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INTRODUCTION
This Handbookis for useby Water
andSanitationCommittees,called
WATSAN Committees,in communçies
receivingassistancefromtheVolta
Rural Water andSanitation Project!
CWSD

This Handbook tellsaboutthemost!
importantthingsa WATSAN
Committeehasto do to improve water
supply,sanitationandhealth in the
community

The Handbook will helptheWATSAN
Committeeto work well andto make

surethat the improved water and
sanitationfacilities will not break
down often and aremaintainedto
benefit thecommumty

This Handbook should alwaysbe with
theWATSAN Committeeandused
when there are any questionsor
problems about the work ofthe
Committee

The Environmental Health Assistant,
called EHA’s, andSupervisorsfromthe
DsstnctWater arid Sanitation Team, or
DWST for short will also helpthe
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Committee to understand and use the
I Iandbook

Sometimestherewill be changesIn

someof the information in the
handbook. When there are changes,the
new information will be givento the
WATSAN Committeethrough the
District WS OfficeandtheEHA.

Wehopethiti this Handbook will be
useful to the WATSAN Committees,
and we wqu[d appreciatecomments
from ~nyonc~using this Handbook.

(CWSD) Vo1t~Project - Ho
July 1995

2 1 WHAT DOES THE COMMUNIW
DO?

The communityhasto makesure
that all watersupply, sanitationand

health work earnedout is really
what is wanted, is done properly,at
a reasonablecostandon time

This group Is called theWater and
Sanitation Committee,or WATSAN
Committee.

This Committeeshall be registeredasa
subcommitteeof theArea Council or Unit-
Committeeunder theDistnct Assembly.

V I

2
THE COMMUNIW AND OTHERS
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To do this, the communitychooses
a group of activeandinterested
peopleto act on its behalf.

INIRODUCTION 3



liii important that women take
part WATSAN membersand office
holders, water supplycaretakersand
healtheducationworkersshould
Include women

~l’heWATSAN Committeeis respon-
sible for the managementof Water and
Sanitation in thecommunity

fhe WATSAN Committeeshould

• Raisefunds for
-community‘spaymenttO F

- the contractor
-repoirs
-iniprovement, expansionor
ri
3,lacement ofports, tools

or materialsput togetherfor
the peopleto use

Makesurecommunal
waterandsanitationfaeili
arekeptin good working
order.

• Plan andcari-y outhealth
andsanitation activitiesto
improvehealthin the
community.

• Seethat the contractor’s
work is doneon time.

• Makesurethecommunity
doeswhat the Volta Project
expectsit to do.

• Make surethecommunity
doeswhat thecontractor

expectsit to do

To do thesethings, theWATSAN -
Committeeshouldgethelpwhen it is
needed The Committee can gethelp
from

• EHAs working in the Area
CouncilZone

F! F

• District WaterandSanitation
(pWS) Officeat the District
Assembly

• Private contractors for
construction

• Private mechanicsandplumbers
for repairs

• l-lardwareshop8for buying
sparepartsand sanitation
niaterials

• Privateskilledartisansfor
buildmg hc~useholdlati-mes.

TheEllA will help you to

. knowabouttheProjectand
how to get help

~ plan andcarry out your

health andsanitationactivities

• find waysto raisefunds
for bwlchng, repairing or
improvingor extending
waterandsanitation
facilities

I communicatewith the
District WaterandSanitation
Team

The ERA will work closelywith the
WATSAN committeeandeverybody
elsein thecommunity.

TheERA will also
r I

o collectunportant
informationaboutthe
communitytousein
maldng plans

o helpmtraimngthe
WATSANCommittee

O helpin checkingwork
onwatersupplyand
latrineconstroetion

seeifwaterand
F sanitationfboihuiesarein

working order andused
pmperly

a

2.3 DISTRICT WATER AND
SANITATION OFFICE F

The people working in theDWST can

2 2 ENVIRONMENTAL HEALTH
ASSISTANT

‘fhe EHA is the most important
to seeifyourWATSAN
Committeehasanyquestions
orproblems

You can seethe ERA attheArea
Council Office Tfthere is noArea

CouncilOfficenearyou, theERA will
tell you theplacewhereheor shecan
be seen.

.,~,ii~~P.

-:

Therewill beasignboardattheEHA’s
officein thezonewheretheERA eanbe
seen.Thesignlookshkethis.

- , THE COMMUNITY AND OTHERS

Write here whereyou can find the ERA
in your zone

THE COMMUNITY AND OTHERS - !~ !• - 5



a

alco helpyou Their office is al the
Distnct Assemblycompound,soit is
easy to find
You can also contactthe office through
your Assemblymanor woman,or the
EllA

Importantlobs theDWSTdoesare

A. a

—r

2.4 DISTRICT MANAGEMENT
COMMI1TEES

‘Die DistrictAssembly in eachDistrict
will establisha permanentDistrict
frlanagenipntCommittee TheDMC is
the highest authority concerningthe
activities oftheVolta Project in the
District

The DMC shall M>rk closelywith the
District Teamsandoverseethe
activitiesof theWATSAN Committees

The DMC shall Includethefollowing

I District PlanningOfficer
I District AdministrativeOfficer

Representativesfrom:

o InfrastructureSubcommittee
of theDistrict Assembly

U SocialServicesSuheommittee
oftheDistrict Assembly

o Relevantdecentralized

departments(e.g Ministry of
Flealth,Departmentof
CommunityDevelopment)

O District Water andSanitation
Team

o ! Relevantwomen’s
organization at District level

o Other proleetsor organizations
involved in waterand sanitation

Duties and Responsibilitiesof theDMC

It is importantto knowthework of theDMC.
Theirwork includesthis.

I Co-ordinatewater supply,sanitationandhealth
education‘activities in thedistrict in cooperationwith the
District Team

I Inspectandapproveproject work plansfor thedistrict

• Work through themembersoftheDistrict Assembly,to
spreadinformation about theproject and to answer
questionsfromthepublic

I Decidewhen’communitsesshouldreceiveproject
assistance

I Appoint a representativeto theDistrict TenderBoardto
shortlist andselectcontractorsfor waterandsanitation
work in thedisinet

I Monitor waterandsanitationwork in the district,identify
day-to-day problems and help to solvethem

I From time-to-time Inform theDistrict Assemblyand
District Administrationabout pmjeet activities and
finishedwork

I Seeto collectionand useof funds by theDistrict
Teamand arrange for accountsto be audited by an auditor
namedand approvedby the District Assembly

I Make surethat decisionsmadeby theDistrict Assembly,
theRegional ManagementCommitteeand Project Man
agementare carried out as expectedandon time

• Prepareannualbudget,request for funds andaccountfor
expensesasstated

THE COMMUNITY AND OTHERS

O makeaplanwith theDistrict
Assemblyabout work in the
district

o superviseERA’s

o receiveregistration fees
from communities

o do technicalstudies

o giveinformation to
community about typesof
waterand sanitation systems
to use

o help to form WATSAN
Committees

U train and givehelp to
WA’l SAN Committees

o plan and superviseconstruction

U give general information on
how water and sanitation
facilities function all the time

Raif of theCommittee mem-
bers ought to bewomen.

- THE COMMUNITY AND OTHERS



To do itswork welltheWATSAN
Committeeneedsto bea legalbody
It musthe recogmzedby theArea
CouncilandtheDMC Thereforeit is
importantthat theWATSAN
Committeeregisterswith theArea
Council,

Thiswill helptheWATSAN Committee
to do its work better

TheDistrict AssemblyandArea
Council canhelpby makingbye-laws
andsolvingproblemsof theWATSAN
Committee

They canalsospeakfortheWATSAN
Committeeat theDistrict Assembly.

3.1 AREA COUNCIL AND UNIT
COMMITrEE

1’ lie WATSAN Committeeshouldwork
plosely with theAreaCouncilandUnit
dommittee To do this itis important
to knowthat AreaCouncil andUmt
Committeedo this

• Are responsiblefor theday-

to-dayrunningof thezone

I Help in carrying out
developinentprojects,

includinggetting money

• DtTcusslocalproblemsand.
takeaction to solvethem

I Help peopleto knowabout
their rights and duties

I Seeif lawsandbye-laws
areobeyed

I Checktheworkof District
Assemblystaff

3.2 THE WATSAN CONSTITUTION

To helpto do its job, theWATSAN
Committeewill needaConstitution.
A constitutionis asetofrules about
howtheCommitteewill beformed,
whatjobs it will doandhowit will
makeandcarryout decisions

3.3 How to make a WATSAN
Constllullon

It is importantthat eachCommittee
makesits ownConstitutionusingthe
partsfromtheexamplewhichit decides
are mostuseful Should theCommittee
decideto accepttheexample,it is
importantthat it understandsthesample
Constitution.

