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From HCES to CLUES – the story behind 
these guidelines
This document is a further development of the 
Household-Centred Environmental Sanitation 
(HCES) provisional guidelines for decision-makers 
(Eawag, 2005). The HCES planning approach is 
based on the Bellagio Principles for sustainable 
sanitation (see Annex) and was conceived by the 
Environmental Sanitation Working Group of the 
Water Supply and Sanitation Collaborative Council 
(WSSCC). Intensive piloting and evaluation of the 
household-centred approach took place between 
2006 and 2010 in Africa, Asia and Latin America, 
in 7 different urban and peri-urban sites.

This updated set of planning guidelines, called 
Community-Led Urban Environmental Sanitation 
(CLUES), is based on the lessons learned from pi-
loting the HCES approach. The name change from 
HCES to CLUES highlights the importance of 
broad community involvement (beyond the house-
hold level) in the planning and decision-making 
processes. Although the name changed, the main 
characteristics stay the same: a multi-sector and 
multi-actor approach accounting for water supply, 
sanitation, solid waste management and storm 
drainage and emphasizing the participation of all 
stakeholders from an early stage in the planning 
process. 
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Executive summary

The Community-Led Urban Environmental Sanitation (CLUES) approach presents comprehen-
sive guidelines for the planning and implementation of environmental sanitation infrastructure 
and services in disenfranchised urban and peri-urban communities. The planning approach builds 
on a framework which balances the needs of people with those of the environment to support 
human dignity and a healthy life. CLUES is a multi-sector and multi-actor approach accounting 
for water supply, sanitation, solid waste management and storm drainage. It emphasises the 
participation of all stakeholders from an early stage in the planning process.

This double page provides an overview of the CLUES approach with its three distinct elements:

•  7 planning steps
•  3 cross-cutting tasks relevant throughout the entire planning process, and
•	 The enabling environment which is required for sustainable interventions

Summary of the 7 planning steps

Step 1  Process Ignition and Demand Creation 
The planning process begins with ignition and promotional activities. This step aims 
to sensitise the community to environmental sanitation and hygiene issues and to 
create momentum and a solid platform for community participation. After a partici-
pative community mapping exercise and the discussion of key concerns with the 
residents in a first community meeting, an agreement on action is formulated and 
a community task force is formed by previously identified community champions.  
(page 19)

Step 2  Launch of the Planning Process
In step 2 all key stakeholders formally come together to develop a common un-
derstanding of the environmental sanitation problems in the intervention area and 
agree on the process of how to address them. The launching workshop must be in-
clusive, well-structured and attract public attention. In step 2 stakeholders generate 
a protocol agreement, an agreement on the project boundaries and an agreement 
on the overall planning methodology and process. (page 23)

Step 3  Detailed Assessment of the Current Situation
In step 3 stakeholders compile information about the physical and socio-economic 
environment of the intervention area. This step is important because it provides 
necessary background information for all future planning steps. Outputs include a 
refined stakeholder analysis, baseline data, and a thorough assessment of the ena-
bling environment and current levels of service provision. The main outcome of step 
3 is a detailed status assessment report for the intervention area. (page 27)

Step 4  Prioritisation of the Community Problems and Validation
In step 4 stakeholders deliberate the findings and implications of the assessment 
report, and identify and prioritise the leading general and environmental sanita-
tion problems in the community. The main outcomes of step 4 are the validated  
assessment report and an agreed-upon list of priority problems in the community.  
(page 31)
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Step 5  Identification of Service Options
In step 5 the planning team, in consultation with environmental sanitation experts 
and key stakeholders, uses an informed choice approach to identify one or two 
environmental sanitation system options that are feasible for the intervention area 
and can be studied in greater detail. The community and the local authorities reach 
agreement based on an understanding of the management and financial implica-
tions of the selected systems. (page 33)

Step 6  Development of an Action Plan
In step 6 stakeholders develop local area action plans for the implementation of 
the environmental sanitation options selected in step 5. The action plans must be 
implementable by the community, the local authorities and the private sector. The 
main output of step 6 is a costed and funded action plan that follows time sensitive, 
output-based targets. Every action plan must contain an operation and maintenance 
management plan to ensure the correct functioning of the sanitation system.
(page 39)

Step 7  Implementation of the Action Plan
As the goal of step 7 is to implement the CLUES action plan developed in step 6, this 
last step is not strictly speaking part of the planning process. Stakeholders translate 
the action plan into work packages which ultimately become contracts for imple-
menting the service improvements. The final stage of step 7 is the implementation 
of the O&M management plan. (page 43)

Cross-cutting tasks

There are 3 cross-cutting tasks which are relevant throughout the entire planning process: (page 17)

1. Awareness Raising and Communication are key to creating demand and raising people’s abilities  
 to make informed choices about the most appropriate systems and technologies. 
2. Capacity Development aims to strengthen skills for process management and collaborative  
 planning and skills like engineering, construction, operation and maintenance.
3. Process Monitoring and Evaluation allows one to  identify and correct mistakes or imbalances  
 or even to change the shape and direction of the project before it is too late.

