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Manua’ 4 Establishing WA9HE at Distriof Level

ABOUT THIS MANUAL

~mberthceugq~st1onøforac- This manual provides a step by step guide to the
~LJ’ establishment of intersectoral co-operation, co-ordma-

tion, planning and management of rural water, sanitation
~ and health education, at district level.
ath~r~.

The concept is called D-WASHE (District WASHE)

Section 1 Introduction

Section 2 Pre-establishment activities

Section 3 Establishment

Section 4 Post-establishment activities

Each section is written to lead on from the last. Activities
within a section follow on from one another. The format is
designed to help you:

• find things quickly

• work systematically through the contents

• prepare meetings

• evaluate your impact

Remember the suggestions for activities are guidelines.
Feel free to adapt them to suit your district. There is no
right or wrong way to establish WASHE, be creative and
use the ideas and expertise of others.

In the margin of each page you will find useful information
and tips.

At the end of each section there is an evaluation exercise
to help you asses progress. Space has also been left for
you to write your own notes.

At the end of the manual there is blank meeting planning
script for you to copy and use.

The manual is written to allow you to work through it sec-
tion by section or dip into it for specific ideas or activities.

2 COMMUNITY MANAGEMENT AND MONITORING UNIT
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THE APPROACH

OVERALL
OBJECTIVES OF
THE MANUAL

c~ THE METHOD
USED TO
ACHIEVE THE
OBJECTIVES

c~ FACILITATION

To equip you with the knowledge, techniques and skills to:

• establish the WASHE concept at district level

• assist districts to form a sustainable D-WASHE committee

• assist districts in preparation for planning and develop-
ment of a district-WASHE development plan

• introduce strategies and working practices that will allow
districts to take the first step towards operational WASHE

The objectives will be met through a series of meetings
held with the D-WASHE committee. The techniques used
are participatory and include the use of VIPP.

VIPP Visualisation In Participatory Programmes

The technique has been adopted because it has proved
an effective way to consider the views of all participants. It
is a structured yet flexible approach. The main reference
for this method is the UNICEF publication, ~VlPPa man-
ual for facilitators and trainers involved in participatory
group events”. CMMU wishes to acknowledge the exper-
tise and supportthat UNICEF Zambia has provided in this
area.

It is intended that the reader becomes the “facilitator’t how-
ever it is unlikely that in practice you would work alone.
From experience it is suggested that a facilitation team is
formed, consisting of

• one main facilitator

• one supportfacilitator

The role and responsibilities ofthese people will become
clear as you work through the manual.

COMMUNITY MANAGEMENT AND MONITORING UNIT 3
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BEFORE IJ9ING THE MANUAL

ASSUMPTIONS

PREPARATIONS

• Y1PI’ w.~sa~velopc~by UNICEF
ri ~n

0iat~eshdur~Iigth~~arJ~’
1990’s.

• It I~[‘sa~4 on e~rfIermethods
fri Latfri Am~r~caand G~mi~ny.

• V1FPwa~Introducedhi Zambia
t~yUNICEF~i 1994,to promote
opendialogue,~ff~ctAv~cOrn-
muflIc~t~on~F1d community
p~nnfrig.

Forfih~rlrrformat~ons~UNICEF
pu}~iIcatIon“/1~I’a manual for fa-
cWt,~torsan~1t~a!n~r~In partJclpa-
tor/ group cventø.

Before using this manual, it is assumed that the stage of
Introducing WASHE at District Level” has already been
carried out. This stage is covered in Manual 3.

To get the most from this manual it is important that you
have read and hopefully used

• Manual I Understanding the WASHE Concept

• Manual 2 Water Sector Reforms and Implications for
WASHE

• Manual 3 Introducing WASHE at District Level

Manual 3 gives details of how to use VIPP and it is impor-
tant that facElitators are familiar with this technique before
using this manual.

4 COMMUNITY MANAGEMENT AND MONITORING UNIT



EstabIi~hing WA~HEat Disfricf Level

MATERIALU

Manual 4

The materials needed to run the series of
establishment meetings are based on the materials de-
scribed in Manual 3. You will need a box of materials con-
taining the following:

• VIPP cards - a mixture of sizes,colours and shapes

• marker pens - blue, black and red

• board pins

• glue sticks or tubes

• masking tape

• brown wrapping paper

• A4 paper

In addition

. 3 VIPP boards

. flip chart paper and board

c~l~77Aclc~crIptIoriof the materth~s,thdr

\./ preparation for usc an~1m~ti~go-
mer~of suppIi8s is ccveree.~fri d~taii
In Manual 3 p~g~16 - 19.

R.~memL,cr,aU the riiaterfai~ar~
avail~JeIn Z~mb’la.Paper (dupll-
c~tIngq~uaIity)canb~uses iiistead
of card. PI~inwhR~~zap~rcut into
clifFer~ritshapcs ~an 1’~u~e4Ui-
steadof ~1Iff~rcntcoIour&~p~p~r.
~o~r~lsc~nL~eriiad~1~yproj~ct6or
if rio L,oards arcaval[a[,l~, useI,rown
paper and masking tape on wall
space

• a set of Participants Notes from the Introduction
to WASHE at District Level Workshop. W The dea ofproducing F’ar~IcIprnit’s

Notes was lritro~ucedri Manuel 3.

See SectIon 5 Manual 3 for
moredetails.

COMMUNITY MANAGEMENT AND MONITORING UNIT 5



Manual 4 Establishing WASHE at District Level

Here is an example of the evaluation page that you will
find at the end of each section:

Have the facilitators achieved all the meeting and activity
objectives?

I IYes I JNo

What can be changed or adapted to help to achieve the

objectives next time?
Activity One:

Activity Two:

Us~this space to lotg down ~ny
chan~cs.

6 COMMUNITY MANAGEMENT AND MONITORING UNIT
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PRE-
E~TABLI9HMENT
ACTIVITIES
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Manual 4 E~JabIishingWA~HEat Di~trict Level

ActMty One ~I2~ th~y

Th~pre-m~cthi~actlvfty c~nbe
done ~th ~heP-WASHE chairper-
~onif &he is ~r~dy el~ct~l.It ~ll
help to I~ooøthis/her corifi~1e~icc
~nd wili provfde facilit.~torøwith a
~rit,f&~person for support In the
m~et1ng

If thc facilitators ar~diff~rcntto
the impIem~ntlngagency,irivoMng
t~ieImplementingagency (perhBps
the coordinator)at this point will
help th~nito understandthe task
you face, the pro17l~msa~idcon-
~tr~Iiits

It ~ ~sy to forgct how manyc~ecJ-
aion~were m~1ec~ur-fr~gth~Intro-
ductory Workshop. These ar~
reflected ri the F’artlclparits
Notes-you shouki now a~mto ex-
plore t}il~wealth of Information I

SUGGESTED APPROACH : POST INTRODUCTORY
REVIEW AND BRIEFING
MEETING

After the Introduction to WASHE at District Level Work-
shop has taken place it is important before entering the
next stage that you have:

• access to the materials and charts generated during the
Introduction to WASHE at District Level Workshop

• the Participants Notes that were collated bythe workshop
facilitators after the event

• been briefed aboutthe workshop and the outcomes, if you
did not attend

Next, the facilitators who are to be involved in the estab-
lishment stage should hold a post introductory review
and briefing meeting to:

• review the work achieved by the district so far

• understand the approach to be used in establishing
WASHE at district level

• familiarise themselves with the task, meeting formats and
activities

Use the following guidelines and suggestions to assist you
during the review and briefing meeting:

REVIEW: THE PARTICIPANTS NOTE9
• Review and familiarise yourselves with the achievements

so far. Review and reflect upon the workshop by reading
and discussing the Participants Notes. Look through the
charts to “jog” your memory ofthe decisions made during
the Introduction to WASHE at District Level Workshop.

ACTIVITY ONE: IJNDER9TANDING THE APPROACH

8 COMMUNITY MANAGEMENT AND MONITORING UNIT
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THE APPROACH : A ~ERIE~OF E~TABU9HMENT
MEETING~

The decision to form a D-WASHE committee is relatively
straight forward. The establishment of a sustainable
D-WASHE committee is a far more complex process.

To try and ensure that a D-WASHE committee is sustain-
able a series of FIVE MEETINGS have been
developed to:

• foster teamwork

• promote intersectoral co-operation as being partof every
day business, rather than a group of people who partici-
pate in one off intersectoral workshops

• begin to challenge existing meeting structures where
there is more reporting than participation

• developa dynamic working group that can share exper-
tise, knowledge and experiences

• motivate change in attitudes and existing “district culture”

• introduce collective decision making and responsibility

Meetings have been deliberately chosen as against a sec-

ond workshop or series of “workshops” to:

• break the “workshop culture” that exists in many districts

• address the issues of non payment of allowances for
attendance at D-WASHE commit-tee meetings i.e. these
meetings are part of an officer’s job

• minimise the cost of establishment of the committee

• stagger the establishment over a period of time to foster
and “test” commitment to WASHE as a concept

A eu~taIn~bIô[)-WASHE Commit-
te~Is or’~that goes throu.igh a sc-
r1~sof developmcnt~ctMtl~e th~at
ar~st4uctl.Jre~to buIk~thc cjpac-
t~,of committee memL,cr~gr~du-

ally

A sustakiable D-WASHE commft,-
t~ewifi ~‘ea c~i~micgroupof mdi-
vIdu~Isworking t~wardea common
goat, ‘Utiiver~aI ~e~es~ tø e~fe.
ac~cquat~~ rcUab~wMt~r~uppIy
and sBI1~tat1onøervicc& (W~t~,r
Policy for Z~mbI~).

SustaIi~nblt~tyIn tliI~coiit~xtT~~-

s~ntIalIyabout crc~tIng~ solid
foun~tlon I~utlton ~n un~cr-
stan~itigof what roIe~s.n~1rc~pon-
stbilrtles th~C)-WASHE omm~ttce~
have and howth~ cap, ~ ~ to
pla~i,manage~ii4 monitord~tdc~
rura[ watersupplyands~nft~t~on.

Se~ctAori5 looks in d~1~a~iat th~
m~ctII1gsarid sugg~8tew~y5In
w1i~ch~joumight tackI~th~i~euc~
IIst~d

Remember:

Do not under estimate the change you are asking a dis-
trict to go through in establishing WASHE. Many districts
have never been involved in decision making about their
programmes and district development. Typically, districts
have implemented instructions from above. WASHE chal-
lenges the whole structure of a districts existing opera-
tional framework. Like wise do not under estimate the
potential of the district to embrace WASHE.