TheERAwill help theCommitteeto
do this

TheSecretaryof theCommittee,
togetherwith two or threeothermem-
bersmaybe askedto write a DRAFT
Constitution Thisdraftis thefirst step
in writing theConstitution

This draftConstitutionshouldbe read
anddiscussedby thefull Committee
TheSecretaryshouldmakethechanges
andthengive it to theChairmanfor
final approval.

TheDraftConstitutionshouldthenbe
presented,discussedandapprovedata
commumtymeeting

WhentheConstitutionhasbeen
approvedatacommunitymeeting,you

cantell theEl-IA TheEHA will inform
theDistnetTeam thatyounowhavea
Constitution.This informationwill be
givento theDMC.

3.4 THE PUBLIC HEALTH LAW

ThePublic HealthLawis animportant
lawthat protectsyou, yourcommunity
andthecountry

It canbeusedby theWATSAN Com-
mitteeto makesurethatacommunity
enjoysgoodhealthfromimproved
waterandsanitationfacilities.

311

HOW YOUR WATSAN COMMIT[EE
WORKS

ThePUBLIC HEALTHLAW shows:

-what is dangerous to the

health of a community

-what should be done to solve

health problems

-how those responsible for
Correcting health problems

should act

-what can be done if those
responsible for health prob-

lems do not take action to
remove them

HOW YOUR WATSAN COMMITTEE WORKS ! - 9HOW YOUR WATSAN COMMITTEE WORKS
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‘l’Iie most important partsofthe Public
llealth Law for WATSAN Committees
are about dangerousdiseases,
mosquitoes,slaughterhousesand
markets and whatever offendsor
becomesa danger to thehealth of the
people

Theselaws include the’

• •,• •U•N•••• . . .4 • .. .~ . .‘-‘ycc
InfectiousDiseasesOrdinance

• MosquitoesOrdinance
• .
B’ .

Public Health Nuisances —,
.. . .. .* B..... I B I I~••U• ,~

INFECTIOUS DISEASES
ORDINANCE

Thislawsaysthat

Whenapersonhasdiedofan infectious
disease,thebodyofthedeceasedperson
shall he movedto a suitableplaceand
examined.

Any building inwhichanyinfectious
diseasehasoecured and any property
belongingto any personin sucha
buildingshouldhedisinfeeted.

Any animalwhichislikely to causean
infectiousdiseaseshouldhedestroyed
and disposedof.

Any personsufferingfromaninfectious
diseaseshouldhe movedto a
GovemmentHospitalorother placeand
remain thereuntil he/shecanhesafely
discharged,and

Any pefsonwhohas beenin contactwith

airypersonsuffering from aninfectious
diseaseshouldhe isolateduntil he/shecan
he dischargedwith safety.

THE MOSQUITO ORDINANCE

The Mosquito Ordinance(Law) saysthat-

- All mosquTtc~Larvae shouldbe destroyed
- isreedingplae~sfor mosquitoes,suchas
openwater containersorstagnantwater,
shouldhe removedor destroyed

PUBLIC HEALTH NUISANCES

Regardingthekeepingof animalsin the
Community-

Anunalsshouldnotheallowedtoroam
freelyinthecommtmity.Thismayleadto
accidents,spreadofdiseases,destruction
ofproperty, etc. inthecommunity

Animals likegoatsand sheepshouldbe
kept in sucha mannerthattheydo not
becomeanuisanceor healthhazard.

Any animalwhichroamsfreelyshould
havesoinconein chargeofit

Vegetation

Open spaceswithin or aroundthecom-
nruiutyshou!dbe kept free from weeds,
grass,wildbush,and other overgrownor
dangerousvegetationandrubbish ofany
kind

VegetationWhich;
- iastsdeepshadows
- harbours or is likely to harbour
rbdénts, reptiles,ants,etc
- o~straetsfreemovementof
peopleandanimds
- has longoffshootsor branches
that block paths
- has thorns

- hasfruits, shellsor shellswhich
havehooks,etc

shouldhe removed

WATER AND SANITATION

Waterfor humanuseshouldhecolourless,
odourless,tastelessandfreefrom impuri-
ties.Any waterthatdoesnot conformto
thesestandardsis not wholesomefor
humanuse

Watercontainersandpipesor drains
shouldnothavewaterin themwhichis
accessibleto mosquitoes,other insectsor

Watercontainersshouldalwayshe
covered.

Whoeverpollutesorcontaminatesthe
walerofanypublic well, tank sprin&
reservoirofplaeeusedor intendedfor
supplyingwatertoman shall beliableto a
floe

The membersofacommunity should
constructandmaintaincommunalpit
latrinesfor theuseofthecommunity’s
membersand controlthemethodof
dealingwith all rubbishorwastewithinthe
commuisty.

Nooneshouldplaeeanydirt,refuseor
any offensivematteronany street,yardor
openspacein or aroundthecommunity
exceptwhereanareahasbeenidentified
for this purpose.

A nuisancemayhereportedby any
personwin is affectedby thenuisance

3.5 WHAT ARE BYE-LAWS?

A bye-lawis a special law or rule made
for acornmnunityTheselaws or rulesare
createdoutofexistingnationallaws.For
example,thereare area councilbye-laws’
for areacouncils,District Assemblybye-

laws for theDistnctAssembly,and soon.

Bye-lawsarethebestway to meetthe
needsofth~eommun~tybecausetheyare
madefqr smallergroups

It isveryimportantto rememberthat
maldngbye-lawsaridseeingtoitthai~they
areobeyedaretherespoosibditiesofthe
people communityratherthanthose
outsideit
Bye-lawsshouldhe approvedby the
DistrictAssemblybeforetheyareapplied
and enforced.

3.6 DISTRICT ASSEMBLY BYE-
LAWS

ADisLnetAssemblycanmakebye-laws
aboutdevelopment,health,protecting
theenvironment andotherareaswhich
are necessaryfor thewell-beingof the
peoplein thedistrict.

Bye-lawsmakeclearthebadthings
whichareto beprevented or stopped
and whathappensif thebye-lawsare
not obeyed.

3.7 HOW TO PREPARE WATSAN
BYE-LAWS

Theimportantthings to thinkabout

whenmakingbye-lawsare:-

Is If Necessary?

I Is thereaseriousproblem in the
communityrelatedtowater,
sanitationor health?

I Is this a generalproblem in the
community?

I Is theproblem onewinch
peopleare ~gflikely to solveor
correctby themselves?

10 HOW YOUR WAISAN COMMITTEE WORKS

HOW YOUR WATSAN COMMITTEE WORKS -
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I Is therealreadyaDistrict
Assemblybye-lawwhich takes
care ofthesameproblem?

If there is a needfor a bye-law, then the
bye-lawshouldbedrafted

To make i~t~mfiof a bye-law, the
ChairmanoftheWATSAN Committee
should choosetwo or three membersof
the Committee, to meet and talk about
how to write the bye-law. The words
usedshould describethesubject ofthe
bye-law exactiy.

The group should alsothink about
what to do if the bye-law is not obeyed.

The traditionalleadersin thecommu-
nity shouid be consultedwhen drafting
a bye-law.

Who Should GIve Approval9

Thedraft bye-law shouldbe approved
by theDistrict Assemblybefore it can
come into force. The Chairman should
make sure that it us sent to the District
Atsenihly for approval Oncethedraft

bye-law issent to the District Assembly,

thecommunity should follow up

InformatIon about bye-laws

It is umportant that thepeople in the

community know about thebye~law
It is agood idea to tell them..

In writing, by posting
noticesat centralor busy
placesin thecommunity,

and

At acommunity meeting,
where the bye-lawcanhe
explainedanali~iscussed.

Maklriq~urethat the bye-laws are
obeytt~ -

It istheresponsibilityofthe WATSAN
Committee,Traditional leadersinthe
community and the ERA, to makesure
that thebye-lawsare oheyed

The WATSAN Comoiitree should not
make a bye-law on a subjectwhich says
somethingdifferent from anotherbye-

law on the sanfle problem.