The six elements of the enabling environment

The enabling environment and how it is understood is a key determinant for successful project inter-
ventions. The six elements that define an enabling environment need to be nurtured and pro-actively 
fostered to provide favourable conditions for environmental sanitation planning in challenging urban 
environments. (page 49)

Socio-cultural  
Acceptance

Legal and  
Regulatory 
Framework

Institutional 
Arrangements

CLUES 
Planning

Financial 
Arrangements

Government 
Support

Skills and 
Capacity
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The lack of clean water and basic sanitation 
presents one of the most significant service de-
livery challenges related to poverty alleviation 
and sustainable development. Because access 
to services is so low, and the public health im-
perative is so urgent, a much stronger focus 
is needed on sustainably scaling up access to 
environmental sanitation services and infra-
structure. The focus of this manual is on envi-
ronmental sanitation, which consists of water 
supply, sanitation, storm drainage and solid 
waste management – all basic urban services 
which are key to clean and healthy urban en-
vironments. However, CLUES has a clear prior-
ity on urban sanitation planning for the entire 
sanitation value chain (toilet, storage, trans-
port, treatment and disposal or re-use).

The goal of this manual is to enable urban 
communities and municipalities in low-income 
countries to plan and implement cost effective 
environmental sanitation services that em-
ploy appropriate technologies suited to user 
needs. Community-Led Urban Environmen-
tal Sanitation (CLUES) promotes a shift away 
from centralised conventional sewerage (but 
doesn’t exclude it) towards offering a range of 
technology solutions for people living in poor 
and unplanned urban areas. 

Box 1   Some key definitions

Community-Led…
In this context, a community is defined as a 
group that perceives itself as having strong 
and lasting bonds, particularly when the 
group shares a geographic location1. one 
measure of community is regular participa-
tion by individuals in its activities. Commu-
nity size can vary between a few hundred 
to tens of thousands of inhabitants. (Gott-
diener and Budd, 2005). In the context of 
this approach “community-led” places em-
phasis on the special role that communities 
play in improving their habitat.

… Urban…
The focus of the CLUES approach is on 
service improvements in informal and un-
planned urban or peri-urban settlements. 
UN-HABITAT defines a slum household as 
“...a group of individuals living under the 
same roof in an urban area who lack one or 
more of the following five conditions: du-
rable housing, sufficient living area, access 
to improved water, access to sanitation and 
secure tenure” (UN-HABITAT, 2003).

… Environmental Sanitation
Though the definition of “sanitation” is of-
ten limited to human excreta, “environmen-
tal sanitation” includes sanitation, stormwa-
ter drainage and solid waste management. 
Water supply is addressed only in so far as 
it impacts on the above environmental sani-
tation services. Therefore, environmental 
sanitation planning calls for coordinated ac-
tions between these often disparate sectors 
(Eawag, 2005).

Introduction

1  A more dynamic vision of community that incorporates issues of solidarity and conflict, power and social structures is of course  
 necessary in heterogeneous urban contexts.
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This manual is a further development of the 
“HCES Provisional Guideline for Decision-Makers”  
(Eawag, 2005) and is based on four years of ex-
tensive field-level validation in seven sites around 
the world. These revised guidelines are different 
from the previous version in four ways:

1. Simpler to use, featuring only 7 planning   
 steps (previously 10-step process);
2. Written in an easier and more accessible   
 language which non-experts can also follow;
3. Features a complete toolbox with multiple   
 “how-to-do-it” tools for each step of the 
  process;
4. Special attention is given to environmental   
 sanitation at the community level, especially  
 to low-income communities where service   
 improvements are a complex task.

This document has been developed to provide 
guidance for experts and professionals who work 
with peri-urban and urban neighbourhoods that are 
partially served or unserved in terms of environ-
mental sanitation services. The structured 7-step 
process and the accompanying toolbox presented 
here should prove useful to local authorities,  
donor agencies, planners and NGOs dealing with 
infrastructure programming and service delivery, 
as well as non-experts, local NGOs and commu-
nity-based organisations taking part in such a 
planning process.

Characteristics of the planning 
process

As pointed out in Part 2, an enabling environment 
is necessary to plan, implement and sustainably 
operate environmental sanitation services. Re-
lated to this enabling environment, certain spe-
cial skills, sufficient time and sufficient funds are 
three important ingredients for a successful reali-
sation of the CLUES planning process: 

•  Skills needed
The process leader who coordinates the CLUES 
planning approach will need planning skills, me-
diation and negotiation skills (e.g. to negotiate 
and mediate between diverging interests), and 
will have some knowledge in social sciences and 
environmental engineering. The CLUES approach 
requires skilled coordination between different 
departments and agencies such as municipal 
health departments, city utilities, municipal en-
gineers as well as private sector operators. It 
also requires skills to understand, motivate and 
involve stakeholders. Before you start, make sure 
that you have a skilled moderator/facilitator who 
knows the community.

•  Time needed
Previous experience has shown that the formal 
planning exercise (excluding implementation) can 
be conducted within 9-10 months. However, this 
assumes that the minimal requirements of an 
enabling environment discussed in Part 2 are al-
ready in place. Tricky issues that can lead to plan-
ning delays include unclear land tenure, conflicts 
between different stakeholders and vested inter-
ests or lack of sufficient funding. 