COMMUNITY MANAGEMENT AND MONITORING UNIT 9
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ROLES AND RE~PON~IBILITIE9: WHO 10 EXPECTED
TO DO WHAT?

It is very important that facilitators are clear about their
roles and responsibilities and those of the D-WASHE
chairperson and D-WASHE committee members during
the establishment stage. Early clarification ofthis will as-
sist to break the dependency often seen when the facilita-
tor or an implementing agency is perceived as the one
assuming the lead.

M~terfalsfor the meetIngs should
L~J~,!t1aUyprovk1~4by th~f~c~Iita-
tor. I~~ u~iIik&ythal th~~1i~tnrt
will h~voany~tat~on~ryt~h~tcan
mni~dL~teiy~Itocate4to WASHE
actjvitles. However, an ~ar~yaim of
th.~facilitator should 1,8 ~oe~1cour-
agemem~rsto cantrfl,ute to rc-
currctit costø,like statton~ry.from
thc~r ptn1~r1t~s,orgalllsatiorl5
~ ministries

The Pistilct Pcv~lopm~FitCo ord{-
nat~ngComm~te~(PPCC) i~the
over~licommittee for plannir~gand
co-orddnathig all district develop-
m~n~lnit1ativeø.

THE ROLE AND RE~PON~IBILITIE9OF THE
FACILITATOR(S):
• to assist the formation and development of the D~WASHE

committee
• to facilitate participatory establishment meetings, using

methods that are perhaps new or unfamiliar to members,
to set objectives and take action

• to hold a number of bi-Jateral or liaison meetings outside
committee meeting time to motivate members and assist
overall co-ordination

• to develop individuals within the committee so that they
understand their roles and responsibilities

Itis notto:

. chair D-WASHE meetings

• take minutes

. vote as members

. make decisions on behalf ofthe committee

. pay attendance allowances to committee members

guidelines for payment of allowances:

• the D-WASHE committee is a sub-committee of the DDCC

• as a sub committee it meets within the Boma during
normal working hours

• allowances are not necessary as members attend as part
of their normal working day

• it is advisable to seek early clarification of this with the
Council or District Secretary who, as chairperson of the
DDCC can support these guidelines

10 COMMUNITY MANAGEMENT AND MONITORING UNJT
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THE ROLE AND RE~PON~JBILITIE~OF THE
CHAIR PERgON:
• to perform normal chair person duties

• to liaise with the facilitators about the schedule and the
content of the meeting

• to communicate all activities and progress to the
Council / District Secretary

• to present all reports and the eventual D-WASHE Devel-
opment Plan to the DDCC

• to motivate members to remain committed and to regularly
attend meetings

• to ensure that the tasks allocated to the members have
been undertaken

• to hold bilateral meetings as required by the D-WASHE

• to liaise with the provincial and national WASHE institu-
tions

The E’-WASHE committee ~II also
~ sccrctaryan~Icv~ritually

tr~surerThese posts c~nbe dls-
GU~5e~4With the Councl~I Distdct
Secretaryan~1theChalr-persoti
alo~ig~4ththe co~mltte~.It Is ad-
visabk riot to ~kct the~p~op~c
imnicdIat~yas time will t~lI~ to
wfie~hcror iot indMduals~rec~pa-
L’le oftaking th~responsil’dlty.L~ur-
Ing early e~tablIshm~rit,it Is utilikciy
that I~heposts will E~c~ liii-
e~sthcrcare tI~funds to athiiiri-
I~terorforthconhlrig doiior fur~1Ing

THE ROLE AND RE~PON~IBILlTIE~OF
D-WM4HE MEMBERS:

to attend all D-WASHE meetings (without delegating re-
sponsibility to a subordinate) and implement decisions

• to fully participate in the meetings

• to undertake research, fact finding or information gather-
ing outside the meetings as required by the D-WASHE

• to hold bilateral meetings with other members, ministries
or organisations as required by the D-WASHE

THE FORMAT FOR THE MEETINGS
The style of the meetings is very important. The participa-
tory approach that was used in the Introduction to
WASHE at District Level Workshop should be maintained.

If possible,

• the chair person, after opening the meeting should hand
over responsibility for the rest of the proceedings to the
facilitator, who using participatory methods will guide the
meeting

• no agenda is required in the normal or traditional sense
only an outline of the meeting objectives

• minutes do not need to be taken as the techniques used
will form a collective memory

It is impor-t~ntthat thc clectal
m~mbcrsattendthem~etlngs~
riot a deputy. Collective ~1ecIsIon
maknig at district l~v~Ir~ulrcs
peoplew1io can makc decisions ~nd
tak6 rcspor~si~ility.These people
are usually district h6ads.

N~wroles will cm~rgcfor ~ll wn-
cerne~as the P-WASHE develop-
merit plan Is formed ~nd the
commItt~~houle~I~cencouraged to
bear this ti mjiiel. P-WASHE will d~-
velop ~thln a distrIct sp~clficcon-
ted~arid rolesand r~sponsiL~iIIUos
must a~a~taccorc~IngIy.

COMMUNITY MANAGEMENT AND MONITORING UNIT 11
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Use thl~spaccto Fiote down any
changes.

Have the facilitators achieved all the activity objectives?

I ~Yes I INo

What can be changed or adapted to help to achieve the

objectives next time?

Activity One:

12 COMMUNITY MANAGEMENT AND MONITORING UNIT
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THE MEETINGS

COMMUNITY MANAGEMENT AND MONITORING UNIT 13
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THE MEETINGS

It I~sugg~st~dthat ri planning
th~m~t4rigs,a mectrng ~edpt Is
wr~ttonhkc thc ones usc~1En the
ntro~uctoryWorkshop In Maiiual
3. A I~tnnkmceUng script is ~t the
I~~ckof this manual for you to pho-
tocopy mid use.

~cfor~~schmecting beginsalways
check the par~Icipant~ar~happy
~th thg objectives and re ncgotA-
~ if necessary. There Is b such
thing ~ a “b’ue pdntY’ for th~es-
tabllshmgtitofWASHE - ~v~j d~-
trlct will b~sHghtl~~different
FaciVt~torsnced to have thIs In
Mind.

The series of FIVE MEETINGS have been developed to
assist the D-WASHE to reach a stage whereby it is ready
to hold a workshop to draft its D-WASHE Development
Plan.

SUGGESTED APPROACH: D WASHE MEETINGS

Meeting Otie : S~ttiiigthe context

This meetingwill

• reviewthe ritro~uctiorito

WASHE at F~istrictLevel

• establish relationships
E’etween all the partlcip~nts

• look at the conte>ct forthe
esta~’lishmeritof the
P-WASHE committee

• setworksche~ules

• task alIoca~e

Meetftig Two Establishing terms

This m~etIIigwill

• agree the role of the P-WASHE
commfttee aticl the mIssIor~

tenierit

• agree iti~lvIduaIroles arid
responsibilities

• agree the purposeof working to-
warc~sanc~lmplementftig ~
D-WASHE )evelopmeritfla,i

• task allocate

Meeting Three : Assessing the

situat1oii

MeetingFour The Sub ~Istrict

This m~etlngwill This meeting will

work

MeetingFIve : Setting the Frame-

• asse~existing iriforni~tion

~ri~status of WASHE faclfttles

This meetitig will

• cleternii~iethe roles an~responsi-
bilities of the su~~l~tdct

• ~etitIfyhiformation t1i~tis
still required

• task aliocate

• highlight the iee~for ~alogue
aiid communicat~oii

• set t4ie framework for th~
P-WASHE F~eveiopmentPlan

• t7ririg attentIon to the mpllca-
t~oMsfor traillirig

• set oE7jectivesfor the
planning workshop

• ~askallocate

14 COMMUNITY MANAGEMENT AND MONITORING UNIT
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PREPARATION ACTIVITIE9 TO BE CARRIED

OUT PRIOR TO MEETING ONE

ACTIVITY ONE: REAFFIRMING MFMBER~4HIP

SUGGESTED APPROACH : WRITING TO D-WASHE
MEMBERS

Prior to Meeting One write to all those people who have
been elected by the district to be a member of the
D-WASHE committee. This activity can be done ~ncon-
junction with the newly elected D-WASHE chair-person if
that person exists. It is a good idea to hold a meeting with
the chairperson. During the meeting discuss the roles of
the different people in the committee, it will help later on if
the chair person is clear about his/her role, the role of
members and the role of facilitator. The letter to the mem-
bers of the committee can then be written jointly.

Include in the letter:
• congratulations to members on forming a D-WASHE com-

mittee and electing a chair person

• the importance of the D-WASHE Committee

• acknowledgementof their enthusiasm and commitment to
participate

• an outline of the five proposed establishment meetings

• the objective of putting together a D-WASHE Develop-
ment Plan during a workshop that will be held after the
meetings

• the date, time and location of Meeting One

1~’. Activity One lhr plus ~ meeting
~th thd ~IcGte~1chaIrperson.

Although the part~clp~nt6In eaGh
~ist~-tctwill dlff&- sllghtly, it Is hkei~j
that th~L)-WASHE membership will
be

• The Pirectorof Works - Council

• t7lstiiot Me~ic~IOfflcer/PIs-
trict Health lnsp~ctor

• PistrlctCommunityL)evelop-
rnentOfflc~r

• Dlstr~ctWater AfFaIrs Engi-
nc~r/Offlc~rIn Charge

• PistnctAgr~cuIturaIOfficer

• ~strict Flarin~r

• NGO/donor/volunte~rr~prc-
stat~Ive~

• an~,other line ministr~Jh~ds
with a spccific IrTtercst/rc~pon-
si~~iktyfor WASHE r~Iate~~c-
tAvltlcs c.g..For~st~y.

Remem~er,tha~th~~~lisi~rfctcon-
cIucJ~dthc kitrocluct1onto WA5HE
at E)Ist.rlctL~veIWorkshop}‘yc~cI~1-
rig vAiowoukl t~o~ithcIrD-WASH~
commit~t~.R~fcrL’ack to this list
whcnseric~ingthe lelter6.

Th~conimittee may wish to form a
CORE GROUP. This s ~ smaller
riumI~erof ke~,p~opIe(5-6)whowill
~ieet r~guIarF~~nd report to the
1~iggcr~-WASHE.

Couricillors ar~gericrallynot mem-
bers of the I)-WASHE. M ~ sub
committeeto the 1)17CC, ~ Is not
appropr~atc.