The following are somequestionsthat
should beansweredbefore makinga
Bye-Law

o Should therebe a community
meetingto talk aboutthe
problem anddecidewhat to do’~

O Should there he a writtenor
spoken warningto the person
or personscreatingthe
problem?

o Shouldoffendershe fined? If
so,how much9

0 Who shouldcollect thefines;
andwho shouldkeepthe
money?

o How should themoney be
used? It is importantnotto usethebye-lawsonly

topunishoffenders.The bye-lawsmusthe
theretomakesurethateveryonein thecom-
mumtybenefitsfromimproved water and
sanitation.

HOW YOUR WAT5AN COMMITTEE WOPK5 13
12 HOW YOUR WAT5AN COMMITTEE WORK5



4’
MONEY

I

Punishmentslike linesshouldonly be used
as the lastmeansofrnakingsurethat u
bye-lawis obeyed

When a bye-law is not being oheyed by
.sonieoneuu theconunuility, or by eerttin
peoplefioitr outsidethe
community, theWATSAN Committee
shouldreport the matterto theArea
Council, a memherofstafffrom the
Ministry ofl-Iealth and any other person
who hasan official duty toseeto it that
thelaws are obeyed

4.1 FUND-RAISING

Fund-raisingis important Moneyus
runeiedfrpayiuig thecontractor,for
repairsand to expandor improve water
andsanitationfaedities.

This is why it is important for the
commumtyto havea reliable wayof
gettingmoney . -

Themoneythecommunitywill
contributetowardsconstructionis thefirst
to he collectedandpaid to theContrac-
tor. Thiscachealarge amountofmoriey.
Butthis amountdependsonwhattype
andhowmanywaterandsanitation
~ilitieswfflbebuilt

15



Next, moneywill be neededfor
operation and repairs Repairs will
usually be made by private mechanics
and skilled workers They will have to
be paid for their work Money will also
be needed for payment of caretakers

Again money will be needed when the
community wants to have more facili-
ties Or when it wants to extend or
improve the facilities they alrearly have

Since the WATSAN Committee will be
handling money, it has to make sure
money is kept and used properly.
THIS IS VERY IMPORTANT!.

For the Treasurer to keep records of
money received from individuals or
families, a Payment Register can be
used.

You may use a big ruled note book
(ledger) with a hard cover for the
payment register Make lines as in the
example shown on the previous page

Under the first column (Wame), write
the narn,e of the person making the
payment

Under the second column (Amount),
write the amountof money paid

Under the third column (Date) write
the date when people paid.

Under the last column the person
receiving the money will sign or
thuinbpnnt

4.2 KEEPING ACCOUNTS

Accounts are important because they

• Show others how much money
has been receivedandspent
and by whom

• Show that the person keeping
the accounts is honest.

• Are a good way of making
people from outside the
community see the
interest of the community in
development

• Help the community to plan
better how to use the money
available

An important rule m keeping accounts
is to make sure that you write every-
thing down. Also, all important docu-
ments should be kept safely in a file.

4.3 RECORDING MONEY’

In accounting, money is either money
commg in or money going out. To
record money coming in and gomg out,
you will need a book called a cash
book. You can use a ledger book with
lines already drawn or an exercise book
and draw your own lines as below.

The Payment Register is important
becairse ii

1 Tells the WATSAN Committee
who has paid and who has riot

2 Tells the Committee how much
money has been received.

3 Helps prevent the wrong use
of money.

4. Can be used to find out how
many people are in the
Community.

p

Here is an ecample of a Payment
Register.

DISTRICTS

AREA COUNCILZONE

COMMUNITY

NAME AMOUNT DATE SIGN

-

1

~oJo ~
~2c~i~

~OD OO Ja~
I fjC~if

2

Ec~a~O3eio’ke

~
k~es~ Boc~ter~g

~
AKuv~e k~A3~

c~oU.oo

~DO’OO

f~
~q
l(01-k
~
9~~

2ls~
m~
~qqi~

~F

~

f~

~ianPe~Date Det~sils Cash Amount

In Out

2of~(q1f Funeral CoiibriLiutio~ 4qo,ooo.c 40,000-bo

i2l,5/qL~
flirckas~ Cern ~nt~ for
Coh1mw~IirL1~ — 4~I~,ooO•o~~OOO.OO

MONEY

MONEY -



4 4 KEEPING YOUR MONEY
SAFE

N Always keepyourmoneym a
safeplace,for example,a
lockabletin which is kept in a
safeor lockedcupboard.

• Only one personshould be
responsiblefor keepingthe
money. Wheneverthis person
is to be changed,theperson
who is leavingand the new
personshouldcountthemoney
andagreeon theamount.
This shouldbewritten down
andboth personsshouldsign
andwritedownthedate.

• A responsiblepersonin the
group,for examplethe
Chairman,shouldcountthe
cashregularlyandmakesure
the figures agreewith thecash
book Thishelpsthe person
lookingafterthemoneyto be
honest

Ti~copiesofthereceiptshouldbe
made One shouldbe givento theperson
paying and oneshouldbe kept in the
Committee’sreceiptbook.

TheCommittee should alsomake sure
that it asksfor, andcollects,areceipt
when it paysmoney to anyone,suchas
a contractor, a mechanicor any other
person

When moneyis paid out, thereceipts
should be kept in an envelopeor a file
togetherwith the CashBook

4.5 BANK ACCOUNTS

It is importantfor theWATSAN
Committeeto openabankaccount
becauseit

N isasafewaytokeepthe
commuruty’smoney

N helpspreventthemisuseofthe
community’smoney

N showsthatthecommunityhas
collectedthemoney (for
example,for thepaymentofthe
contractor)

Types of Accounts

Thereare severaltypesofaccounts,such
as Current account,

Depositaccount
Savingsaccount.

Current Account

This is themostcommontypeof
accdunt Youcanpay money in, and
write chequesto makepaymentsfrom
it, as often asyou like (aslong asthere
is enoughmoney in theaccount)
Bankswill often chargefor this account

The chargeis calleda bank charge
Thereis usually no interest

DepositAccount

If you do not needyour money for
sometime, it canbeputin adeposit
account.Interestis paid,but you wiU
haveto tell thebankbeforeyou with-
drawthe money

SavingsAccount

Savingsaccountsalwayspayinterest
Usually a passbookis also givenby the
Bankto theonesaving

Theremayalso be a hrrut asto how
oftenorhowmuchmoneyyoucantake
out of theaccount

Sometimesdepositandsavings
accountsare thesame

4.6 BANK BOOKS AND FORMS

The bankwill giveyou aBank Book
This is the recordofyour moneyat the
bank. It should be kept in a safeplace

To opena bank account,youwill have
to Elm someforms Theseformsare
differentfor current, depositand
savingsaccounts

It is importantthattheWATSAN
Committeedecideson who shouldsign
the withdrawal slips andcheques,It is
good to have at least two peopleto
do this. They are calledSi~anatories

4

The Committee shouldthink ofhaving
a womanas Treasurer.

The Committee will alsoneedReceipt
Booksto give receiptsfor money
received.

h

- - . - - -
- ,-.

- - —
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5.1 PLANNING MEETINGS

When you plan a meeting, it is good to
think about the following -

• Need.
Itis important that
Committee members see the
need for a meeting The
decision to hold a meeting
should come from the

I Committee and its leaders

• Time and Place:
Meet at times winch are
acceptable to members and at
places known by them

• Information:
Announce a meeting several
days ahead to give members
time to prepare -But not Coo
far ahead,since members may
foiget.

• Agenda:
This is alistof things to be
talked about at the meeting It
needs to be planned carefully
More peoplewill come to the
meetmgif they knowwhatwill
be talked about. The agenda
shouldbe discussed among
Committeemembers and agreed
upon before the meeUng

Here is what an agenda fora WATSAN Meeting may look like-

5u’$~

MEETINGS
Meetings are an unportant part of the
WATSA}~Committee’s work

Meetmgs are Important because they

U Are a good place to discuss
problems about water,
sanitafionand health in
the community.

• Give newinformation to people

• Let those who attend feel that
they are part of the group who
decide things

There are two kinds of~rheetingsthe
Committee may have:

First isa meeting ofthe WATSAN
Committee, either by the members
aLine, or with others, like the people
from the District Team,

The Committee should meet whenever
there is an important matter to be
discussed.