•  Funds needed
Experience shows that to carry out the first six 
planning steps, you would need at least US$ 
15,000. This amount can be lower when dealing 
with smaller communities of less than 1000 resi-
dents. This includes workshop costs and remu-
neration for the process leader. The costs involved 
in step 7 will vary widely according to the actions 
to be taken in the implementation phase.
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2  Decentralised wastewater management is “the collection, treatment and disposal/reuse of wastewater from  
 individual homes, clusters of homes, isolated communities as well as from portions of existing communities at or  
 near the point of waste generation” (Tchobanoglous, 1995).

The seven steps of CLUES show that this plan-
ning process requires strong "people-focused" 
skills involving communication and negotiation. 
People-centred planning takes time, more so than 
conventional expert-led planning approaches, but 
it contributes to finding solutions which are better 
accepted by the key stakeholders and suited to 
the case-specific conditions. By rushing through 
the planning steps, you cannot expect to achieve 
the desired improvements. Investing time and 
money, not only into a careful accomplishment of 
the planning steps but also in the development 
of important skills and capacity, is critical to the 
achievement of sustainably implemented and 
operated systems, and well worth the extra time 
and efforts.

How to use these guidelines

The CLUES guidelines are geared towards the 
community level and are meant to complement 
city-wide infrastructure planning approaches such 
as the Sanitation 21 planning framework (IWA, 
2006) or the Citywide Sanitation Strategy (ISSDP, 
2010). Both of these "citywide" approaches seek 
to enhance synergies among the actors in sanita-
tion development at a municipal level and aim to 
develop city-wide sanitation. For a more detailed 
discussion of the link between community level 
and city-wide approaches, see step 6.

 PART 1 presents the 7-step planning approach. 
Each step links to hands-on tools explaining the 
details of how to go about it and includes an  
exemplary case study. Part 1 also mentions the 
necessary skills, timeframe and funding needed 
to carry out the planning approach.  

 PART 2 deals with the so-called "enabling envi-
ronment", and is meant to assess and pro-actively 
foster favourable conditions for environmental 
sanitation planning in challenging urban environ-
ments. The enabling environment is a key deter-
minant for successful project interventions.

 PART 3 contains 30 practical tools which sup-
port the implementation of the CLUES approach. 
These vary from full documents to checklists and 
examples of workshop agendas. All tools are in-
cluded on the accompanying USB Key or can be 
accessed in their latest version on the internet 
(www.sandec.ch or www.wsscc.org). Some of 
the tools can also be used for Part 2 (creating an 
enabling environment).
This document is meant to be used jointly with 
the Compendium of Sanitation Systems and 
Technologies (Tilley et al., 2008) which provides 
comprehensive information about the full range 
of sanitation technologies and is also included in 
the accompanying toolbox (tool T15).

Users of these guidelines should feel free to use 
them in the way they find best (e.g. by following 
only selected planning steps, or by working with 
the toolbox according to the needs in a specific 
situation). Users are encouraged to be inventive 
and evolve their own activities and tools in plan-
ning for better environmental sanitation.

Identifying an enabling  
environment

An "enabling environment" can be seen as the set 
of inter-related conditions that impact the poten-
tial to bring about sustained and effective change 
(adapted from World Bank, 2003). This includes po-
litical, legal, institutional, financial and economic, 
educational, technical and social conditions which 
encourage and support certain activities. An ena-
bling environment is important for the success of 
any development investment; without it, the re-
sources committed to bringing about change will 
be ineffective. This means, for example, that if the 
existing sector policies or design regulations do 
not allow for decentralised wastewater treatment 
options2, a participatory planning exercise like 
CLUES will not be very effective. 
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Therefore, an important part of the decision to 
undertake the planning process is to review the 
existing environment and to decide what needs 
to be addressed in order to allow the programme 
to succeed, and to work towards securing these 
changes. These guidelines will help to identify 
which of the existing conditions need to be ad-
dressed and adjusted to bring about an environ-
ment that enables change.

The six key elements of an enabling environ-
ment for the successful application of a CLUES  
approach include: 

1. The level of government support, in terms   
 of political support and favourable national   
 policies and strategies;
2. The legal and regulatory framework, with   
 appropriate standards and codes at national   
 and municipal levels; 
3. Institutional arrangements that accept and sup- 
 port the community-centred approach used;
4. Effective skills and capacity ensuring that all   
 participants understand and accept the  
 concepts and planning tools;
5. Financial arrangements that facilitate the mobi-
 lization of funds for implementation; and,
6. Socio-cultural acceptance, i.e. matching serv- 
 ice provision to the users’ perceptions, pref-  
 erences, and commitments to both short-  
 term and long-term participation. 

These main elements of the enabling environ-
ment should be identified during the planning 
process and the knowledge and understanding 
of the enabling environment should be continu-
ously improved. Without a thorough understand-
ing of the existing environment, problems and 
bottlenecks will arise in the planning process. Of 
course, there never will be ‘the perfect enabling 
environment’ – but there are degrees of more or 
less enabling or disabling factors which can hinder 
or facilitate progress. 

It should also be considered that:
>    there is no checklist that will enable you to 
gauge the relative degree of supportiveness or 
‘buy-in’ and whether or not there is a sufficiently 
enabling environment in which to proceed – this 
must be assessed individually for each context 
and setting. The analysis provided in Part 2 on 
page 49 will help you to assess the enabling envi-
ronment and find ways to improve it;

>    enabling environments are dynamic. This 
means that the six elements identified in the 
summary checklist below will change over time 
through new governments, sector reforms, evolv-
ing sector policy, etc.;

>    project implementation can positively influ-
ence and even modify a given environment at 
the local level (e.g. by increasing awareness and 
knowledge in the community). Good practice 
and a successful planning process can catalyse 
a gradual move towards a more enabling environ-
ment and can lead to changes in thinking and the 
ways things are done.