W Se~GRZ cIrcu’ar No 1, Janu~r’3
1995,ror Inforni~t~ona~i~gul6arice
rc P-WASHE membershIp

PIscus~with th~P-WASHE Chair-
\/ perso~iand the Counclllr)Istrlct

Secrctary.howthe couriclflors can
1’e kept Informed.

COMMUNITY MANAGEMENT AND MONITORING UNIT 15



Manual 4 E~tabIishing WA~HEat Dithict Level

Act~vit~~T~ lhr

ACTIVITY TWO: PREPARING THE MEETINO(~)

The Idea af uskig ~ ~crfpt~a~s
pIArlnInO tool w~sIMtrO~uced ti
nwiu~I3. Sc~,m~i,u~l3 page 13

A blaiik mcetfrig ~c~ipt~ p1~rining
sheets ~t the I,ack ofthe manual.
Fliotocopysnduse.

Throughout thc r~malriliigsectiOn
th~r~Is~~uggcstecAmcctlngscript
for ~h meeting. Fe.el freeto follow
ot-sdsptft~

R~metiiberto gatherall matth~ls
weU In Mv~nce~ k’e prepared I

SUGGESTED APPROACH : MEETING SCRIPTS

Prior to each meeting, the facilitators should design, in de-
tail, the format and sequence of the meeting -

“the script”.

Example:

Activity Time iop~c Method Form parUclpatl
low

on
high

mat~daIs Who

4 3Omir~settIng
work
sch&~ul~s

chalr~4
d~scusslon

wholc
group
plcrlary

• niark~r
paper

chair

5 10mm summary
~nd
Review

~eabove plenary • all work
g~n~r~t~c1cjuririg
themeeting

F~cII1t~tor

18 COMMUNITY MANAGEMENT AND MONITORING UNIT
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SUGGESTED APPROACH : ACTIVITY PREPARATION
canb~foun~ri m~nua~3, sectIon~3.

Each facilitator should prepare their part ofthe meeting in
advance. This will involve consultation with the rest of the
team, an understanding of the activity objectives and the
overall aim of the meeting.

SUGGESTED APPROACH : PRACTICE RUN

It is helpful to run through a meeting as a team. Adjust-
ments can be made, activities adapted and clearly pre-
sented. Additionally, take time to inform the chairperson of
the meeting format and activities before the meeting takes
place. The chairperson is far more likely to support the
process and be fully committed if s/he understands what
the facilitators are hoping to achieve.

COMMUNITY MANAGEMENT AND MONITORING UNIT 17
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1J~ethis ~ to note ~1owiiany
cth~ngcø.

Have the facliltators achieved all the activity objectives?

I IYes ___INo

Whatcan be changed or adapted to help to achieve the

objectives next time?

Activity One:

Activity Two:

18 COMMUNITY MANAGEMENT AND MONITORING UNIT
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THE E~TABLU~HMENT
MEETING9
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Use this page for notes
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ActMty ~ 2O-~O‘.~.

Try to gaIn accesS~otb~ni~etlfl~
roomat i~ast1/2 hour J,efore t~ie
me~thi~i~to iake p~ac~.
S~tup th~room, al!oc~iqfor full
p~rt~cIp~t1on,andtapeth~charts
from theiritroductIo~itoWASHE~t
Pi~tr1GtLev~IWorkshopto th~
waII~.S~,m~riu~i3 S~ct~on3.

If you ~ using V1I’F’ iioards aria
m~rfal~.these mustk’c preparc~
befon,tli~meetlrig.
5cc rn~nuaI3 for advfcc on this

It mayFi~helpful if the chairperson
refersto theletter from thefacifl-
t.~tor~,thatIr~te~thcrti~oatte~
the mcct.~ng.

ACTIVITY ONE: INTROD1ICTION~AND REVIEW

Mt1vity Tiriw Topic Metho~l Forni par1~dpat1on r~iater1als Who
o_w_______~g~2_ -

1 20-
~Qrriiri

lntroduc-1
loris and
re’.4cw

v1suaJl5e.~
dI5Gus~lofl

pl~riary • PartIGfp~nt’s
NotesfroM
i~itroductory

Workshop

ch~Jr/
Facilitator

SUGGESTED APPROACH: INTRODUCTIONS AND
OBJECTIVES

Ask the chairperson to formally welcome all members to
the D-WASHE committee. S/he should then ask all mem-
bers to introduce themselves. Next, s/he should go
through the objectives, checking that they are understood
and re-negotiated if members are not happy with them.

SUGGESTED APPROACH VISUALISED DISCUSSION
Wo~1drigtlirotsghthcchartsan~the
Psrtlclpant’sNoteswill help th~P-
WASHE m~niF,ersto refocus on
U,elrown kie~s,ôecis~onsand ~oi~i-
mltni~hts.

ThF~~ctMty should no~take too
much time. E,icourag~part~cF~rits
to ~ - the1~aofthc rcNi~W10
to r~ftcu~an~1rec~lIevcnt~that-
!a~to thc d~cI&onto dsta},IIsh D-
WA5HE.

Using the charts and materials that were generated dur-
ing the Introduction to WASHE at District Level Workshop
briefly review the main outcomes and decisions.
Ask participants who attended the workshops to give an
explanation of the activities represented on the charts.
As a group work through the Participants Notes from the
Introductory Workshop.

Meeting script

guidelines for facilitators

• highlight the positive outcomes and decisions made dur-
ing the workshop

• emphasise that a lot of preparation work has now been
done and this wiH help the D-WASHE

• make sure that participants understand the importance
and the commitment ofthe decision to form a D-WASHE
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ACTIVITY TWO: E9TABLU~HlNGRELATION~HIP~

Acthvit~ lime Topic Method Form participation

low high

materials Who

2 30mm Relation
shIps

visualised
lectureand
discussIon
card
collection

F’ienary • preparedcards
on boards, pins,

pink and iviuite
cards,markers

main
facilitat

or.
support

facllitat
or

SUGGESTED APPROACH : VISUALISED LECTURE
AND DISCUSSION

Introduce the activity to participants by explaining the im-
portance of having a clear understanding of the relation-
ship between D-WASHE and other agencies,
organisations and individuals. The reasons for this include:

• early clarification of what is expected and from who

• the establishment of clear lines of communication

• to allowthe D-WASHEto realise that it is accountable and
to who it reports

To assist the facilitators an outline for the content for each
“step” of the visualised lecture is detailed over the follow-
ing pages.

ActIvIty Two :30 mlii

F’reparethIs activIty In advance

Pon’t forget to managethe V1PF
\,/ materlals,I.e. riuml~erofboardsetc.

5cc manual2 for advice

A visualised iecture Is a step L’y
step Wayto Introduce a topic or
demonstratethe logIcal progres-
sIonthroughanIdea.

Meeting Script
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~TEPONE: CMMU, W~DGAND NATIONAL WA9HE
SUGGESTED APPROACH : VISUALISED

LECTURE

See Manual 2 Water SectorRe-
formsandImplIcationsfor WA5HE
for moreinformatIonaboutCMMU,
WSPGandN-WA5HE.

These pointscanbesummarisedon
flIp chartpaper.

It-can be a~ulteconfusingto givealot
of informationparticularlyabout
unfamiliar concepts.You mayhave
to go over thIs informatIon more
thanonceorperhapsIn future
meetings.Throughouttheactivity,
ask If an~unewIshes to ask any
~ueotIons- checkthe
understandIng.All thIs information
canbecomeconfusing.

Present a description of CMMU, WSDG and National
WASHE (N-WASHE) then describe what their relationship
is with the D-WASHE Committee

STEP TWO: PROVINCIAL WA~HE
SUGGESTED APPROACH : VISUALISED

LECTU RE

Present a description of Provincial WASHE (P-WASHE)
if it exists in the province. Include the relationship with D-
WASHE.

STEP THREE: NGOs/DONORg
SUGGESTED APPROACH: FLIP CHART

PRESENTATION

Present the relationship NGOslDonors have with a D-
WASHE committee.

STEP FOUR: DISTRICT/COUNCIL SECRETARY
AND DDCC

SUGGESTED APPROACH : CARD COLLECTION

Ask participants to suggest what the relationship should
be between the D-WASHE and the District/Council Sec-
retary and DDCC. Write cards and pin them on the board.

Reach a consensus before flnalising an agreed role and
relationship.

guidelines for facilitators

• throughout this activity it is very important to check that
everyone understands the main points

• explain the relationships slowly and carefully - if assump-
tions or misunderstandings result amongst participants it
will cause problems later

do notover face participants with information at this stage
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SUGGESTED SCRIPT AND CARDS FOR THE VISUAL-

ISED LECTURE

I~TEPONE: BACKGROUND TO CMMU

ICMMUI J Community Management & Monitoring Unit

was established in119931 as part of an effort to alleviate

drought problems ~followingthe 1992 drought~

ICMMU is

interest is

part of GRZI it is~not a dono~art NGOI Its main

The unit

conducts Iresearch and surveys~participatory workshops~

andipilot projectsf inlliaisonlwithl those working in the field.I

I3oxed text represents‘IWP cards

The Un itj concentratesi on theldevelopment I of

~partIcIpatorymethodsi

that willlpromot4 the~National Water Policy objectivesi

Thetfocusi isi WASHEj. _________CMMU isj responsible I for the

CMMUI does not provide funds,I

I provide transporl o~pay allowancesi.

It can assist the facilitation of WASHE I

I research/survey papersiand

It has also undertaken the first

INational Water Point Inventoryl which Ilists and details I
oved 22,000 known water points.i

CMMU AND D-WA9HE
• CMMU can provide:

the sustainability
of rural water supply,
and sanitation through
health education.

N-WASHE programmel
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WSDGIs locatedon floor 11, Indeco
House.LusakawIth CMMU

See manual2 for National Water
Policy information

N-WASHE can be contacted
th~ghCMMU ~saka, N-WASHE
l~theNationalWASF-IECo-ordlnat-
lng andTraIningTeam.

district water point inventory details/profile

information onl policy implementation, standard izatior~and
lappropriate technoIogy~forjwater and sanitation

Iresearch and survey datal

Icurrent viewsiand opinions on the(sustainabiI~4of

Irural water supply and sanitation facilitiesjinf ambiaj

Iadvic~on aspects oficommunity participation] and

Iparticipatory traininq~

9TEP ONE: BACKGROUND TO W~DG
IWSDGI IWater Sector Development Group~isibasedi

withICMMU, Lusakaj WSDG isJresponsibl~for the

Idevelopmen~andIcollationi of thetNational Water Policy I
andiSector Reforms I

Unlike CMMU it also looks at

I township supplyland the formation of commercial
utilities

9TEP ONE: BACKGROUND TO NATIONAL WA~HE
IN-WASH El consists of al multi disciplinary teani based in

LLusaka.I

Its aim is toIdevelo~IWASH~Jprinciplesand quidelinesi

Ipssis~theIfacilitatiodoflnational, provinciallandidistrict I
WASHE.