The second kind is a community
meeting This is called when there is
an important problem which concerns
the whole community. It is importantthat
as marty people as possible attend

WATSAN Meeting - 23/5/95

-Opening Prayer

-Chairman’s Remarks

-Reading and approval of the Minutes of the last meeting

-biscussion of matters arising from the minutes of the last meeting

-Treasurer’s Report —

-Report on Water Supply
o present condition
o things to do

-Report on Communal Latrines
o present condition
othingstodo

-Report on Health Education Activities
a has happened since the last meeting
oWhat will happen’ /

-Any Other Business ,—

- Chairman’s Closing Remarks and Prayer

~

MEEIiNGS
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5.2 HAVING SUCCESSFUL MEETINGS

Herearesomeideaswhichwill help
you havesuccessfblmeetings

• Usuallymeetingsshouldnotlast
more than an hour or two F

• Follow theagenda

• Donotletonlyoneortwo
peopletalk all thetime

• Do not useyour positionto
influencethediscussionor
“force” themembersto accept
youropinion.

• Stoppeoplefromtalkingwhile
someoneis speaking.

• Leteverybodytakepartinthe
discussion

• Ask thosewho havebeenquiet
for their opinion.

• Do notwastetimetalkingabout
thingsthatarenoton the
agenda

• Stop the discussionaftersometime andremindthemembers
aboutwhathasso farbeen

agreedupon This makessure
thateveryoneunderstands,and
agreeswith, thedecisions.

5.3 RECORDING MEETINGS AND
OTHER ACTIVITIES

The WATSAN dommitteeshouldkeep
a record of its activities, such asmeet-
ings,visits,andinspectionsof facilities
A specialRecord Book shouldbe kept
fdr this purpose

WATSAN ACTIVITY RECORD

tATE~ 3rd mtkt3
WATSAN MEMBERS PRESENT: 7—
IC PRESENT:

OIEERS PRESENT: Lf 50

MP~T1’ERSDISCtJSSEN:

\. g~ k~e~JlfL~ictncIçumQ ?vTck: Eve~
(ominUfllt3 mem~,&( SLO%Akcl Coflt(L

6utZ 44oO~oo

4YJwc~dS~z~-~ef(Ojeck.

‘ID BE TNtEN: At21’ICN BY:

~. [oflec~jçjp 4 ctioo.oo F\-mck tVlctrtscc

Cont~~ibu�’s~ons

SEEN AND APPROVED BY

MEETINGS
23

• Keep order
This recordmakesit possiblefor the
Committeeto follow decisionsmadeor
problemsfound It also helpsvisitors
to the village suchastheEllA,
membersofstafffromtheDistrictTeam
Office,District Assemblyandothersto
knowwhattheWATSAN Committeeis
doingandwhatproblemsit is facing.

On the nextpageyou will find a
suggestedguidefor recording
WATSAN activitiessuchasmeetings.

22



U keepspapersanddocuments
from being damaged

U makes it easy to find things

U makes bandingover or
moving the papers easy

U makes inspection of the
WATSAN’s Committee’s
papers by others easy

ThIngs to remember when BlInd

U put all documentson the

same subject together with the
most recent document on top.

U write the subject on the tile to
make finding papers easy

U documents should be filed
immediately Do not let them
lie around for a long time

U when documents are removed
from a file, they should be
returned to the same place in
the file, as soon as the user has
finished with them

U keep files in a cool, dry and
protected place. Dust and
cleanthe files regularly

A sImnle fling system:

This is an example of a list of subjects
for filing records and documents.

Sub jcct
• •..••.•.I•• ••••N••..

: WATSAN Activity Records
: Records on money
: Water and Sanitation Facilities

Caretakers
: Reports and Contracts
: Letters
•..Nt......U •~~Nl~~•I

These files should be kept in a book
such as a flat file. It may not be
necessary to have a flat file for each
subject. Several subjects can be kept
together in the same flat file If this is
done, there should be a separate piece
afpaper betweenthe subjects withthe
name ofthe new subject writtenon it

When ajob involves a large amount of
money or includes people from outside the
community, it will be necessary to havean
agreement in writinz This into avoid
pmblems and doubts.

The agreement will make sure that the
community gets what it wants and what it
has paid for. -

Keepmggood files is important
because it: 6.

WORKING WITH
CONTRACTORS
6.1 WHY SHOULD YOU MAKE

A CONTRACT?

MEETINGS

ecz~._ ,..-n n .,~— —-

WORKING WITH CONTRACTORS

24
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Contractsare enteredinto whensonic-
oneis goingto buildahouse,aroad,a
school,orwaterorsanitationfacilities.

Contracts arealso necessarywhen
takinga loanfrom a bank,rentinga
house, officeor land.

6.2 WITHWHOM Will THE
COMMUNITY’ ENTER INTO A
CONTRACT?

First,thecommumty will entermto a
contract with thethstrict Teamfor the
constructionof wateror sanitation
facilities(or both) in thecommunity.
Secondly,beforework starts,the
communitywill also signa contract
with contractorsconstructingwater
supply or sanitationfacilities.

It is importantthat theWATSAN
-Committeekeepsa copy of contracts
in a safeplace.

Contractsarevery isnp&rtantlegal
documents. Copies are alsokept at
theDistrict and RegionalOfficesof the
VoltaProject.

The community hasa chanceto see
andmakecommentsonthelist ofcon-
tractorsk~~~theyareaskedto make
bids.Thecommunitycan
commenton or objectto any
contractorbeingconsideredfor thejob

The contractor canbeexcluded if the
communityhasverygoodreasonsto
objecttohim/her.

The WATSAN Committeehasan
importantduty to appoint a

CONTIt&CT

Tins is an agreementbetween theCommunity
in AreaCouncilin ! .District,and
theContractor,to constructa watersupplyandlor
sanitationfacilityasdescnbedinthecontractdocumentanddetaileddesigns.
Itssagreedas follows.-

ThattheCommunityshall:

a. Paythesumof cedisto theContractor.
b. Paythesaidsumtotltcontractoronorbefore
c. Select. . caretakersto belrainedbytheContractor.
d. Providelabourasfollows. (Cancelif notapplicable).

TASK UNIT RATE

That theContractor shall:

a. Do the work to agoodandacceptablestandard.
b. Train caretaker(s)duringconstruction.
c. Completethework onor before
d. Paythefollowing prices for materials:

UNIT

6.3 CHOOSING AND
WORKING WITH
CONTRACTORS

N.representativeto participate in the
openingatTendersfor construction
wnrkinthecommunity ATendçrisa
statementofthepricechargefor provid-
inggoodsor servicesor thepricefor
doing ajob.

Thecontractbetweenthecommunityand
theconti~ictorsheuldclearlystatethe
dutiesofthecontractorandthecommu-
nity agreeduponby bothofthem

Thecontractalsostatesthedatesfor the
paymentofthecommunity’sthoneyto the
contractor Andwhentheconstruction
workinthecommunitywill becompleted
A samplecontract is on ihe nextpage

ITEM RATE

Otheritemsor commentson theabove;

Signed tIns dayof...,... 19.. . at

(Commumty) (Contractor) (Witness-EHA)

WORKING WIIH CONTRACTORS

WORKING WITH CONTRACTORS
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6.4 PLANNING THE WORK
WITH A CONTRACTOR

The communitymustpay theconlributipn
to thecontractorbeforethework starts.

Itis importantfortheCommunity toknow
about thework that theContractor is
gomgtodo Andthetiinehewill taketo
doeachpart

Thiswill helptheCommunityto

• Know whenthey cangive
labourandotherthingsthe
contractorneeds

• Seeto it that thework is done
onlinie.

To helpthecommunityto do this, the
Contractorwill makeaworkplanand
discussit with theWATSANCommittee
HereisanexampleofwhattheWorkplan
will looklike.