Some minimal requirements should be consid-
ered before the 7-step planning process starts. 
These minimal requirements include:
•	 willingness	of	the	local	government	to	sup-	 	
 port or tolerate such a planning process;
•	 presence	of	a	local	champion	who	is	willing		 	
 and able to take the lead in the process;
•	 existence	of	institutional	skills	and	capacities		
 for facilitating multi-stakeholder processes at  
 the municipal/utility level and at ward/local   
 level (NGOs/CBOs).
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The summary checklist in Box 2 will help you 
to consider the six elements involved. A more  
detailed assessment of the enabling environment 
is provided in Part 2 on pages 49 to 65 – don’t 
forget to look into this, as it is integral to the suc-
cess of CLUES!

•	 Government Support: Is there local 
  authority support for community- 
 centred approaches in terms of political  
 support and favourable national   
 policies?

•	 Legal and Regulatory Framework: Does  
 the legal framework feature standards  
 and codes at national and municipal  
 levels that allow or promote alternative  
 and/or low-cost options?

•	 Institutional Arrangements: Do the exist- 
 ing institutional arrangements sup- 
 port the multi-stakeholder & participa- 
 tory CLUES approach?

•	 Skills and Capacity: Do the key stake- 
 holders to be involved possess basic  
 skills and capacity that can be developed  
 to a sufficient level during the one year  
 planning process?

•	 Financial Arrangements: Are there suf- 
 ficient financial arrangements to ensure  
 implementation and proper o&M?

•	 Socio-Cultural Acceptance: Is the socio- 
 cultural environment conducive to full  
 community participation and does it not  
 exclude certain groups?

Box 2:  Summary checklist for a preliminary assessment  
of the enabling environment
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PART 1
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This part describes the 7-step planning proc-
ess used to develop and implement a CLUES 
programme. These steps are presented in se-
quence, but in practice they will usually over-
lap and some steps may need to be repeated 
iteratively, in order to arrive at acceptable so-
lutions. The most important principle is that 
the process should be ‘owned’ by the stake-
holders who are directly affected: even though 
experts may be providing advice and taking a 
lead role on certain activities, the local com-
munity should take responsibility for the over-
all planning process. The figure on the back 
cover of this book provides an overview of the 
planning framework with its 7 steps, main ex-
pected outputs and workshops.  

Stakeholder Participation
Stakeholders are those persons or organisations 
who directly or indirectly are affected by – or can 
affect – the environmental sanitation situation 
within a particular community or area. A distinc-
tion is made between process leaders, primary 
stakeholders, and secondary stakeholders. Proc-
ess leaders are those responsible for driving the 
planning process and essential to achieving the 
main outcomes of the CLUES process. Primary 
stakeholders are institutions or people that have a 
“stake” in the planning process or have the poten-
tial to affect or be affected by planning decisions. 
Secondary stakeholders are other stakeholders 
who may take part in workshops or meetings but 
are not essential to the planning process. Detailed 
information on institutional arrangements and a 
list of typical stakeholder groups which should be 
involved in a CLUES process are provided in Part 
2 of these guidelines on page 54. 

In order to determine appropriate participation, it 
is essential to do a stakeholder analysis. A stake-
holder analysis is the process of identifying and 
understanding the interests, influence, strengths 
and weaknesses of stakeholders, as well as the 
relationships between them. It allows finding out 
how to involve each one in the process. Some 
stakeholders are important for the project (their 
needs and interests are relevant and a priority) 
and others have influence on it (the power to 
positively or negatively affect the project). Stake-
holders and their roles evolve over time: some 
stakeholders may be primary stakeholders at the 
beginning and then become secondary stakehold-
ers or vice versa, according to the findings and de-
cisions. A stakeholder analysis should therefore 
be reviewed and refined throughout the project.

The CLUES process suggests that a stakeholder 
analysis be done during the first three steps: step 
1 includes a preliminary stakeholder identifica-
tion, in step 2 (the official launch of the planning 
process) a participatory stakeholder analysis exer-
cise is carried out and in step 3 the assessment is 
completed and refined. A detailed stakeholder as-
sessment procedure is presented in Tool T5. For 
each of the 7 steps a list of stakeholders which 
typically should be involved is provided.

Let’s Plan! The 7 Planning Steps

PART 1
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Figure 1: Awareness raising: presenting results of the drinking water quality analysis 
in Nala (Nepal) in 2009 (Source: Sandec).
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Cross-Cutting Tasks
CLUES features three cross-cutting tasks, which are 
relevant throughout the entire planning process:

>    Awareness Raising and Communication
People’s ability to make informed choices 
about the most appropriate system and tech-
nology and to absorb and adapt a technology 
has to do with creating awareness and expo-
sure to good and well-designed examples. 
This entails giving stakeholders the opportu-
nity to get “real-life” experience. This can in-
volve either the building of good-practice dem-
onstration units or conducting study tours to 
existing similar facilities and interaction with 
existing users (NETSSAF, 2008). Good exam-
ples also include organizing community “sani-
tation bazaars” (see cover image and T1) or 
targeted communication campaigns for spe-
cial segments of the community, e.g. open 
defecators, waste handlers, etc. Social media 
like Facebook or Twitter also present increas-
ingly effective tools for information sharing 
and communication in urban context.