It works inlconjunctiod withICMMU/WSDd and was

Iformeci in~February 1996 ~

9TEP ONE: N-WA~HEAND D-WAgHE
• N-WASHE can provide

Itechnical advicet and ifacilitation support I
IWASHE guidelinesl I training I
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access to a network of people involved in WASHE

~jpdatedinformatior~and Iresearch findingsi

9TEP TWO : PROVINCIAL WA~HE
Provincial WASHE (P-WASHE) in a new concept in Zam-
bia. In most provinces it is not yet established. Facilitators
should therefore only include reference to P-WASHE if it
exists in the province.

STEP THREE: NGO’9/ DONOR
D-WASHE and NGO/Donors

• The D-WASHE Committee should have NGO/donor rep-
resentation, this will change from district to district

• NGOs/Donors should no longer work in isolation but
through the D-WASHE

• D-WASHE should request that an NGO/Donor supports
part of its activities as described in the D-WASHE Devel-
opment Plan

• All proposed NGO/Donor led projects should first go
through the D-WASHE and should fit in with D-WASHE
objectives and priorities, in line with the demands from the
community

• D-WASHE and NGOs/Donors should see themselves as
partners in WASHE

9TEP FOUR : DI~TRICT/COUNOIL9ECRETARY/DDCC

DISTRICT COUNCIL 9ECRETARY
Suggestions might include:

laccountabilityl I support for activitiesi

ladvice on matters of procedure and decentralisationj

DDCC
Suggestions might include:

I accountabilityl I ratification of plan~ Isub committed

I monitoring I communication
with councillors

I evaluationl
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ActivIty Three 1 hr

ThIs activity should bepreparedin
advance arid the participants for
the expertlntenvewbriefed

Activity iime TopIc Method Form partIcipation

low high

materials Who

3 1 hr T h e
context

vlsualised
I cc t u r e
e x p e r t
inteonew

Plenary • MaIn poInts of
the National
Water Policy on
existing chartor
new cards, lIned
boards, pin arid
cards.

m a I n
facliltat
or. an
expert

SUGGESTED APPROACH : VISUALISED LECTURE

See GRZ NationalWaterPolicy
1994

Using either the existing chart from the Introduction to

II~4~1 WASHE at District Level Workshop or new cards, present
the main points of the National Water Policy. However,
this time include the following details:

ENSURING THAT RWSS PROGRAMMES ARE
COMMUNITY BASED THROUGH:

• formation ofwater committees for effective co-ordination,
management and mobilisation of resources

• intergration of community education, motivation, health
and hygiene and water awareness programmes in devel-
opment, operation and maintenance of RWSS
programmes

• development of standardised educational materials and
training of trainers

DEVELOPING A WELL DEFINED INVESTMENT
PROGRAMME FOR SUSTAINABLE RWSS BY:

• assessing the cost for meeting water and sanitation needs

• establishing appropriate procedures of appraising and
financing of RWSS projects

ACTIVITY THREE : THE CONTEXT FOR D-WA9HE
- ~--~

Meeting script
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• according preference to rehabilitation and upgrading of
existing facilities rather than construction of new RWSS
schemes

• encouraging investment in RWSS

PROMOTING APPROPRIATE TECHNOLOGY AND

RESEARCH ACTIVITIES IN RWSS THROUGH:

• standardisation of construction methods, equipment, pro-
cedures and other important aspects of appropriate tech-
nology

• consideration of user views in relation to choice of tech-
nology

• involvement of educational and research institutions like
UNZA (particularly TDAU) and NCSR in development of
appropriate technology

• establishment of an appropriate mechanism for data col-
lection, processing, analysis and dessemination of vital
information related to RWSS

• provision of incentives to local manufacturers engaged in
development and production of appropriate technology

DEVELOPING A COST RECOVERY APPROACH AS AN
INTEGRAL PART OF A RWSS WHICH WILL ENSURE
SUSTAINABILITY BY:

• encouraging user communities to contribute part of the
investment cost of RWSS schemes. This contribution
could be in form of labour and locally available materials
to be used during the construction phase

• assisting the community in the assessment of costs, es-
tablishment of revenue (fees and charges) collection
mechanisms and determination of contributions towards
operation and maintenance (O&M) of RWSS schemes

DEVELOPMENT AND IMPLEMENTATION OF WELL AR-
TICULATED PROGRAMME BY:

• establishing a human resources unit

• defining service targets and estimating manpower needs
in the sector

• identifying occupational priorities and determining training
requirements

• preparing an Instructors Manual and Planning Guide for
the Training of Trainers
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Ac expertInterview gIves par-McI- E~~’
pants the chance to ask ~uestIon~
(arid clarify points) of the person
wIth themostknowledgeof thesub-
Ject, Insteadof the‘expert’ lectur-
ing, the participants Lea~_with
c~ueStlons

An expertInteedewhas one “ex-
pert’. An expertpanelhas two or
more“experts”

This Is an ideal time to Involve the
council/dlstrict secretoryas ti-ic
“expert’. He/she wIfl feel Involved,
re~pectedarid wilil see the I)-
WA~HEIn action.

The instructIons for thIs activity
should be shotvii arid readto par-
ticipants. They can be referred
back to, if participants break or
strayfrom themainIssue.

SUGGESTEDAPPROACH: EXPERTINTERVIEW
ORPANEL

Before the meeting identify either a D-WASHEmemberor
another district/provincial person who is knowledgeable
about

• decentralisation

• WASHE

• the implications for district management

This person becomes “the expert” or the “resource per-
son”. He/she attends the meeting ready to answer ques-
tions that will be asked by the members.

Introduce the activity by introducing “the expert” or the “re-
source person” and agree on the area of questioning.

Next explain:

• that participants may ask questions but must not make
statements or prolong the questioning

• only one or two questions per participant - if possible all
participants should ask at least one question

• that during the question and answer session the facilitator
will capture the main points on cards

• at the end of the session, the facilitator will review and
summarize the interview

guidelines for facilitators

• members may need a little time to prepare the questions

• be careful not to divide the “expert” from the D-WASHE
members, emphasise that everyone has something to
offer

• this is a fact finding exercise and should not fall into a
heated debate on the pros and cons of decentralisation

• defuse any conflict immediately

• allow flexiblility but do not let the line of questioning stray
too far from the topic

• always summarise the main points and clarify any misun-
derstanding
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ACITIVITY FOUR: 9ETTING WORK ~CHEDULE9

Activity Time Topic Method Fonni partIcIpation
ow high

materials Vifno

4 l5nuin Setting
scheduiet

C h a i red
dIscussion

Plenary • A4 paper,pen. C ii a I r
person,
faciiltat
or

SUGGESTED APPROACH : CHAIRED DISCUSSION

Ask the chairperson to lead a discussion to reach deci-
sions on the following:

• is every one committed to the concept of intersectoral
cooperation

• is every one committed to working towards a D-WASHE
development plan

• dates, times and venues of next meeting(s)

ActMtyFour~15mln

By handing themeetingbackto the
chaIrpersonon the onus can be
placedon to the I)-WASHE to meet
the objectives

• Attheendofthemeetlnggive
particIpants responsibilityfor
sticki-ig cardson to boards
and general material manager
merit

• Ask theparticipantto takere-
sponsIbilityfor thechartsuritil
the next meeting

The Council Chambersusually pro-
vide a good placeto meet.Another
alternativeIs to hold themeetings
at the differentofficesofthecom-
mitteemembers-this optionneeds
moreplanning.

Meeting script

guidelines for facilitators

• depending on how the meeting has gone, it may be
appropriate to summarize the meeting before the chair-
person begins. If not ensure that you summarize after-
wards

• take down the main decisions on a piece ofA4 paper - this
can then be photocopied and distributed to members as
a reminder oftheir commitment

close the meeting by thanking the participants and alerting
them to the amount of work they have covered. Give a
brief discription of the next meeting.
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Use thIs spaceto note down any
changes

Have the facilitators achieved all the activity objectives?

____~Yes I INo

What can be changed or adapted to help to achieve the

objectives next time? - -

Activity One:

Activity Two:

Activity Three:

Activity Four:
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MEETING TWO:
E~TABLI~HING
TERMS
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Activity one 10 mm

Activity Time Topic
~

Method
.

Form partIcIpation
1ow h~&

materials

.

Who

1 10mm revIew
erectIng
objectives

Visual
review

Plenary • Charts from
meeting one

faciiltat
0 r
members
chair

SUGGESTED APPROACH : VISUAL REVIEW

Giving partIcIpants facilitation
roles sell help to boosttheir confi-
dence.keep Interestand empower
the O-WASHE

Using the charts and presentations that were generated in
Meeting One summarise the main outcome of that meet-
ing. To increase participation during this activity, ask indi-
vidual members of the committee to explain the main
points of particular charts or presentations from Meeting
One.

Ask the chairperson to go through the objectives for Meet-
ing Two, pointing out what has already been covered in
this activity~

ACTIVITY ONE : REVIEW MEETING ONE AND
REFOCUS

Meeting script

guidelines for facilitators

• this activity should not take too long, keep to the main
points and avoid going over all the material in great detail

• bring particular attention to the main points of the National
Water Policy that concern rural water and sanitation.

• the National Water Policy should form the basis upon
which the committee decides its way forward, the policy
provides the context of D-WASHE

• the next activity asks members to think and decide upon
their role as a D-WASHEcommittee ; the information in
the policy is of direct relevance to this
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ACTIVITY TWO : AGREEING THE ROLE OF D-WA~HE
AND MI9SION 9TATEMENT

Activity Time Topic Method Form participatIon

ow high
materials Who

1 l0mln reviewVmsual
meeting review
objectives

Plenary Charts from
meetingone

facilitat
o r
members
chaIr

SUGGESTEDAPPROACH: CARDCOLLECTION

Introduce the activity by showing and reading the follow-

ing instructions:

the question : What do you think is the role

of this P-WASHE corririiittee?

The instructions

1) Split into buzz groups of 3.

2) Each group needs three pink cards and a maker.

3) Discuss the question and your response.

4) Reach a consensus on 3 possible responses to the

question

5) Write the responses on card, one response per card.