THE CARETAKER -

AN IMPORTANT
PERSON

7.1 WHAT IS A CARETAKER ?

The Caretakerisan importantpersonin
thecommunity.Thecaretakeris the
personwho makesregularvisitsto the
waterfacilitiestoseeif they are
workingwell

The WATSAN Committeechoosesthe
caretaker

The WATSAN Committeewill also

F,

[WOrk to be done ~ Date J PartyResponsible

Eri,~d

\~tyi~
otft- of

Lakir~e
Iokll4*

3J~/9L~

ioIL1.~q4

W71~Tsc\~%lCow~rnttteef
Contr~c1oT

c,flt(QCE01

oU~- ~tci.tto~
-~ret1c~~

io
~if(qL~IO/ctIc~j.. -l-�~ltI(omttee

~U( o.rid pou

~fe~ Ie~ridct~p j~q~tiJq.j~
L~v/~TSftMCJDrnrnttteeJ

~
fl\

7

checktheworkoftheCaretaker,advise
andhelpherifnecessaiy.

The Caretakervisits thefacilities -

regularlyandmakesminorrepairs
Shereportsseriousproblems or break-
downsto theWATSAN Committee Itis
veryimportantthattheWATSAN
Conunitteework closelywith the
Caretaker.

If theCaretakeris not a memberofthe

28
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U

WATSAN Committee,shemaybe asked
to attendWATSAN meetingsor givea
regularreportto theCommitteeor oneof
itsmembers

*

Whousesthefacility

Who ishealthy

Whois responsibleandcanbe
A Caretakermaybegivensomemonpy
or someother things toencourageherto
workhappily. Thisshouldbe
discussedandapprovedby the
Conntutteebeforesheis chosen.

The WATSANCommitteeshoulddecide
howoftentheCaretaker shouldreportto
it andtowhom sheshouldreport

7.2 WHO SHOULD BE A
CARETAKER ?

A Caretaker shouldbesomeone:-

• Wholivesinthecommunityall
thetime.

trusted

U Who is interested1inthejob and
readyto work

Whoispreparedto be trained

‘Who is ableto organize
communallabour

WATER SUPPLY

- WATER~UPPLY - - . - - - - --.. _;‘ - - -. - -
31

In selectingcaretakers,think about
women as themainusersofwater

Beforechoosinga caretaker,it is
important to knnw whatshewill do
Someofthedutiesdependon thekind
of water supply thecommunityis
getting. I

I
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8.1 HAND DUG WELLS

DESCRIPTION

Hand dugwellsare usuallyconstructedin
areaswherethegroundwateris closeto
thesurfaceTheyarebuilt with simple
tools Ahanddugwellislinedwith
concreterings toprevent thewalls from
cavingin after excavalionis complete It
is often possibleto makethewell deeper
whenthewaterlevel falls.

Unskilled labourcanbe usedfor
digging But skilled peopleareusually

WHAT CARETAKERS OF

HANDDUG WELLS SHOULD DO

Itisthe dutyoftheCaretakerto~

-Educateusers

- Make surethewell siteis kept
cleananddraineddry

- Inspectandmakesurethat
repairsaremadeto headwall,
apron,drainandsoakaway

- Checkfor silt in thewell and
infornitheWATSAN
Committeewhenit isnecessary
for thewelito bede-silted

-Preventwashingofclothing
andanimalsand otherthings
nearthe well that will makethe
water impure

- Checkthe areaaroundthewell
for waterthatis standingstill,
for soil beingwashedawayand
fordirt.

- Collect feesfrom theusers(if
thecommunity decidesto do
so)for themaintenanceofthe
welL

neededfor castingandplacingthe
concreterings.

Thewellshaveaconcreteor masonry
wall aroundthemcalledtheheadwall
They haveanapronanddramwhIch
usuallyleadsintoasoakawaypit
Thereis aconcretecoverslabwithahole
throughwhich watercanbetakenfrom
thewell by meansofabucketattachedto
arope This hole
hasacover, It canbe closedand locked
whenthewell is notin use

I

- WATER SUPPLY
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This pumpcanbe usedonhanddug
wells,which are not asdeepasbore-
holes. You canseewhat thepump
lookslike mthepicture

The pump canwork up to 12-15meters
depth

At awater levelof 10 metersthepump
can giveabout 33 liters or 9 gallons
per minute

The pump is madeofsteel. The rising
pipe and thepiston rod are madeof a
very strongplastic

The Nira pump and its sparepartsare
madeand snld in Ghana.

• Checktheflow ofwater for
signsof a leak in thefootvalve
or lesswater in well

• Keep a record of repairs

• Reportbreakdowns and other
serious problems to the

WATSAN Committee

• Educateusersof thepump

• Collectfeesfrom theusers(if
thecommunity has decidedto
do tins) for themaintenanceof
thesystem

8.2 HAND DUG WELLS FITTED
WITH A HANDPUMP

A hand dugwell may be fittedwith a
handpump. A hand dugwell is be-
tween 5 meters to 20 metersdeep
Therefore theymaybe fitted with low
lift pumps suchastheNiraAF-85hand
pump

NIRA AF-85 HAND PUMP

WHAT CARETAKERS OF NIRA AF-
85 HAND PUMP SHOULD DO

It is the duty of the C~retakerto -

• Checkcleanlinessof thepump
site and drain

• Makesurethattheapronand
drain arerepaired

• Tighten loosenuts, boltsor
screws

• Repair of pump

When thecylinderneedsrepairs, it can
DESCRIPTION j bepulled out throughthe pump body.

Thereis no needfor greasing,water is
used for this purpose

Thepartsofthe pumpwhich cartwear
out and needchanging are’

• seal’mgnng

• coliarbearing

• Malve bobbin

Only a fewsimple tools are neededto
fix andrepairthepump

Two setsof theretools will be provided
for eachcommunity whenthepumps
are installed

WATER SUPPLY
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8.3 BOREI-~OLES WITH HAND
PUMPS

Maybe. therearcno good springs
aboveyour village or it it difficult to
dig deep in your area Yet, cleanwater
ma~be hiding in the ground under the
village ltwon’tcomeoutby itself. You
mayhaveto drill boreholestoreachthis
undergroundwater Then,youwillhave
to put in hand pumps
to bring the water up so that you can
fetch it One such deep well handpump
is the GhanaModified Indian Mark II

DESCRIPTION OF GHANA MODIFIED
INDIAN MARK II HAND PUMP

Thepimp is a lever-actionhandpump
macluofgalvanizedsteel It has light
stainless-studdroppipesandconnect-
ingrods, ltalsohasabrarscylmder This
meansthat thepumpdoesnotrustor
corrodeeasily

The GhanaModifiedMark II
handpumpcannptalwaysberepaired
by the caretaker.But almostall
repairs canbe doneby a tramedlocal
mechanic,

WHAT THE CARETAKERS OF THE
GHANA MODIFIED INDIAN MARK
II HAND PUMP SHOULD DO

It is the duty of the CaretakertoO-

• Checkcleanlinessofthepump

siteand drain

• Makesurethe apron anddrain’
arerepaired

• Tightenloosenuts,boltsor
screws

• Checkflow ofwaterfor signsof
a leakinthefootvalveor less
waterin well

• Greasethechain and other
movmgpartswhennecessaiy

• Keep a record of repairs done
by a trained local mechanic

• Reportbreakdovmsandother
senousproblemsto theWATSAN Committee

• Educateusers

• Collectmoney from the users
(if thecommunitydecidesto do
this)

If thepumpis usedandmaintained
properly,it canbe expcctcJto lastat

WATER SUPPLY
WATER SUPPLY



A N

8.4 GRAVITY-FLOW PIPED
WATER SUPPLY SYSTEMS

WatercanbeLranspni-tcdfrom itssource
to! villagesby pipeline tfthe sourceof
water is sufficiently abovewherethewater
isto be used The Water flowsthrough
thepipelinesusingonly gravity, that is the
force which makesthingsfall or flow
down The network of pipesiscalleda
Gravity-flowpipedWater Supply System
The sourceofthewater could be a spnng
or a stream

DESCRIPTION OF A GRAVITy’-FLOW
PIPED WATER SUPPLY SYSTEM WITH A
SPRING AS A SOURCE

It thereis a good spring abovethe
villageynucanprotectthe~springYou
can let water flaw doswilull in pipes to
oneOr morebig waterstoragetanks
Thereshouldbe a siltboxto keepdirt
from flowing inro thcwatertanl<sFrom
thesetankswaterwill flow down hill
throughpipatto standpipesin different
parts nfthe village.

WHAT CARETAKERS OF GRAVITY-
FLOW PIPED SYSTEM WITH A
SPRING AS A SOURCE SHOULD
DO

The caretaker should do thesethings to
makesurethat the water supply works
~wll.
Streamintakes

Check drains at the intake
point and repair if necessary.