>    Capacity Development
The application of the participative CLUES 
planning process requires knowledge, com-
petencies and collaboration to mediate and 
guide the process (participatory manage-
ment skills). Additionally, specific expertise 
are needed, e.g. to select and implement  
appropriate environmental sanitation solu-
tions according to the given context (planning 
and engineering skills). Skills and capacity are 
an important component of an enabling en-
vironment. Therefore it may be necessary to 
build capacity by conducting trainings, sharing 
information and raising awareness. In order to 
sustain a new system, it will also be valuable 
to anchor the required knowledge for its oper-
ation and maintenance after implementation.

Going through a CLUES process should be 
considered a mutual learning experience for 
all stakeholders. By means of targeted capac-
ity development activities, knowledge and 
skills can be transferred and developed, which 
empowers people and contributes to the ef-
ficient accomplishment and sustainability of 
the planned measures. Pages 58-60 in Part 2 
provides a more detailed explanation of the 
required skills for different stakeholder groups 
and introduces possible methods for capacity 
development.

>    Process Monitoring & Evaluation
Monitoring is the act of assessing progress 
and making sure the planning process stays 
on track. Basically, monitoring involves a situ-
ation analysis that asks 3 simple questions: 
Where are we? Where do we want to go next? 
What do we need to do to make it happen?
There are many ways of monitoring: from 
elaborate monitoring checklists to community 
self-monitoring events. Ideally, monitoring 
should be executed by all individuals and insti-
tutions which have an interest in the project. 
For the sake of keeping things simple, we sug-
gest that regular monitoring review meetings 
be held after each of the six planning steps 
by the process leaders, ideally right after the 
respective workshop. A monitoring checklist 
is provided in tool T30. 
Regular monitoring facilitates the identifica-
tion and correction of project inefficiencies 
and can lead to changes in the shape and 
direction of the project. For example, overall 
changes in city-wide service delivery may 
prompt a change in solutions that are offered, 
or new funding opportunities may broaden 
the overall scope of the project. Conducting 
an evaluation at the conclusion of the 7-step 
process will help to identify and document 
lessons learned which can in turn be used to 
improve the overall approach.
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The planning process presented in these 
guidelines begins with ignition and kick-off  
activities. These activities are adopted from 
the widely promoted CLTS approach and 
adapted to the urban context. The planning 
process aims to sensitise the community to 
environmental sanitation and hygiene issues 
and to create a momentum and a good basis 
for community participation. After a partici-
pative community mapping exercise and the 
discussion of key concerns in an initial com-
munity meeting, an agreement on action is 
formulated and a community task force is 
formed by previously identified community 
champions. This community task force acts 
as the interface between the community and 
other stakeholders.

This step must allow time for consensus-
building and developing rapport between the 
community and the external persons/institu-
tions involved.

What to do & how to do it?

The initial step of the CLUES process consists of 
the following three main activities:

1. Kick-off events
Successful kick-off events can both provide a  
basic understanding of the main health, sanita-
tion and hygiene problems in the target commu-
nity and ignite (or trigger) community motivation 
to improve their immediate environments. These 
events also help to create a basis for community 
participation and to identify community champi-
ons (see below).
Depending on the local conditions, the ignition 
process within your community can take on many 
forms. The most promising approach that can be 
used for community ignition is the popular Com-
munity-Led Total Sanitation (CLTS) approach. It is 
appropriate for rural and peri-urban settings with 
a high prevalence of open defecation but has not 
been widely tested in the urban context. If done 

well, the one-day CLTS triggering events can kick-
off a successful process for change and commu-
nity empowerment.

Tool T1 provides an overview and explanation of 
various kick-off activities and helps you select a 
suitable approach according to the characteristics 
and needs of your community. Depending on the 
approach you choose and the outcomes of a first 
event you can decide whether further events or 
activities are needed. Kick-off events are good op-
portunities to get a primary insight into the com-
munity and to find, inspire and support commu-
nity champions (see Box 3). 

Box 3:  Identifying community 
champions 

In every community or neighbourhood 
there are some individuals who have the 
ability to influence change because of the 
respect given to them by the community 
members. Traditional leaders, opinion lead-
ers, politicians, leaders of local community-
based organisations, or just natural leaders 
can be community champions. Depending 
on the context they can be old or young, 
women or men, religious leaders or teach-
ers (Chambers, 2009). Natural leaders must 
be strongly motivated, enthusiastic and 
committed towards their community. once 
identified, they act as vital entry points to 
the targeted community and represent im-
portant linkages for community involve-
ment during the planning process.

Note that not every community needs an initial 
ignition step. Especially in urban areas which have 
higher levels of education than in remote rural  
areas, awareness and knowledge about water, 
sanitation and hygiene issues can be well de-
veloped and this initial ignition step can be by-
passed.