6) Return to the main group.

When the buzz groups have completed their task, ask that
all the cards be placed face down in a central place and
shuffled.

(a:. A~tyTwn:45mm -lhr

The instructionsfor this activity
should bepreparedIn advance

c~J1Q Before starting activity on~fllaI(e
sure that everyone Is happy with
the meetingobjectives. ~.enegotl-
ate If necessary.

The perceivedrole of I7-WASHE
\~,/ should reflect the main pointsof

the NationalWaterPolicy

Buzzgroupsaresmailgroupsof2,3
or 4 peoplethat discussa topic
without brealdng up the w+tolegroup.

Meeting script
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Cardcollectionwasused
s<tenslvelyIn Manual 3

A missionstatementhelps to~

• focuson whatis Important

• clarify thecommittee’spurpose

• distInguIshtheendsfromthe
means

• give a senseof purpose

• give valueto theideasandbe-

liefs of the participants

Exampleofa 17-WASHE mission
statement

MansaB-WASHE Is a sub-commIt-
tee of the 1)0CC, providing advo-
cacy,supportandeducationto
communitiesin establishingsafe
w5terand sanitationthrough
healtheducatilon. The commIttee
seek~funding from donors,plans
and implements projects,which it
closelymbnrtors. It is a forum for
irTtersectOralcooperation.

SIAVONGA WASHE MISSION
STATEMENT

TheSlavongaP-WASHE Isan Inter-
sectoralcommitteeto facilitate
and co-ordinatethe management
and developmentof adequate,safe
and reliablecommunitybasedrural
wateesupplyandsanitationfacilI-
ties,by promotIngselfhelpandco-
ordinatedapproachamongst
communitIesthroughcontlnuouø
awaronesscampaignsand educa-
tion ofsustalnainewater supply
and delivery systems.

w Ask one participant to present the cards to the group and
another to pin them to the board.

Remember: show the card
read the card
pin the card

Next, ask the participants to “cluster1’ the cards into
groups that share the same or similar theme

• give the clusters titles

• reach agreement

• check for missing cards and add them

SUGGESTED APPROACH : WRITING A MISSION
STATEMENT

Introduce the next part of the activity by showing and read-
ing the following instructions:

1) Split in groups of four.

2) Using the ideas on the board, agree upon a statement
that could be used to explain to the community what
D-WASHEis and its job.

3) Write the statement on flip chart paper.

4) Present to the whole group.

When each group has presented its statement ask partici-
pants to reach an agreement on the most appropriate
statement.

Agood mIssionstatementepiains:

• whothecommitteeis/are

• w+iytheye,dst

• howtheysell recognise/antlcl-
pate/respondto needs

• the core valueandbasicphi-
losophyof thecommittee

• whatmakeøthem dIstinctive

guidelines to facilitators

• if a consensus can not easily be reached, ask participants
to pick out the key points from each statement and jointly
come up with a new statement

• explain that this statement will now be used to reflect their
“mission” i.e. what they hope to achieve

• show the committee examples ofother D-WASHE mission
statements, this will help them to see they are going in the
right direction
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Activity Time Topic Method

~

Form participation

tow hiah

materials

~

Who

.

3 30 -

40 mm
R o I e s
a n ci
responslbil
ties

M u t u a I
Interview

Pairs!
plenary

• Flip chart
paper,markers

Facilitator

SUGGESTED APPROACH: MUTUAL INTERVIEWS

Introduce the activity by showing and reading the follow-
ing instructions.

The instructions

1) Split into pairs.

2) Each take I piece of flip chart paper and a marker pen.

3) In your pair interview each other’for ten minutes.

4) During your interview find out what your partner
thinks is her/his role is on the D-WASHE committee
and their responsibilities.

5) At the end of the interview draw a picture or symbol to
show what you think your partners role and
responsibilities are.

6) Present to the whole group.

At the end of the exercise lead a discussion on the ideas
that have been presented. Try and reach a consensus
on each individual role and responsibility.
Capture each person’s role and responsibilities on VIPP
cards or flip chart paper.

Activity Five:30 -40 mm

This activity rec~ulrespre-pianning

Thecontentof thIsactivity andthe
directionit takeswill bedifferent In
everydistrict.

Mutual interviewsgiveparticipants

tlrneto

• think aboutan idea/topIc

• discussIt with otherperson

• getto knoweachother

• buIld relatIonships

it is a good Ideato write theroles
and responslbllitiesinto the 0-
WASHE development plan at a fu-
toredate.

ACTIVITY THREE: ROLE9 AND RE~PON9l8lLlTlE9
OF INDIVIDUAL MEMRER~
AND THEIR ORGANI~ATION~

Meeting script
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store
materials

liaise with
the council

~eveiopIntegratedhygiene listen to the -~ -~

education programmes with needs ofthe
EHTs and other ministries - district

i~~CTIVITYFOUR : AGREEING THE

guidelines for facilitators

During the discussion that follows the presentations, try

and get the members to:

• constructively comment on each others ideas

• expand the roles and responsibilities of individuals if there
seems to be gaps or people simply don’t know what their
role should be

• ensure that individuals do not feel threatened by others -

everyone has an equal part to play

• link the roles and responsibilities that are identified to the
mission statement, i.e. if these are fulfilled will be mission
statement become a reality?

~ole~ and responsibilitieswill
changeis the0-WASHEdevelops
Obviously, oncethe 0-WA5HE EYe-
veiopnientPlan Is In place,rolesand
re~ponsIbilit4eswill takeon ~ti-i dl-
metislons.For~campie,line depart-
ments and ministries will be
requiredto adaptaridre-aligntheir
budgetsto meet their agreed 1)-
WASHE commitment.

Examples of roles and responsibilities

District
Education ( teachers in

Officer

to provide to ink child to

:~~tics child to WASHE

District
Water Affairs

Director off
Works

controlQel

NGO’s

~edaptpr

C- to suit

Directorof
Health

PURPO9E OF
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THE FUTURE D-WA~HE
DEVELOPMENT PLAN

So far in this meeting the committee has examined its
roles and responsibilities in the light of its newly created
mission statement. A mission statement is as we have
said an overall statement about a philosophy or intention.

It is now important to think critically about the mission
statement linking it to the objective of a D-WASHEDevel-
opment Plan. Here the main objective is to break the mis-
sion statement down in to sizable “chunks” of action
which the D-WASHE can expect to achieve. We are call-
ing this “the purpose”.

For example

The Siavonga Mission Statement : The Siavonga D-
WASHEis an intersectoral committee to facilitate and a
co-ordinate the management and development of ade-
quate, safe and reliable community based rural water sup-
ply and sanitation facilities, by promoting self help and
co-ordinated approach among communities through con-
tinuous awareness campaigns and education of sustain-
able water supply and delivery systems.

The main purpose of their D-WASHEDevelopment Plan:

To improve the health of rural communities of rural Sia-
vonga District by encouraging that 30% of the rural popula-
tion have “universal coverage” access (54 taps ÷37
boreholes) to safe, reliable and adequate water and good
sanitation through education by year 1998.

ActkntyFlve30-40 mm

The purposeof the future 0-
WASHE Oeveiopment Plan will out-
lIne real,tangibleactions,or steps
that the0-WA5HE canundertake
to begin to realise its mIssIon
statement

ru ,ir1~Iin~frir f~r~iIif~ifnrc~
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The Universal coveragerequIre-
mentscanbewsrkedoutfors dis-
trict by consulting the district
Water Pointinventory.

At this stage it is not crucial to have exact figures in the
purpose. Accurate figures can only be obtained by doing
an exercise in universal coverage assessing the actual re-
quirements for water points and so. This can be tackled
during the planning stage when all the information is avail-
able. What is important is that the committee begins to
think within a timeframe and considers the main outputs
of the purpose.
These are:

WAter

Sanitation

Health Education

Emphasizethe importanceof infor-
mation gathering. inadequateIn-
formation will lead to frustration
and difficulty Mien trying to draft
theplan.

Additionally there is the whole area ofWASHE
Awareness or WASHE Promotion to consider. This may
typically involve:

Outputoarethemajorthingsthat
will be achievedby the 0-WASHE
DevelopmentPlan. SydetermIning
the majoroutputsthecommittee
can decideupon theactual activi-
ties to reachtheOutput.

training
workshops

dialogue with
councillors

(the creation of a
updernandForWASHE

\fronit~e community

awareness raising
meetings with

suI’-cli~trictstaff

selling the

WASHE idea
-- t.oQorior~

a training and
awareness
strategy
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Meeting Script

Actlvit.y lime Topic Method
-.

Form participation
IQW~I~

materials
-

Who

4 30 -

40mm
Settingthe
purpose

G r o u p
braInstorm

plenary • C a r d s ,

markers, flip

chartpaper

Facilitator

SUGGESTED APPROACH : GROUP BRAINSTORM

As a group or whole committee, ask participants to name
the main components or elements of the mission state-
ment, by brainstorming their ideas.

For example :The Mansa D-WASHE Mission Statement

Mansa D-WASHE is a sub-committee of the DDCC,
providing advocacy, support and education to communi-
ties in establishing safe water and sanitation through
health education. The committee seeks funding from do-
nors, plans and implements projects, which it closely moni-
tors. It is a forum for intersectoral cooperation.

The main components or elements of the Mansa Mission
Statement are

planning, e
implementing, fa iii-

monitoring should

capture the ideas on cards or flipchart paper for everyone
to read. Reach consensus on the main components or
elements and extract or highlight them.

niiirh~Iini~sfor fi~r~ilithtnrs

A brainstormIsa quickthinkingex-
er~Iseto ‘shoutout’ as manyIdea~
as possibleon a topic In a short
time As one suggestionIs made.
anotherone Is quickly generated
andsoon.

— ‘~7 Componentsor eiementsare the
main or key Ideaswithin the stat-
ment.

- - ~

• essentially the main components or elements are WASHE

WAter Sanitation Health Education
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Next, in the context of working towards a D-WASHE De-
velopment Plan lead a discussion about how the main
components or elements can be turned into a purpose, or
set of purposes to achieve the plan.

Facilitatorsmayfind thatcardcol-
lectiontakestoolong atthis stage
In the meeting If a discussionIs
held be careful to keep it to the
point

This part of the activity can be done through discussion or
card collection. Whichever approach is used ask the
question. -

Summarize the main discussion points.