Checkwhether bye-lawsto
protect the catchmentarea
arebeing followed by the
community.

Checkand repair rip-rap
below weir if necessary.

Check all concretestructures
for leakage,cracks,washing
away’ of foundations or other
problems.

If thesand filter is blocked,
closethevalveon thedelivery
main andcleanthefilter sand.

Checkthe control valveandvalve
chamber

Makesurethecoverof thevalve

Spring Catchments

Check drainageditch above
spring andrepair if necessary.

Checkwhetherbye-laws to
protect the catchmentarea
are beingfollowed.

Checkfor leaksfrom the

spring catchment.

Checkthe silt chamber for signs

of leaks,cracks, washingawayof
foundations or other problems.

Make surecoverof silt
chamberfits well.

Cleansilt chamberwhen necessary.

Reservoirs

Check reservoirfor leaks,cracks
and washingawayof foundation.

Makesure all coversfit well.

Check that inlet, outletand
strainer, overflow, washontand
aeration pipesare clear.

Checkwhether float valve(if
fitted)is working.

Empty and cleanreservoir when
itis necessary.

Control valvesandvalve
chamber.

Checkvalves,joints and unions
for leaks. Tightenjoints if
necessary.

Pipelines

Checkpipelinesfor erosion,
exposedpipes or for leaks.
Repairifpossible. Check for
illegal connections.

Checkcontrol valve,valve
chambersand covers,makesure
they are in placeand in good
condition.

Checkwhether air vents,air
valves,airvalvechambersand
coversare in placeand in good
condition.

lIthe spring is good,and people keep
thetanksandpipescleanandin good
condition, then thesystemwill work
well tbrmanyyears.
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Clean all pipes to removedirt at
leastoncea year.

Standpipes

Checktap to secif it works
freely and closescorrectly.
Replacetapwashersor complete
tap if it is necessary.

Check aprons,soakawayand
areaaround standpipe. Clean and
repair whenit is necessary.

Checkwhether control valve,
fllve chamberand coverare
present and in good condition.

Checkflow at eachtap.

Cc ~

lIre Caretaker should tell the WATSAN
Committee about seriousproblems with
any part of thewater supply

It is also important that the Caretaker
keeps rcbord of any repair done This is
for the benefit of any member of the
WATSAN Committee, EHA or anyone
elsewho would like to get information
about the work of the Caretaker. Also
throughthis they canseehowthewater
supply is working

9’
SAN ITATION
9.1 HELPING TO SUPERVISE

BUILDING OF COMMUNAL
LATRINES

By helping tosuperv4ethebuilding
ofcommunallatrines,theWATSAN
Committeecanmakesurethatthe latrines
are built properlyandon time

To know bowto superviselatrine
building, the WATSAN Committee
shouldfirst learnthe stepsin building
latrines

The stepsin building latrinesareusually
discussedwith theWATSAN Committee
by thecontractor.A wnttenworkplanis
madebeforeconstruction work starts

9.2 HELPING TO SUPERVISETHE
BUILDING OF HOUSEHOLD
LATRINES

The WATSAN Committeemustplay a
majorrolempromotingthebuilding of
householdlatrines.The WATSAN
Committeeshouldhelp to -

• supervisehouseholdlatrine
construction

• selectthe site

• regulatethefeeto be chargedby
artisanstrainedby the project

• keepregisterof householdswho

a
~

‘I,,,)
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apply for project assistance

9.3 MAINTAINING COMMUNAL
LATRINES

It is importantto keepcommunallatrines
clean. Thiswaytheywill bepleasantand
comfortableto use. It will alsohelp the
communityto getthe most benefitfrom
the newlatrines

IMPROVED TRENCH LATRINE

Whatshouldbedoneto keep Improved
TrenchLatrinesin good workingorder?

The Communityshould:-

• Cleanthe latrinesandmakesure
cleaningmaterialsarethrown into
thepit

• Repairslabs,roofand polesand
drainageditchregularly

• Keeppathsandareaaround
latrineclear

• Dig newpit when it is needed

• Moveslabs and roof to newpit
and coveroldpit

• Educateusers

• Collectfeesfrom users(if the
communitydecidesto doso)

• Tell theWATSAN Committee
aboutseriousproblems

• The latrineshouldberebuilt when
it is full

KVIP LATRINE

It is importantto knowthatit takes a
lot oftime andmoneyto operateand
maintainKVIP latrines.

•10~
KEEPiNG HEALTHY

10.1 PLANNING WITH
COMMUNITY GROUPS

The WATSAN Committeeandothergroups
will suggestwho shouldadvisepeopleon
goodhealth The groupswill talk about
healthproblemsmthercommunityandmake
alist ofwhatis importantandwhentodo it
Thislist is calledanaction plan.Thereis an
exampleon thenextpage.

S

What should thecommunity do to
keepcommunalKVIP latrinesin good
working order9

The communityshould:-

• cleaninsidewalls,ceiling and
floor

• checkconditionofbuilding

• checkscreenson vent pipes

• checkcoverslaband area
aroundfor washingawayof
foundation,stagnantwaterand
other problems

• clearanythingwhichblocksthe

flow of air

• checkwhetherroofis damaged

• makesurethematerialsusedfor
anal cleansingarethrown into pit

• emptyfirst pit whensecondpit
is aboutto be full

• educateusers

• collectfeesfrom users(lithe
communitydecidesto do this)

• reportseriousproblemsto the
WATSAN Committee

I
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Families should:

• Use clean and safe water
• Keep water safe when

carrying it home
• Keepwotersafelnthehome
N Useplenty of water in hand

woshing, bathing, and for
washing utensils

• Protectfood from flies
• Put animals in pens
• Userefusedumps
• Use latrines to dispose of

children’s faeces
• Use latrines properly
• Wash children’s hands after

they usethe latrine

E~tryoneshould:

• Wash hands frequently
• Wash hands with soap and

plenty of water after using
the toilet.

• Wash hands with soap
• and plentyof water before

cooking, eating or feeding
your children.

• Bath daily.
Community Members should:

• Keep water ~ources clean and
free from weeds, refuse,
faeces.

• Clean latrines daily.

People who sell food should

• Handle cooked food I
• Handle drinking water~

sale carefully.
• Throw rubbish away

properly
• Keep the surroundings free

from faeces

10.2 HABITS COMMUNITY
MEMBERS NEED TO ADOPT

School children should:

• Wash hands always
• Clean school compoUnd• Use latrines
• brink clean water

z
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10.3 LOOK OUT F02 THESE THINGS

a In thecommunity
- Areall waterfetchingpointsfree
from stanthngwater andmud

7

- Are allfetchingpointsfreefrom
domesticanimals eg.pigs,ducks2

- Arefetchtngpotntifreefrom
rubbish andweeds7
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- Are mothersofchildren under
5 yearswashinghandsafter
handlingchildrensfeaces’?
- Is areaaroundall housesfree
from weeds,refuse,stagnant
water andfaeces?

- Doall householdlatrines
havehandwashingfacilities
nearby?

- Is therea latrine?
- Is therea urinal?
- Are theykeptclean?
- Are theredrinldng water
containers?
- Is thedrinking water clean?
- Is thewaterhandledhygieni
calfy?

Food Vendors(including thosewho sell at
homeandchopbarowners)

- What is the condition ofthe
cookingarea?Is it hygienic

7
- What Is the conditionof the

selling area?
- Is thefoodvendorclean?
- Generalbodycleandiness?

Flave theygotvalid health
certificates?

Is theschoolcompoundfreefrom
refuseandstagnantwater?

I

- Do peoplewho cometo
collect wiiterrinsetheir vessels?

- Are dr~nkzngwaterpotsraised
abovegroundlevel7

- Do all householdshavea
commoncup with a longhandle
for fetching drinking water?

- Are all drinking waterpots
covered7

- Is areaaroundviaterpotsfree
fromfaecesandflies?

- Do householdschangedrink
ing waterat least2 timesa week?

THE HOME

- Do allhouseholdsownlatrines?

- Doall householdmembersuse
the latrine?

IN THESCHOOL

-Aredrinking cupsavailable
for eachpupil?
- Are handwashingfacllitieswell
maintained?

-Areall lairlnesfreefrompapers, -Arechildren washingtheir hands
urine andfaeces? properly?

-./

- Are all compoundsfreefrom
signsofchildren’sfeaces?

