construction manual,with thelongeroneson thelower side?
Are therods firmly tied together with bindingwire?
Is there 1” cover at the bottom and all round the slab?

I
I
I
I
I
I
I
1
I
I
I
I
1
I
I
I
I

I
I
I
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Items to Monitor during the Castingof Slabsand Ring Beams (cont.)

a

~1O

Casting Was the concretecompacted to a uniform thickness?

Wasthere any bleeding on the slab surfaceaftercasting?
Were the edges of the squat hole and footrest bevelled
and trowel/spoon finished?

Wasthe cover slab float/foam finished?

Was the footresttrowel finished, leaving the surfaceof
the_footstep_rough?

V ~ ~ ~ Yes No
Shape Is the pit dug within thering beamandnotunderit?

Is_the_top_half_of_the_pitsides_vertical?
Is the bottom half of the pit sides (unlined pits only)
sloped_gently_inwards_to_the_bottom?

Depth Is the pit at least 15’ deep (unlined pits only)?

Is thepit of thedepthagreedbetweentheartisanandthe
beneficiary_(lined_pits_only)?

Slab Installation
- ~ - ~ ~ ~ ‘~.

~ ,\es No
Is theslabcorrectlyaligned(facingthedoorway)?
Is the slabwell beddedand sealedon the ring beamwith a layer of
mortarabout1” thick?
Aretherecrackson theslabor damageto thering beam?
Doestheslabsupport6 people,without rocking?

FinishedConcrete
. }~esJNo

Curing Was thering beamcuredfor at least3 days?
Wasthe slab cured for at least 7_days?

Were they sprinkled with wateratleast3 times a day?

Were they covered with heavy duty polythene, wet
sackingorwet sandor sawdust1” thick?

Finished
Items

Wasall the concrete used up in thecasting?
Is the finishedconcretehard andresistantto crumbling?
Are_all_iron_rods_fully_covered_up?
Is thesurfacesmoothandfreefrom holesandporosity?
Is theconcretefreefrom cracks?
Is the surface free from any marks of bleeding?

Are the dimensions as specified in the construction
manual?

Pit

DWSTManiia1 - LMC Annex(Page3of5,) 103



Stage 3: Completed Latrine

Structural
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- - - - - Yes_j_No
Super-
structure

Do the air spacesface the direction of the prevailing
wind in thearea?
Are theretwo air spacesof size4”x8”, eachplaced 15”
from the outer witI (except when the door faces the
windward direction, in whichcaseit is placedabovethe
door)?
Are thereno othergapsin thewall or door or between
the roof and walls of the superstructureapartfrom the
venthole?
Is the areaaroundthe latrine compactedand mounded
sothatrun-offwaterheadsawayfrom thelatrinewalls?

Roof Are the roofing membersproperly anchoredinto the
walls?
Is thedifferencein heightbetweenthefront andtheback
of theroofat least9”?
Are theresidelapsof atleast3”?
Is therean overhangof atleast12” at thefront andback?
Is theroofslopedso that rainwaterfalls on thedownhill
sideanddrainsawayfrom thelatrine?

VentPipe Is the ventpipe at least2’ abovethe apex or tip of the
highestroof in thesurroundingarea?
Is there a good watertight joint at the ventpipe/roof
interface?
Is thediameterof theventpipe4”?
Is_itsecurely_held_in_avertical_position?
Is there a well mortared joint at the ventpipe/slab
interface?
Is there a flyscreeninstalled on theventpipe?
Does light from the ventpipe fall on the bottom of the
pit?
Does a smoke test show that air flows down the
squattinghole andup_theventpipe?

I
I
I
I
I
I
I
I
I
I
I
1
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Stage4: Follow-Up

User Education
- --~ H ~ ~ [No

Is thedoorclosedatall times?
Is thesquatholealwayskeptopen?
Is_all_cleansing_material_dumped_in_the_pit?
Is thesquatslabwashedregularly?
Do all membersof thehouseholdusethefacility?
Is the pit kept free of disinfectantsso asto allow biological digestion
to occur?

Maintenance
.--.. ~ .--‘,- -~• ~- - . .S -

- ~ ~ Yes No
Hasthe flyscreenbeenreplacedif torn or damaged?
Have anyleaksaroundventpipe/roofinterfacebeenfixed?
Have any cracksin thesuperstructurebeenrepaired?
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— — — — — — — — — — — — — — — — — — — —

MONTHLY WORKPLAN
DWST, ____________________________ District

Workplan for the Month of _______________________
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DwsT, District

Workplan for the ______ Quarter of ________

QUARTERLY WORKPLAN

Activities Period (when) Strategy Responsibility Resources
(what)

1
month

2 3
(how) (who)
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DWST, District

ANNUAL WORKPLAN

Workplan for the Year

Activities Period (when) Strategy Responsibility Resources
(what)

Jan Feb Mar Apr M
Month

a Jun Jul Aug Sep Oct Nov De
(how)

c
(who)
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Reporting Format

DWST,

Report for the Period ____________ to

Date: ____________

1. Activities Plannedfor the Period

District

2. Activities Carried out and Reasonsfor Variance
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.1
I

I

HI

I-~

I
I
I

3. Problemsand Recommendations

4. Activities Plannedfor Next Period

I
I
I
1
I
I
I
I
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