Finally, using the main components/elements, collectively
write a statement of intent or purpose for each.

for example:

Health Education:

to strengthen health education in communities through inten-
sive sub district led training initiatives to improve peoples kno~-
edge and change attitudes

Water:

to facilitate the provision of safe, reliable water supplies
through the Implementation of a rehabilitation programme and
institutional intervention scheme

Sanitation:

to promote the use of improved traditional latrines by introduc-

ing low cost technology options, for example the sanplat

WASHEAwareness:

launch an immediate awareness campaign aimed at traditional
leaders, councillor etc. organised by sub district ectiension work-
ers

~~ith the main components/elements in

mind, what is the purpose of working
towards a P-WASHE Pevelopment Man?
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The last part of this activity is to look at what information
will be needed to achieve the purpose.

For example: Using the previous example of health edu-
cation, the following information would be needed by a D-
WASHEcommittee before it could go any further

• the number of sub district staff that would require training

• what they would be trained in and by who

• which communities should be suggested for training inter-
ventions

• what health education has already been facilitated, where
and by who

This exercise is best approached by splitting the commit-
tee into smaller groups. Each group can tackle one state-
ment or component. Always allow sufficient time to feed
information back and reach consensus.

It is important to list all the suggestions and task allocate
to gather the information. For example the Ministry of
Health could bring the information re : existing health edu-
cation programmes and so.

ThroughouttheD-WASHE process
\j’ therewill be constantanalysisof

sItuation to enablethe committee
to make orreachthebestdecision.
Try and encouragean environment
thattakesnothIngfor granted.Ai-
waysbreakideasdownto makesure
everythinghasbeenthoughtof.
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Activity five: 10 mln

Activity lime Topic Method Form participation
low high

materiai~ Who

5 10 mm Review Chaired
discussIon

plenary • MaterIals!
c Ii a r t s
generated
during the
meeting

Chair

SUGGESTEDAPPROACH: CHAIREDDISCUSSION

Ask the chairperson to lead a review of the meeting.

Add to the review the following points:

• the importance of understanding roles and responsibili-
ties

• the need to translate or transfer these role and responsi-
bilities to everyday business - e.g. members need to start
thinking ‘WASHE” whilst planning within their organisa-
tion and foster a sense of belonging to the concept.

ACTIVITY FIVE: REVIEW

Meeting Script

guidelines for facilitators

• take down the main decisions on a piece ofA4 paper - this
can be photocopied and distributed to members as a
reminder of their commitment

• give a brief description of the next meeting

• agree date, time and venue of the next meeting
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Have the facilitators achieved all the activity objectives?

I IYes I Ho

What can be changed or adapted to help to achieve the

objectives next time?
Activity One:

Use this spaceto notedown any
changes

Activity Two:

Activity Three:
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Activity Four:

Activity Five:
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~:

~
~

- I I~41~~ ~ L!~~1~
~ ~ ~

MEETING THREE:
A~E~ING
THE SITUATION

UNICEF/GIA~MOPtRC.~ --
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Actketyone:lomin ACTIVITY ONE: REVIEW MEETING ONE AND
REFOC1I~

Activity lime Topic Method Form paticipa~Io~
iow big

materials Wno

1 10 mm Review V I s u a I
review

plenary • Materials!
charts from
meeting two

FacIlitator

SUGGESTED APPROACH : VISUAL REVIEW

Using the charts and presentations that were generated in
Meeting two, summarise the main outcome of that meet-
ing. To increase participation during this activity, ask indi-
vidual members of the committee to explain the main
points of particular charts or presentations from Meeting
Two.

Ask the chair person to outline the objectives for this meet-
ing, re negotiating if the members are not happy.

Meeting script

guidelines for facilitators

• this activity should not take too long, keep to the main
points and avoid going over all the material in great detail

• remind the committee of the main issues that were dis-
cussed in meeting two
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ACTIVITY TWO A99E991N0 THE CURRENT
9ITUATION - WATER -

Activity Two:lhr

The water point inventory Is pro-
ducedby CMMU Thereis an inven-
tory for your district. The
inventorywascohductedduringthe
penod 1993 - 1995. The inventory
foryourdIstrictdetailseveryknown
waterpoint.

Activity Time Topic Method Form participation
low high

materials Who

2 1 hr Situation
analysIs -

water

W a t e r
P o I n t
Inventory

s m a I
groups
pienary

• Water point
Inventory for
thedistrIct

Facilitator

The N-WASHE team can help you
get the most from theInventory.
CMMU aI~orunsworkshopsessions
to eçiainhowthe inventory works.
how it was collatedandIts pot.en-
tlai asa planning tool. CMMU arid
NationalWA5H~canbecontacted
in Lusaka.

SUGGESTED APPROACH : USING THE WATER POINT
INVENTORY

Prior to the meeting, make sure that you are familiar with
the Water Point Inventory for your district and how it
works. Introduce the Inventory to members by explaining:

• what it is

• what it is for

• who it is intended for

• how to find basic information - e.g. how it works

Together, or in pairs practice using the Inventory to find
out basic district information

All the information neededto use
the inventory can be found in the
WaterPoint Inventorybooklet

e.g. how many han~pumpsare working in

the c~istrict,areas of low coverage an~the
overall number of water 1~ointsetc.

Ask the committee how they think the D-WASHEcould
use the Inventory

e.g.

Meeting script

As a planning tool
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Next, discuss the District Profile using the “District Sum-
mary” information at the beginning ofthe Water Point In-
ventory booklet.

Examples of questions that you might ask during this part
of the activity include:

what are the c~1fstrict priority
concerns as in~icat&~by

the Inventory?

what are the actual main

sources of water? Communal

or private

What implications

will this have for planning?

Who should be targetted
arip where?

How couk~the Inventory
be used to make targetting

fairer or less political

Always record all the answers, either on flip paper or VIPP
cards so that it can be referred to later.

guidelines for facilitators

• this activity exposes the committee to the process of data
analysis probably for the first time

• aim to give the committee a “taster” of how the Inventory
works and its potential as a planning and monitoring tool

• explain to them that the Inventory will be used in depth
during the drafting of the D-WASHE Development Plan,
so it is important that they feel familiar and comfortable
with it
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Finally, detrniine with the members what other information
is required to get a full picture of what is actually happen-
ing.

For example:

existing district
action plans

audit of
current! on goin

projects e.g.

Decide with the committee how best to collect this informa-

tion.

For example:

The Director of Works will have access to the council re-
quest list, the Director of Education will have knowledge of
school self help activities and so on.

any
ongoing self help

projects

guidelines for facilitators

• summarise the activities and relate to the purpose for
water from Meeting Two

• establishing a complete picture of what is actually happen-
ing in the district is very important. It is impossible to plan
for the future without this information

• encourage the district to undertake this research and
collection of data/information quickly to avoid frustration
later when the district is at the actual planning stage
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Activitythree:1 hr

SeeSupplementaryModule7: Qp-

urbinand RuralZambia -tlo4is for ExcreteOlsposaiin Pen

ACTIVITY THREE : A~9E99INGTHE 9ITUATION

guidlines for facilitators:
The issues of sanitation are complex. What is meant by

“sanitation” is different depending on peoples perspec-

tives. For example a narrow or limited view maybe to con-
sider sanitation as being access to pit latrines or excretion
disposal practices. A broader view would consider sanita-
tion to include refuse disposal and hygiene practices. It is
strongly recommended that facilitators familiarise them-
selves with Supplementary Module 7 before discussing in
depth with a district how they can address the issues of
sanitation.

Despite the complexity of the isssue it is possible at this
stage to set the context for how a district might address
the issue of sanitation.

This manual suggests on approach which breaks the is-
sue of sanitation into two parts. It looks at the:

• immediate interventions that can be made in terms of pit
latrine coverage

• long term development ofa strategy that promotes access
to better sanitation facilities in the community through
appropriate interventions and health of hygiene education
promotion
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Remember the sanitation issue being dealt with in this ac-
tivity is excreta disposal.

Focusing on the ideas that were generated during the
force field analysis exercise ‘extract’ or ‘pull out’ the strate-
gies that were suggested.

For example these might include:

Manual 4

The sanitation picture in Zambia
differs from areato area.corrirnu-
nrtyto communityandso it Isvery
difficult to assessactualcoverage
of facilities. What can be eat.ab-
lished Is a perceived picture and
this canbe usedasthe basis of
decisionmaking.

construction of’,1P latrines
at schools

completionofa RI-IC latrine
programme

~çansIonof theEHT
promotioncampaign integrationof healthand hygienemessagesIn

child to child programmes

Next cluster the strategies, for example:

~ntions ~Advoca~

epansionof theEHT

ii r promotioncampaIgn

integratIonof health and
hygienemessagesin child

tochild programmes

Establishing WA9HE at District Level

Meeting Script

Activity Time Topic Method Form participation

low high

materials Who

4 1 hr Situation Rev I e w plenary
analysis - sanItation
sanitation I a d d e r.

forcefied
analysis

• Sanitation Facilitator
ladder(s).
force field
analysis
charts from
Introductory
workshop

SUGGESTED APPROACH :REVIEW THE SANITATION
LADDER AND FORCE
FIELD ANALYSIS
EXERCISES FROM THE
INTRODUCTION TO
WASHEWORKSHOP

Use the results of the sanitation ladder exercise and the
force field analysis charts, that were generated from them,
(from the Introductory Workshop) to reach a censensus
about the perceived sanitation picture for the district.
Write this down on a card or sheet of paper and display.

constructionofVIP latrine
at schools
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Next, discuss which clusters can be dealt with immedi-
ately, in the short term, and which will become the long
term strategies.

So for example:

EHT’sand teachersusually haveIn-
formationregardingthecoverageof
iatd~esat their Institutions The
districtheadswill needto liaisewith
theEl-IT’s and teachersto obtain
the information readyfor the D-
WASHE i7evelopmentPlan

Universalcoveragefor schools

• 1 latrine per15 gIrls

• I latrine plus urinal per2S boys

SupplementaryModule 7 will help
you understandsanitationissues

Intervention in schools and RHC is a relatively straight
forward strategy to improve access to latrines - this
short term strategy could be built directly into a
D-WASHEDevelopment Plan.

Training and advocacy would involve working at a
sub-district level with extension workers and EHT’s.
This is likely to be a long term strategy developed over
a number of years and it would be built into the
D-WASHE Development Plan to reflect this.