-I

‘/.
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Adoptedthis
in theyear~

day ofthemonth of
at - - in,
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APPENDIX

- APPENDIX
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1. NAME ,xNDADDRESS OF GROUP

1.1 Thecommitteeshallbecalled ~..

1 2 The registered addressofthe committeeshall be

2. OBJECTIVES

21 The WATSAN Committeeexiststo improvetheliving standardsand health
ofthecommunity’smembersthrough community-basedefforts, in particularin
planning,implementingand maintainingimproved water supply and sanitation facilities
and organixinghealtheducationactivitiesinthecommunity

22 Duties

a Representthecommunity in all water supply,sanitationand healthmatters

b Assumeownershipand managementofa]] communalwatersupply and sanitation
facilitiesin thecommunity

c Informcommunity membersaboutthestatusofwatersupply,sanitationand
healthactivities in thecommunity

d, Settleconflictswhich mayansewithin thecommunityduringimplementation
ofwatersupply/sanitation activities

e. Selectand supervisecaretakersfrom among beneficiariesofthewater supply/sanita
tion facihities

I Organizeand carry out fund-raisingwithin thecommunity in support ofwater supply
and sanitation activities

g Establishand operatea bank accountto support theconstructionand operation and
maintenanceofcommunalwatersupply/sanitation facilities

K Organizeheahth educationactivities

i Maintain accountsandrecordsofthe functioning and maintenanceofcornpleted
facilities

I AssisttheDistrictRWSSOfficeandEnvironmentalHealthAssistantsin the

APPENDIX

WATSAN CONSTITUTION

- -. - Distnct
Area Council of
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thegroup

3 3 Founding membersare thosememberswho formedthe - -

(oamc or WAT5AN comollilce) (DATE)

A full list of thefounding membersshall beattachedto this Constitution

3 4 Newmemberscanbe admitted in accordancewith acceptedrules

3.5 The newmembermay function asa group member,but musthe confirmed
by thecommunitymeetingbeforemembershipis final

3 6 Any membermayresignor be replacedifhe/shefor anyreasoncannolonger
effectivelycarryout his/herduties by avoteoftwo-thirdsoftheCommittee,sublect
to theapproval ofthecommunity

In suchcases,proceduresfor selectingareplacementshouldbeginwithin onemonth
ofthe resignation

3 7 A member ofthegroup shall immediatelyceaseto hold officeifhe/she.

a. resignsvoluntarily,

b ceasesto be a member oftheCommittee,

c is removedfrom officeat a communitymeeting,

d. misusesfunds,equipmentor goodsbehongingtotheCommitteeor in any other way is
chshonestand causesharmto theCommitteeor any ofits members,

e. is spreadingrumoursand dividing theCommittee,

C absentsherselffrommore thanthreemeetingswithoutreasonableexcuseçdthess,etc.)

4. ORGAMSATION AND MANAGEMENT

4 1 The Committeeshall be officially recognizedby and duly registeredwith theUnit
and/or 1-treaCouncilsand Distnct Assembly The Committeeshould alsohavethe
authority to establishand operatea bankaccount,enter into contractsand make
and enforcebye-laws

4 2 The Committeewill be regularly monitored by theextensionstafffrom theDistrict
RWSSOffice andfrom time to time by theDistnct ManagementCommittee

4 3 Financialandlegal aspectsoftheCommittee’soperationssuchasaccountingand
financialreporting,auditing,operating contractsand compliancewith District
Assemblybye-lawswill fall underthe1unsdictionoftheDistnct Management
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collectionofinloniiatiun aboutthelunctionsig,uscmid iluiinteilailce ofcompleted
facilitie,s

k Participate with tIle community in approving thepreliminaryandfinal designsofthe
water supply/sanitation facilities to be constructediii thecommunity

I Appointarepresentativeto participatein theopenhilgto tendersfor constructionwork
in thecommunity

m Participatein thepreparationofawork plan with thecontractorwherethereare
inputsfrom thecommunity

~ Assist in thesupervisionoftheworkofthecontractordunngconstruction

o. Participate in thecommissioningofthe completedfacilities

p Superviseandpromotetheproper useand maintenanceoPall waxersupplyaixl
sanitationIlicilitiesin thecommunity

3. MEMBERSIIIP

3 1 The WATSAN Committeeshall consistofactiveand reepo~isibiecommunityresidents
who are beneficiariesofthe water supply/sanitationimprovementsand whohave
leadershipability and interest in developmentactivities

TheCommitteeshould consistofbetweenfive and eightmemberswho will select
their ownChairman,Vice-Chairman, Secretaryand TreasurerThe Committeeshould
be representatweofthe community Forexample

- One representativeofthe Chief(asa link to traditional authority)

- At least threeofthemembersshould be women

- Onerepresentativeofthe Area Council (‘if residentin thecommunity) --

- One representativefrom theUnit Committee(s)

- One health worker residing in thecommunity (ifavailable)

— One residentteacher in a local school

3 2 Personssuitable for membershipin the groupshall be

- 18years ofageand over,

- ofgoodcharacter,

- ready, able and willing to act accordingto the spirit and therule of
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Committeeofthe Distnct Assembly

4 4 TheCommitteeat its first meetingshoulddecideon thetermofofficeof itsmembers
At theend of their term ofofficeexisting Committeememberscanstand for reelection
if thereare nooblectionsfrom thecommunity

4 5 A quorum is SO%ormoreofthe totalnumberofmemberspresentfor transacting
business If a quorum is not reached,the Chairmanmay decideto adloum themeeting
withouttransactingbusiness

4 6 The businessat a WATSAN Committeemeetingshouldat leastinclude, but not be

limitedto -

- To ascertainthataquorumis present,

- To approvetheminutes/report of thelast meetingand discuss
mattersarising,

- To readand approvetheTreasurer’s report

4 7 DutiesofOfficeHolders

4 7.1 Chairman

The Chairman’smain job is to provide leadershipfur theCommittee The Chairman
has many otherduties suchasto

- convenemeetingsand inform all themembersofthedate,time and
placeofmeeting

- lead thediscussionat themeeting,ensurethat everyonehasa chanceto
speak,and that theCommittee is able to reachagreementon important issues

- make surethatall decisionsare understoodand carriedout

- reportto theChiefand Unit Committee(s)or AreaCouncil about progress
and importantdecisionsmade

- delegatetasksto theother membersof theCornniittee whennecessaryFor
example, iftheChairman is absent,theVice-Chairman or anothermemberof
theCommitteecan conduct themeeting

4 7 2 Secretary

- wnte and distribute all letters,notices,etc for theCommittee

- takeminutesofmeetingsand prepare any reports

- present minutes,reports, correspondence,etcat meetingsoftheCommittee

APPENDiX.

4 7 3 Treasurer

maintain a file for all documentsrelating to thework oftheCommittee

- receive,issuereceipts for and ensurethe safekeepingofall fundscollectedby
the community

- nakepayments/purchaseswhennecessarywith theapproval ofthe
Committeeand obtain receiptsfor same

- keep accuraterecordsof incomeand expensesand reporton thesame

- keep all financial recordsaitd documentssafely, and to makedepositsand
withdrawals togetherwith theChairman andSecretary(thereshouldbe at
leasttwo signatonesto thebankaccount)

4.’L4 Other Members

- representall peoplein thecommunity

- participateinmeetingsandto advisecommunitymembersconceming
importantdecisions/actions

- collectandproviderelevant informationto theCommittee

- becomefamiliarwith thework ofthegroup sothatif oneofthe officersleaves

thecommittee,anothermembercantake over.

5. COMMUNiTY MEETINGS

5 1 The Communitymeetingmay be calledby the chairpersonor amajonty ofthe
community memberswhenand iftheneedansea

5.2 The Secretaryshall givenoticeofthe meetingto all the membersofthecommunity at
least7 daysbefbrethedateofthe meeting.

5 3 Everymemberofthecommunity hastheright to attend and to voicehis/her op’mion on
allquestionsat a communitymeeting

-i
-4

‘4

6. VOTING

6 1 Decisionsshall normally be taken by consensus,but in casea voteis neededeach
memberpresentwill haveone vote
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7. CARETAKERS - SELECTION AND IN(’ENTIVES

7 I Membersofthecommunity who are suitable for selectionascaretakers can be
appointedto this position

7 2 Caretakers may receiveincentivesfor their servicesasproposedby thegroup and
approvedbythecommunmty

73 All membersofthecommunityshed he willing to volunteertheir servicesfor thebenefit
of theCommitteein self-helpeffortsasdetenmnedby thecommitteeand/or
communitymeeting.