Step 1: Process Ignition and Demand Creation

Step 
1
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Two further approaches that are particularly ap-
propriate for raising awareness for hygiene and 
health issues and demand for sanitation solutions 
in urban contexts are sanitation marketing and 
Community Health Club initiatives (see T1):

Sanitation Marketing combines changing sanita-
tion behaviours and advertising affordable sanita-
tion products and services. This can include drama 
or road shows, sanitation bazaars, etc. Marketing 
interventions are short and sporadic events that 
are limited to a few hours or a full day and can be 
repeated throughout the entire CLUES process.

Community Health Clubs are voluntary com-
munity-based organisations formed to provide 
a forum for information and good practice. They 
work best with a longer term stakeholder com-
mitment.

 

Figure 2: Social marketing for improved sanitation  
in Mexico (Source: Atzin, www.atzin.org).

2. Initial community meeting
This half-day meeting builds on the initial momen-
tum of the ignition events and aims to further 
mobilise and inform the residents, and to identify 
the main concerns of the community. The meet-
ing should include fun and interactive elements 
to promote lively participation. In different work-
ing groups you are recommended to carry out the  
following activities with the participants of the 
meeting: 
•	 Talking	about	key	environmental	sanitation		 	
 problems in focus group discussions (see T2  
 for details on this technique)
•	 Going	on	a	transect	walk	(see	T3	for	details)			
 through the neighbourhood, thereby  
 discussing issues regarding environmental   
 sanitation, identifying community health   
 risks and problems associated with poor 
  hygiene practices. A “walk of shame” 
 (commonly used in CLTS) represents a  
 special form of a transect walk, which aims   
 to create disgust among members practicing  
 open defecation (but is not effective for all   
 socio-cultural contexts).
•	 Creating	a	map	of	the	neighbourhood	in	a		 	
 participatory mapping exercise (often   
 referred to as community mapping, see   
 T3 for details) 
•	 Defining	the	project	boundaries	and	area	of		 	
 intervention.

In the plenary, the community agrees upon the is-
sues identified and states its willingness to tackle 
them. If there is real commitment and initiative 
then it could make sense to draft a Memorandum 
of Understanding which community represen-
tatives can sign. For further steps to be taken, a 
community task force is formed. This task force 
should consist of committed and enthusiastic 
community members who are willing to be in-
volved in the planning process by representing 
the interests and concerns of the community. 
Community champions identified during ignition 
events or this community meeting are important 
candidates for such a committee. The members of 
the task force will be formally confirmed or, if nec-
essary, elected during the launching workshop in 
step 2 of the planning process. Tool T4 helps you 
organise such a community meeting.

Step 
1
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3. Stakeholder Identification
During this first step you will mainly get an over-
view of the community and its characteristics, but 
also get a first idea of the stakeholders which will 
be important for the further development of the 
project. You should benefit from the activities in 
step 1 to do an initial stakeholder identification. 
This is particularly important in order to know who 
should be invited to the launching workshop in 
step 2. Tool T5 describes how to do it. During the 
launching workshop a participatory stakeholder 
assessment will be carried out with the partici-
pants, which allow a more detailed analysis of 
stakeholders. 

Who should be involved in process ignition 
and demand creation?

Kick-off events: 
•	 An	established	NGO	or	experienced	 
 facilitators lead kick-off activities
•	 Community	members	(open	invitation)
•	 Small	scale	businesses	already	existing	 
 in the area

Initial community meeting:
•	 Community	members	(open	invitation)
•	 Community	champions	identified	during	the			
 kick-off events
•	 Existing	CBOs	and	NGOs
 

STEP 1 TOOLS

T1 Ignition and Demand Creation

T2 Interview Methods and Questionnaire  
  Examples

T3 Participatory Assessment Methods

T4 Organising Meetings, Events and  
  Workshops

T5 Stakeholder Analysis

Main outputs

Kick-off events:
•	 Heightened	community	awareness	of	 
 important water, sanitation and hygiene  
 issues in the community 
•	 Community	champions	identified 

Initial community meeting:
•	 Key	environmental	sanitation	problems	 
 identified by the community
•	 Community	map	and	definition	of	project		 	
 boundaries
•	 Formulation	of	an	agreement	on	action
•	 Formation	of	a	community	task	force 

Stakeholder identification:
•	 First	inventory	and	characterisation	of	 
 stakeholders. This will form the basis for the   
 analysis in step 2.

Caution

>    Start in favourable conditions. The community 
should be relatively homogeneous without insur-
mountable internal frictions. Transient communi-
ties without social cohesion should be avoided. 

>    Informal tenure status can also be a formi-
dable obstacle to improving urban environmental 
services and should be addressed early on. 

>    While most of the mentioned approaches for 
ignition have been tested in homogeneous, rural 
or peri-urban contexts, their effect is worth test-
ing in informal urban settlements that are more 
heterogeneous and challenging. The ignition 
process and identification of community champi-
ons may be less straightforward in urban than in 
rural communities.

>    Ignition and demand creation activities should 
equally address women and men. When organis-
ing the events, make sure you account for gender 
relations and balance the participation of men and 
women. In some cases the socio-cultural context 
will require to carry out separate activities for 
male and female community members.