Using the expertise and knowledge of the committee mem-
bers decide how to find out which institutions (RHC’s and
schools) need latrines. Task allocate between the Ministry
of Health and the Department of Education. This informa-
tion can then be further discussed in the planning stage to
prioritise short term institutional interventions.

guidelines tor tacilitators

Before moving on to look at the broader issues of sanita-
tion and the creation of a strategy or district policy to ad-
dress them, make sure that the committee understands
the difference between a short term intervention, such as
increasing the number of latrines in schools, and the need
to consider a long term strategy for sanitation. The next
part of the activity will help you.
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The second part of this activity looks at what can be done
to address the issues that were grouped under long term
strategies.

First make sure that there is an agreement on what is
meant by sanitation. Use a Flash to create same ideas
and then refine them by discussing the cards in more de-
tail.

Look back at the clusters that reflected long term issues
for the district in terms of sanitation. Consider also:

The purpose - this was decided upon during Meeting Two

The preceived - where the district has identified itself as
situation being now

If possible reach agreement on a general strategy to ad-
dress the issues and write a statement that reflects the
current thinking of the members regarding the long term
development of sanitation. Write the statement as a group
or break into smaller groups and return to the larger group
to reach a consensus.

The statement can now form the basis for a district policy
and can be incorperated into the D-WASHE Development
Plan.

A flash is a quick wayof getting
ideasfrom people. Ask eachper-
son,Inturnto giveaquick,no think-
in

0, responseto thequestion.‘what
is sanitatlon7’ write each
idea/phraseon a cardanddisplay

Think SMART when writing strate-

gies:Se

SpecIfic

Measurable

~chievable

~ealistlc

Timely

guidelines for facilitators

without knowing a group of committee members it is
difficult to know how they will deal with the issue of
sanitation. If possible encourage participants to read
Supplementary Module 7, so that they can consider all
the implications, for example: cost per unit, availability of
resources, technology options etc.
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ActMty Four: 20mm ACTIVITY FOUR: A~E9~INGTHE SITUATION
HEALTH AND HYGIENE
EDUCATION

ActMty Time

20mm

Topic Method Form participation
IQ~~thgfl~_

materials Who
.,

4 Situation
analysis-

Plstriot
audit

plenary • Participants
note from
introductory
Workshop

Facilitator

SUGGESTEDAPPROACH:DISTRICT AUDIT

El-IT’s, NGOsanddonorsareoften
the people most directly Involved
with healtharidhygieneeducation.

IncludeIn theaudit:

• wheretheactivity Istaking
place

• whatmaterialsarebeingused

• which messagesarebeingadvo-

cated

• anyknown impactof theproc-
ess

Focus attention on the activity objectives by referring the
committee back to the Participants Notes from the Intro-
duction to WASHE Workshop.

Use the notes to highlight the concern expressed over the
‘lack of coodination and planning’ when it comes to health
and hygiene education.

Decide with the committee how an audit of existing or
planned activity in this area can be best obtained.

Task allocate to collect the information which will be re-
quired to develop the D-WASHE Development Plan.

---s ~ :~ I

Meeting Script
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ACTIVITY FIVE: REVIEW

Activity Time Topic Method Form participation
iow high

materIals Who

5 10 nun Review Chaired
discussion

Plenary • Materiais/
charts
generated
duringthe
meeting

Chair

SUGGESTED APPROACH : CHAIRED DISCUSSION

Ask the chairperson to lead a review of the meeting. Add
to the review the following points:

• remind the committee that whilst a huge amount of work
has been achieved there is still more to do to draft the
development plan.

• the committee must take responsibility for collecting the
information that has been identified as missing

Activity Five : 10 mm

Meeting script

guidelines for facilitators

• take down the main decisions on a piece of A4 paper-this
can be photocopied and distributed to members as a
reminder of their commitment

• give a brief description of the next meeting

• agree date, time and venue of the next meeting
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Usethis spaceto notedownany
changes.

Have the facilitators achieved all the activity objectives?

H jyes I INO
What can be changed or adapted to help to achieve the

objectives next time?
Activity One:

Activity Two:

Activity Three:

Activity Four:

Activity Five:
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UNICEF/GIACOMO PlR0~/ZAME’IA ‘95

MEETING FOUR:
THE ROLE OF THE
~UB-DR~TRICT
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ActMty0ne:10 mln

Activity Time Topic
~

Method Form participation
low hj2h

materials Who

1 10 mm Re~uew Visual
review

Plenary • Materials
chart,sfrom

three

Faciiitat
or

SUGGESTED APPROACH : VISUAL REVIEW

Using the charts and presentations that were generated in
Meeting Three, summarise the main outcome of that
meeting. To increase participation during this activity, ask
individual members of the committee to explain the main
points of particular charts or presentations from Meeting
Three.

Ask the chair person to outline the objectives for this meet-
ing, re negotiating if the members are not happy.

ACTIVITY ONE : REVIEW MEETING THREE
AND REFOCU9

Meeting script

guidelines for facilitators

• this activity should not take too long, keep to the main
points and avoid going over all the material in great detail

• remind the committee of the main issues that were dis-
cussed in meeting three
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ACTIVITY TWO : THE ROLE AND RE9PON~IBILITYOF
THE 9UB-DI9TRICT

:2 hr-s

Activity Time Topic Method Form participation
~ow high

materials Wino

2 2 Firs Roleof
sub-

district

Venn
diagrams

Small
groups
plenary

• Large sheetsof
paper
(flip charts)
pencils~cIs~org
markers
e~ampIe

Facilitat
or

SUGGESTED APPROACH : VENN DIAGRAM OF
RELATIONSHIPS

Using the venn diagram drawn in the margin as an exam-
ple, introduce the idea of drawing a diagram to explore
and represent different roles, responsibilities and relation-
ships between the D-WASHE, the sub-district and the
Community.

Use this example:

Circle A (the largest circle) is the biggest institution or indi-
vidual in the diagram. Information passes between circle
A and circle B (because they touch) but this is their only
contact. Circle C interacts with circle A and circle B. Cir-
cle C has considerable co-operation with/from circle A
(a large overlap) but less co-operation from circle B
(a smaller overlap). Circle 0 does not communicate with
any of the other circles. There is no contact.

A venndiagram (namedafter the
manwhocreatedit) showsthekey
individualsor institutionsin anor-
ganisation or a corrysiunity arid
theirrelationshipsandimportance
in decisionmaking. Representedas
a seriesof circles, how they are
placedin relationto eachotherde-
terminesthe relationshipbetween
them.

• separatecircles no contact

• touchingcircles= information

pass betweenthet’eo

• small overlap= someco-opera-

tion indecisionmaking
• largeoverlap= considerable co-

operationin decisionmaking

Meeting Script
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Ask the participants to draw a venn diagram to show the
relationship between the following individuals/institutions

Transfer theøerelationshippat-
tenison to a largesheetofpaper
to use with ~ur instructionswhen
introducingtine activitytask.

includediii thesub-districtmaybe:

• EHT’s

• Thachers

• Agricultural Extension

• CommunityOevelopmentWoi4er~

Who the district considersto be key
sub-dIstrictpersonnelwill differ from
district to district

• the D-WASHE and the sub district

• the sub-district and their district heads

• the sub-district and the community

• the community and the sub- district and the D-WASHE

Introduce the activity by giving the following instructions:

The Instructions:

1. Split into groups

2. As a group decide and list down which sub-district
personnel your group considers to be the key people in
WASHEat that level.

3. Draw or create a venn diagram (s) to show the
relationships that are listed.

4. Use a sheet of flip chart paper, scissors, pencils first
and finally a marker.

Venn diagramsdo not have to be
drawn. it Is actually easierto ~ut
circles out, changingtheir sizeand
relationshipor overlapuntil every-
one is happy with the repre-
sentation.

5. Be creative! Spend 30 -40 minutes on your diagram (s)

6. Present your venn diagram (s) to the rest of the group.

guidelines for facilitators

Assist the group by giving additional information if the con-
cept or the task seems difficult or unclear:

• identify the degree of contact and overlap between indi-
viduals/institutions in terms of decision making

• overlap occurs if one institution asks or tells another to do
something or if they co-operate in same way

• if it is easier, cut out circles so that they can be moved
around until everyone reaches a consensus and then
drawthe diagram - - -
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As each group presents their venn diagram (s) ask them

to consider the following:

• what role or responsibility is inferred by each relationship?

• if these roles and relationships exists, what implications
are there for D-WASHE?

As a whole group try and reach a consensus on each of
the relationships highlighted. Finally list down the implica-
tions that have been exposed.

These might include the need:

• for V-WASHE’s (Village WASHE) to be introduced

• for an awareness training programme to be launched to
inform sub-district personnel of the WASHE concept

• to work with traditional leaders, councillors and Headmen

• to devise a priority assessment procedure for interven-
tions and assistance

• to distribute and train people in the use of standardised
health education material

• for an evaluation process or system

• dialogue between the sub-district and D-WASHE

• for the sub-district to standardise their community partici-
pation approaches and focus on the project cycle concept

W
SeeSupplementarymodulesøa/6b
look at ~ieaithand hygieneeduca-
tion techniquesandmaterlais.

W
SeeSupplementarymoduleSa -81
looks in detail at community par-
ticipationand theprojectc~lecon-
cept for RWSS
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Olstnct~wishingto hold a sub-dlø-
trict trainingorawarenessraising
programmeat this stagemay re-
quire additional capacityto do so.
Contact should be madewith the
N-WASI-IE Team,Lusakato discuss
trainingcapacity.

it is importantthatall the issues
concerningtheriub-distrlctarefully
discussedanddecisionstaker,SE-
FORE the ~-WASHE movesto
meeting FIve: Preparingto draft
theP-WASHEPeveiopmentPlan.

guidelines for facilitators

At this stage the D-WASHEmaywish to make one or
more of the following decisions. If so, the facilitator should
be aware of the implications of the decisions and assist
the D-WASHEto adapt their programme and adjust the
timing of the drafting of the D-WASHEDevelopment Plan.

• The D-WASHEmay decide that a D-WASHEDevelop-
ment Plan cannot be drafted until an awareness pro-
gramme, outlining the WASHE concept and further
exploring roles and responsibilities is conducted at sub-
district level with extension personnel.

• Secondly, the D-WASHEmay decide that it needs to
formulate a system for information flow and communica-
tion between the sub-district and D-WASHE. It may be
necessary to create a “core group” or sub committee to
look at the issue of

,• request systems for interventions

• request systems for rehabilitation

• request systems for awareness training and
advocacy and so on

• communication between the community - sub district
and D-WASHE

Thirdly, the D-WASHE may wish to conduct a training and
awareness programme as part of its D-WASHE Develop-
ment Plan. If so these will be long term strategies, per-
haps complimented by some short term interventions.