8. RECORDS AND DOCUMENTS

8.1 All businessdiscussedordecidedat a communityor committeemeetingshallbe
recordedby theSecretaryMinutesofacommunityor committeemeetingshall be
signedbytheChairperson

8 2 A register ofWATSANmembersshall be kept It shall showthenameand address
ofevery member, thedate ofhis/heradmissionto membership,and thedate of
terminationofmembership

8 3 The Committeeshallmaintainaccounts(bankbooks/statements,ledgers,receiptsetc)
that are neededfor its business

8 4 The Committeeshall alsomaintain the following information

- Activity Reports

- Correspondence

- Accounts,bankstatements,receipisandother financialrecords

- Maintenancerecordsfor each communalwater and sanitationfacility

- Constitution,bye1awsandrecordsofregistration,including list of
office-holders

8 5 Theabovedocumentsshall beavailableatall tiniesfor inspectionby themembersof
theDistrict or Regional RWSSOfficn, Unit Committee(s)or AreaCouncil,and the
Distract ManagementCommitteeofDistrict Assemblymenibers

9. DISSOLUTION

9 1 The Committeeshall be dissolved if it ceasesto operate Any resourcesshallbe
transferred to thenew WATSAN Committee
In theeventtheCommitteefails to meetor to reacha quorum for threeconsecutive
periodsofthreemontha, theCommitteecan be declareddefUnctby theAre Council
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or DistnctManagementCommitteeand thereafter dissolved (CopyofDMC
Guidebnesattached)

In suchcases,proceduresfor selectinga newCommitteeshouldbeginwithin one
month ofthe liquidation

10. DISPUTES

1OA My disputeconcemingthis constitution,thebusinessoftheCommittee,or any dispute
betweenmembers,orbetweenmembersand non-membersshall first hereferred to
theCommittee for settlement

Ifthe Committeeis unable to settlethedispute,or themembersoftheCommitteefeel
thedisputewasnot fairly settled,thedispute shall bereferred to thecommunity

If at thecommunity meeting, a suitable agreementcan notbe reached,thematter
canbe referred to the AreaCouncil In casetheAreaCouncil cannot reacha
decision,the DistnctManagementCommittee,actingonbehalfoftheDistnct
Assembly,maybe askedto makea~udgmentinthe matter

Ii. AMENDMENTS OF CONSIT1IJTION

11.1 Amendmentsto theconstitution shallbedraftedby theCommitteeand presentedto a
duly calledcommunitymeeting Proposedamendmentsmustbe approvedby at least
two-thirdsofthecommunitymembersover18 yearsold presentat a community

112 The proposedamendmentsshall be forwardedto theAreaCouncilandDistrict
ManagementCommitteefor ratification beforetakingeffect
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FUND RAISING
2. Surcharge on Farm Products

Mobilization ofresources at community level is necessary since communities have to pay
registration fees, part ofthe capital costs fqr the water supply and sanitation technologies they
choose to have and the cost ofoperating and maintaining the completed communal facilities

his therefore very important for the community to havea reliable way of raising funds when
needed for the operation and maintenance of communal water supply and sanitation fhcibties

Traditional ways ofmoblising Rinds for self-help projects include

• Fines
• Surcharge on farm products
• Staging concerts and drama labour
• Appealing to sons and daughters outside the village
• Harvests
• Appeal to churches and other organisations
‘ Communityihims

• Contributions/Levies
• Percentage deduction from funeral contrihutions

Although these ways ofraising funds have been useful in raising funds for development, they in
many cases lack sustainability, since they can break down because people become tired of

paying for so many different purposes or because they lack confidence in those responsible for
carrying out the projects

This can be a very serious problem, since the lack of! oni ributions can mean abandonmg the
project ora lack offbnds to operate and maintain the new lacilities

WAYS OF RAISING FUNDS: ADVANTAGES AND DiSADVANTAGES

1. Fines

Advantages

a Backed bycommunity~sown traditions
b The fine is fixed by accepted authorities

Disadva ntages

a Fines can not provide a regular source of income
b Amount paid is usually small and therefore does not geiterate enough Rinds
c Some people refuse to pay
d It creates enrruty between leaders and defaulters

APPENDIX -

Advantages

a Easy to collect
b Encourages competition
c Creates a market for the community

Disadvantages

a Applies only to farm produce
b Is penodiciseasonal
c Thecontribution of peasant farmers is veiy small

3. Staging Concerts or Drama Performances

Advantages

a Fixed amount is paid
b Awareness offlind-raising is created
c Most community members are interested and will therefore patronise

Disadvantages
a Because attendance is voluntary, turnout can be small

b Performances are not staged on a regular basis

4. Writing to Sons and Daughters outside the Village

Advantages

a Foreign currencies received give more local money
b Relationships are established with agencies outside the village to help v~ithcommumty

development projects
c Community members outside the community form associations to aid development at

home

Disadvantages

a Failure to honour appeals
b Refusal ofparents inlet theirchildren assist
c Non-patriotism on the part ofsons and daughters living aboard or outside the village

0 Possible misappropriation of funds

t U
p
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5. Harvests

Advantages

S

& ContnbstjonslLevies

58

a Peoplecancontribute farm produceinsteadof money,which mostpeoplefind
difficult to partwith

b Moneyisrealisedwhenpeoplefrom outsideattend andwantto makeandimpression

Disadvantages

a. Cannothe organisedveryoften
b Notmuchmoneyis alwaysrealised, especiallyus situations wherecommunity

membershaveto buy their ownproducts
c Somepeoplemaynot pay for what they havebought
d. Only fewpeoplemaycontribute

6. Appeal for Funds from Churchesandotherorganisations

Advantages

a Lardesumsofmoneycanhe realised
b Technicalandmaterialsupportcanalsoheobtained
c, An organisationmay adopt a comniunitytoprovideassistanceto itsdevelopment

activities

Disadvantages

a ThereIa noguaranteethat aid can beobtained
b. Assistancemay not comewhenneeded
c, The aidmay be inadequateor inappropriate

7. CommunityFarms

Advantages

a Fundsareraisedfrom thesaleofavailablefarmproduce
b Largeamountsofmoneycanhe realised
c Nomoneyis spentonacquiiing land and labour for cleanngof farmland

Disadvantages

a Crop failuredue to badweather
b Irsuffinentfarmland
c Poorparticipationof communitymembers
d Stealingoffbrmproduce
e Long-terminnature
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Advantages

a Therewillbe regularincomeif everybodycontributes
b Defaulterscaneasilyheidentified
c Willingnessto payif previousfluidswereputtogooduse

Disadvantages

a Povertymayreduceamountofcontribution
b Unwilhngnessto pay due top~negativeexpenence
c Collectorsmaymisusefluids
d Peoplemaynot seetheneedto contribute
e Collectorsmaynot he effective

9. Deduction from Funeral Contributions

Advantages

a Funeralsarefrequentoccurrencesin acommunity

b. Ensurescontinuousflow ofavailabilityofflindsbecausefuneralsthnnpartof
traditionalculture

c It is necessaryfor a communityregisterto he keptwhereeachperson’snamein every
householdis listed This preventssomecommunitymembersfrom notcontibiting

d. It ensuresthatbothresidentandnon-residentmemberscontributetowards
developmenteffortsoftheircommunities Parentsof non-residentcitizenspay on
theirbehalfforfimeralcontributions,whereasin a levy system,theymay refuseto pay

e. The systemeliminatesembarrassmentsincetheamountcollectedateachfuneralis
announcedat theendofthecelebration Furthermore,amountscollectedfor
developmentare accountedfor to thewholecommunity

£ 1\vo levelsofcommunitiesareputinplacefor managingaffairs concerning
developmentprojectsandfunerals Therefore,thechanceofmisusing finds isabsent
sincethereare checksand balances

& Funeralcollectionsarealwaysdepositedin a bankaccountwith 2 or 3 signatories

Disadvintages

a There is nosurewayofcheckingto seewhethertheamountannouncedis actually
equaltowhatwasactuallycollected

b. Parentscandecidenotto pay onbehalfoftheirdependents
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