Step 
1
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Example for Step 1

Ignition and demand creation in informal set-
tlements of Kampala, Uganda

Social marketing is considered one of the most 
effective approaches for igniting a process to 
improve household sanitation and hygiene 
practices. To prepare for a social marketing 
campaign, SSWARS (a local NGO working in 
Kampala’s informal settlements) conducted a 
thorough needs assessment. Through consul-
tations with community leaders in three slum 
settlements in Kawempe division, SSWARS 
established the sanitation situation and sought 
community opinions on what could be done 
to improve household sanitation. The findings 
showed that poverty, lack of knowledge and 
deficient technology were the main reasons for 
poor household sanitation and hygiene prac-
tices. The following triggering activities were 
developed to improve overall conditions:
•	 Information,	 Education	 and	 Communica-
tion materials such as posters and flyers were 
developed in English and the main local lan-
guage (Luganda) and circulated to inform the 
residents about best practices in sanitation 
and hygiene practices.
•	 In	each	of	 the	 target	communities,	volun-
tary Village Health Team members were identi-
fied and trained to carry out day to day sensi-
tisation and health education of residents. 
•	 Drama	activities	in	which	community	mem-
bers acted out the values of good sanitation 
and hygiene behaviour were used as sensitisa-
tion tools.  

 
Figure 3:  

Village health teams in Kampala, Uganda  
being trained on the use of promotion tools  

(Source: SSWARS).

 

Step 
1
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Step 2 is where all key stakeholders formally 
come together to develop a common under-
standing about the complexity of environmen-
tal sanitation problems in the intervention area 
and to agree on the process of how to solve 
them. The launching workshop must be inclu-
sive, well-structured and create public atten-
tion. Through community sensitisation carried 
out during the previous step, enough activity 
is generated to initiate the planning process. 
The main outcomes of step 2 are a written pro-
tocol agreement, an agreement on the project 
boundaries and an agreement on the overall 
planning methodology and process.

What to do & how to do it?

The launching of the planning process involves or-
ganizing and holding an Official Launching Work-
shop which includes the key stakeholders and 
aims to formalise the planning process. A high 
level of organisation and timeliness will contribute 
to workshop success. T4 will assist you in organi-
sational aspects.
The following items should be covered in this half-
day workshop:

1. Workshop opening
2. Presentation of the CLUES approach
3. Participatory stakeholder assessment
4. Definition of the project spatial boundaries 
5. Problem assessment by the different  
 stakeholders
6. Approval of planning methodology and 
 agreement on responsibilities
7. Written protocol agreement and summary   
 report of the launching workshop

T6 provides a detailed overview of a suggested 
workshop agenda. Details for the seven elements 
of the launching workshop are given below.

1. Workshop opening
 A community representative should provide   
 a short overview of the key problems of the   
 urban environment and basic urban services.  
 This can be done orally or with the help of   
 slides and images.

2. Presentation of the CLUES approach
 The process leader, e.g. NGO or agency,   
 presents the CLUES approach, making   
 sure that all the participating stakeholders   
 really understand and accept the implica-  
 tions, e.g. the necessity of intensive user   
 involvement; close collaboration between   
 various agencies; and the possibility that   
 the inte-grated, multi-service solution finally   
 adopted may not exactly correspond to what  
 the individual sectoral agencies had envis-  
 aged (you may use T7 for this).  

3. Participatory stakeholder assessment
 An identification of all stakeholders and   
 their interests should be carried out during   
 this workshop and be adapted and fine-tuned  
 in the following steps of the process. Tool T5  
 can assist you in structuring this. 

4. Agreement on project boundaries
 Participants need to decide on the physical   
 boundaries for programme interventions.   
 An additional transect walk (see T3) could   
 help identify the exact boundaries of   
 the respective settlement. It is important   
 to reach consensus during the meeting to 
  define the physical boundaries for planning  
 purposes, recognising that as the pro- 
 gramme develops, implementing actions  
 may be sequenced differently for different  
 parts of the programme area and for pro- 
 gramme parts managed by different stake 
 holders.  

Step 2: Launch of the Planning Process

Step 
2
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Step 
2

5. Problem assessment by the different   
 stakeholders 
 Stakeholders can form small thematic work-  
 ing groups to discuss local service deficien- 
 cies, urban environmental problems, the  
 main reasons behind poor urban services as  
 well as community capacity to participate  
 in the planning process and implement  
 recommended actions. Tool T8 on problem  
 tree analysis can be used for this group  
 work. Finally the small thematic working  
 groups should develop problem statements  
 based on their discussion;  
 
6. Approval of planning methodology and   
 agreement on responsibilities
 Stakeholders decide on whether or not to  
 really launch the project process. In a positive   
 case, the approval of the planning meth- 
 odology should be followed by nominating  
 and approving a project coordination com- 
 mittee (see Box 4). The members of the com- 
 munity task force formed in step 1 should  
 also be formally integrated. An agreement  
 should be reached on how the remainder of  
 the work will be carried out, and respon- 
 sibilities should be defined. In particular, an  
 agreement has to be reached on who will  
 have responsibility for the overall manage- 
 ment and coordination. Given the number of  
 agencies likely to be involved, the process  
 leader needs to be a respected and neutral  
 professional, and a skilled diplomat. 

7. Protocol agreement and summary   
 report of the launching workshop
 The process leader with the coordination  
 committee must develop a written protocol  
 agreement so that the agreement that is  
 binding to the involved and affected stake- 
 holders. The workshop report should include  
 the roles and responsibilities of the various  
 stakeholders in the process, a preliminary  
 definition of project boundaries and the  
 selected project coordination committee  
 members.