Whatever the case, it is important that the facilitator
raises these issues and lets the D-WASHEdecide its own
course of action.
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ACTIVITY THREE: REVIEW ActtatyThree:lOmin

Activity Time Topic Method Form participation
nw high

materials Wino

3 10 mlii review chaired
discussion

Plenary • Materialscharts
generatedduring
tine meeting

Chair

SUGGESTED APPROACH: CHAIRED DISCUSSION

Ask the chairperson to lead a review of the meeting.

Add to the review the following points:

• The need for the committee to go back to its individual
ministries, department and organisations and assess the
current relationship and access it has to the sub-district.

• That the implications listed in the meeting will need to be
discussed further during the planning stage.

Meeting script

guidelines for facilitators

• take down the main decisions on a piece ofA4 paper - this
can be photocopied and distributed to members as a
reminder of their commitment

• give a brief description of the next meeting

• agree date, time and venue of the next meeting
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How haveyougoton sofar?
Have the facilitators achieved all the activity objectives?

H I Yes I I No

What can be changed or adapted to help to achieve the

objectives next time?

Activity One:

Activity Two:

Activity Three:
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MEETING FIVE:
PREPARING TO
DRAFT THE
D-WA~HE
DEVELOPMENT
PLAN

UN1CEF/GiACOMOP1RO~/ZAMSIA ‘eS -
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Activity one: iO mins

Activity Time Topic Method Form

Plenary

participation
low h~h

materials Who

1 10 mm Review Visual
review

• Materials
chartsfrom
meeting two

Faciiitat
or

SUGGESTEDAPPROACH: VISUAL REVIEW

Using the charts and presentations that were generated in
Meeting Four, summarise the main outcome of that meet-
ing. To increase participation during this activity, ask indi-
vidual members of the committee to explain the main
points of particular charts or presentations from Meeting
Four.

Ask the chair person to outline the objectives for this meet-
ing, renegotiating if the members are not happy.

ACTIVITY ONE: REVIEW MEETING FOUR
AND REFOCIJ9

Meeting script

guidelines for facilitators

• this activity should not take too long, keep to the main
points and avoid going over all the material in great detail

• remind the committee of the main issues that were dis-
cussed in meeting two
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SETTING THE FRAMEWORK FOR
THE D-WA~HEDEVELOPMENT

(~)ArtMty Two :1 - 1 1/2 mrs

Asuggestedapproachhasnotbeen
given for thismeeting. ~istrlcts will
prefer to organisethemseive~.
Often the )-WA5HE chairperson
will thetakethelead.

c~
A framework isasetofheadingsor
a structurefor thepresentationof
a report, plan ora pieceof writing.
it helps participants to focus on
tine taskand be SMARTwith their
conthbistions

~peciflc

Measurable

achievable

~eailstic

Dnieiy

ACTIVITY TWO:

PLAN

Meeting script

Activity Time Topic Method Form participation
low high

materialø Who

2 1 -

11/2
hrs

Plan
framewor
ks

Renew
methodsl
brainstorm

Plenary • Pre—prepared
frameworksto
review

Facilitat
or

guidelines for facilitators

• there are many different ways of writing and presenting
plans - with the district decide upon one which suits the
district needs

• some ministries, particularly the Ministry of Health, may
already be using a plan framework that D-WASHE could
adopt

• use the expertise of the members - if they already know
howto put a plan together allow them to develop it without
interference

• guide members only if you feel that key elements are
missing, on the following pages, there are examples of
suggested approaches you might use and types of plan
frameworks

As well asidentifying the gapsin
wntten information,consideralso
whetheror notyou needhelp from
outside experts. Thesepeople
should be invited to the planning
~e5sion.
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l3raiii storming quickly generates(~‘
iota of poSsible ideas arounda
theme.Someof the ideaswill be
useful, somewill riot be. ideasare
riot ceiisoredandparticipantsare
askedto shout out whateverIdea
comesto mind. Thesearethencol-
lectedandevaiuatedfor feasibility
and use.

Try not to let thosewith planning
~cperlenceoverdominatetheactiv-
ity -everyoneshouldbeencouraged
to contribute.

SUGGESTED APPROACH : BRAINSTORM AND
ORGANISE

This approach is useful when members have some knowl-
edge of planning.

Introduce the activity by first explaining what a framework
is and why it is important to have one. Members may be
able to give examples of frameworks that they have used.

Next, with the assistance of your support facilitator or a
committee member ask the members to think of as many
ideas and answers to the question.

The question:

What e~enientsor headings
shouldl I~ein a good p’an

frariiework~

Aska memberto help ~u to clus-
ter and organisethe cards. R~-
member,eachcardshould beread
aloudbeforeit is clustered.

As ideas are shouted out, write them on card and pin
them to the board

When the ideas are exhausted, “cluster” the cards, dis-
cuss the ideas and reach a consensus about which cards
should be kept or disregarded.

Next decide with the members the format of the plan, for
example, will the plan be a narrative under the headings
or presented as a table and so on.

Brain storming ideas are likely to include:-

I F7udget) clistriat profllel statistlcs~ tinleframesj

evaluation
project descrfptlon

actloti points

Remember to check that which ever plan/framework is de-
cided upon, that it contains the headings (or similar) to
those that the members have identified as being important.
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District profiles can be obtained
\/ from theDistrict HealthPlan.

An executive summaryIs usually
one pageof A4 typethatgivesan
overview of thewhole planordocu-
ment.

The district watersummarycanbe
\~J taken from theWaterPoint inven-

tory.

EXAMPLE9 OF PLAN FRAMEWORKS
1. NARRATIVE PLAN

Section One: Introduction - What D-WASHE is
- the district profile
- the district water summary
- the district sanitation

summary
- the D-WASHE mission

statement
- the purpose
- an executive summary

Section Two: Short term plans - problem identification
- priorities
- short term goal
- sub goals
- the strategy
- the activities /

interventions
- the training programme

Section Three: Medium to long term plans

- as section two

Sectio Four: Evaluation and monitoring systems

Section Five: Budget and accountability procedures

Section Six: Appendices

2. PROJECT PLANNING MATRIXIFRAMEWORK

• overall objective

• project purpose

• expected outcomes/results

• indicators

• activities

• conditions

Cross referencethat the plan
\~‘ framework is consistentwith the

National Water Policy guidelines.
SeeManualTwofor advice.
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3. LOGICAL FRAMEWORK
- THE BASIC LAYOUT

The SMs of Inputs:

• Manpower

• Machinery

• Materials

• Methods

• Money

• MInutes

SeeUNICEF Publication: VIPP A
Manual for FacIlItatorsand Train-
ersinvolved in ParticipatoryGroup 1I1~1~1i
Event~

objecthie (general) objecfive(specific~

I strategy/intervention~ activitiesj

time fram~ responsibilityj

COMMUNITY MANAGEMENT AND MONITORING UNIT

Narrative Indicators of
success

Means of
verification

Assumptions

Overall
objective

Specific
objective

Out-puts

Activities

In-puts

4. VIPP PLANNING FRAMEWORKS

Following problem analysis VIPP in planning

includes mission statement~ goal & target

r i~t~

outcomes I
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A9f~E~INO
AVAILABLE

SUGGESTEDAPPROACH: CROSSREFERENCE

• as a group systematically go through the information that
members have collected and cross reference it with the
plan. Mark any headings which have insufficient or no
information.

• identify the gaps and allocate responsibility for obtaining
the information.

For example:

Heading Information

As well as identI~ilngthe gapsin
written information, consideralso
whetherornotyou needhelp from
outside experts. These people
should be invited to the planning
session

Checkthatyou haveaccessto the
SupplementaryModules, listed on
page76 These wiU assiøtdecision
making andplanning andcanbeob-
tainedfrom CMMU.

• the district summary

• the sanitation profile

the health action plan

EHT statistics

RHCadmittance trends

area maps

ACTIVITY THREE:

Manual 4

THE INFORMATION C) Activity Three:30 mm

meeting script

Activity lime Topic Method Form participation
ow high

materials Who

3 30
mm

Assessing
informati
on

Cross
referencing

Plenary • all information
gathered

Faciiitat
or
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Activity Four:30 mm - 1 hr
C) ACTIVITY FOUR : PREPARATION FOR THE

PLANNING 8E9910N

guidelines for facilitators

• A two day planning session is recommended based on the
experience of D-WASHE committees in Luapula and Sia-
vonga.

• The planning session as far as possible should be cost
free. As an implementing agency, you may be able to pay
for room hire and perhaps lunch. Apart from this, try to
encourage the committee to see it as a normal working
day, meeting morning and afternoon to work together.

• Some districts may wish to extend an invitation to other
key people who could contribute to the writing of the plan
e.g. the district planner, Child to Child co-ordinator, EHT
representatives and so on. This may incur cost.

• As far as possible, give the committee the responsibility
for all aspects of organisation. This will help them to feel
that the D-WASHEis their responsibility and not yours

• A workshop planning list follows - this will help members
to double checkthat everything is prepared and organised
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8E~9ION: PLANNING AND CHECKLI~4TSHEET
• date of planning session______________________

• venue

FRE- I2LAN NI NG
SESSION CHECKLIST
• dateconfirmedto members.

venuearrangedandbooked.

• letterswrittento Invite guests.

• budgetobtained,

• resourcematerialsobtainede.g.

CMMU supplementarymodules

• times_______

• participants

• maps oftie dlstrict-CMMU

• all edstlngdistrict plans/informa-

tIon
• district waterPoint inventory

• all materialsgeneratedthroughthe
introductoryworkshop~ndtheC)-
WASI-IE meetingsavailableand
readyfor use.

• materials required_

• budget requirement

responsible members
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Activity Flve lOThIn (~) ACTIVITY FIVE: REVIEW

Meeting script

Activity Time Topic Method Form participatIon materials

QW~h~__

Who

5 10 mm review chaired
discussion

Plenary • MaterIalscharts
generatedduring
themeeting

Chair

SUGGESTED APPROACH: CHAIRED DISCUSSION

Ask the chairperson to lead a review of the meeting.

Add to the review the following points

• That the planning session for the D-WASHE development
plan will only be successful ifall the information is available
and everyone participates fully.

At the end of this meeting, you should be ready to go
ahead and draft the D-WASHE development plan. See
Manual 5.

guidelines for facilitators

• take down the main decisions on a piece ofA4 paper - this
can be photocopied and distributed to members as a
reminder of their commitment
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Meeting Planning Script

Activity Time Topic Method Form participation materials Who
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