Box 4:  Project coordination  
committee

This committee is the driving force behind 
the entire planning process. It involves mem-
bers of the community task force and other 
stakeholders identified as ‘primary’ during 
the participatory stakeholder assessment in 
step 2. It should be chaired by a respected 
and experienced person. The committee 
coordinates the main workshops and plan-
ning activities and is responsible for editing 
any main reports or final plans. Committee 
members should work voluntarily but may 
be remunerated for monthly committee 
meetings.

Who should be involved in the launch of 
the planning process?

The official launch of the process should be held 
after the community meeting of step 1 in the 
form of a multi-stakeholder workshop. The work-
shop should be moderated by an expert facilitator. 
It should be attended by the various stakeholders 
identified during the kick-off events and should 
include the process leader, municipal health  
officers, municipal and district authorities, utility 
representatives, NGOs, university lecturers and 
students and representatives from the commu-
nity including the project coordination commit-
tee.  
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Step 
2

STEP 2 TOOLS

T3 Participatory Assessment Methods

T4  Organising Meetings, Events and
  Workshops  

T5   Stakeholder Analysis

T6   Sample Agenda: Official Launching  
  Workshop

T7   PowerPoint Slides: CLUES  
  Presentation

T8   Problem Tree Analysis

Caution

>    Make sure to involve local government and 
utility representatives in the official launching 
workshop to avoid potential conflicts with exist-
ing policies, regulations or municipal by-laws. It 
will also help clarify available support and skills at 
municipal or district levels.

>    This step will result in the decision of whether 
to continue or terminate the CLUES process and 
is therefore of great importance. Given the large 
number of stakeholders with diverging interests 
involved, an overall agreement may be difficult. 
Therefore, an experienced moderator who un-
derstands the goals of the project and its com-
mitments is necessary. CLUES is based on a  
demand-responsive approach, whereby only those 
communities showing willingness to participate 
in planning, training and O&M are selected.

Main outputs

•	 Decision	on	continuation	of	the	planning		 	
 process

•	 Participatory	stakeholder	assessment

•	 Definition	and	delimitations	of	programme		 	
 boundaries

•	 Problem	statements

•	 Approval	of	planning	methodology	and	 
 agreement on process and responsibilities

•	 Protocol	agreement	and	report	of	the	 
 launching workshop

•	 Formation	of	a	project	coordination	 
 committee

•	 Confirmation	of	the	community	task	force		 	
 (formed in step 1)
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Step 
2

Example for Step 2

Launching Workshop in Hatsady Tai, Vientiane. 
Laos

This example from Laos highlights how a 
launching workshop links to the initial com-
munity meeting. During Step 1, prior to the 
official launching workshop (Step 2) a com-
munity meeting was organised with the aim of 
identifying the main issues in the urban neigh-
bourhood, mapping current environmental 
sanitation services, and discussing the sug-
gested planning process.

Initial community meeting (Step 1): The half-
day community workshop was organised in 
the neighbourhood meeting room of Hatsady 
Tai and attended by 60 community members, 
local government authorities, political organi-
sations, the process leader, and represen- 
tatives of Sandec. The goal of the workshop 
was to present and discuss the project idea 
and the planning procedure, to conduct a rapid 
assessment of the current environmental sani-
tation situation, and to identify the main stake-
holder groups. Focus group discussions and 
participatory mapping were used as the main 
participatory assessment methods.

official launching workshop (Step 2):  
The project was officially launched on 11 July, 
2007 in the framework of a multi-stakeholder 
workshop in Vientiane. The objectives of the 
workshop were to validate the project site,  
formalise the planning process, identify  
relevant stakeholders, review the current po-
litical and legislative environment in Lao PDR, 
and set up a project coordination committee. 
The workshop was attended by participants 
representing relevant national, provincial and 
district level authorities, NGOs, academia, and 
village representatives. A major issue men-
tioned by the workshop participants was the 
need to identify funding sources at a very early 
stage of the project.

 

Figure 4:  
Official launching workshop in Hatsady Tai, 

Laos in 2007 (Source: Sandec).
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Step 
3

Step 3 is about understanding the physical and 
socio-economic environment of the interven-
tion area. This step is important because it pro-
vides the necessary background information 
for all future planning steps. outputs include 
a refined stakeholder analysis, a poverty map, 
baseline data, and a thorough assessment of 
the enabling environment and current levels of 
service provision. Step 3 must be coordinated 
by an able person/institution that is familiar 
with the area and understands the complex 
sectoral issues and service delivery problems, 
it can be an expert hired by the process leader. 
The detailed assessment (i) is participatory, 
(ii) has a pro-poor focus, (iii) deals with all el-
ements of environmental sanitation, and (iv) 
takes into account a community’s views and 
experiences. The main outcome of step 3 is a 
detailed status assessment report for the in-
tervention area.

What to do & how to do it?

After having gone through the summary checklist 
on the enabling environment on page 13 and hav-
ing conducted the ignition and launching steps, 
you should at this stage have the basic knowl-
edge needed for the decision to continue the 
CLUES process. Now is the time to collect de-
tailed information for further planning activities. 
The detailed assessment should be conducted as 
a participatory, comprehensive exercise involving 
all key actors (especially all primary stakeholders 
identified during step 2). It includes an analysis of 
current conditions and service levels in the com-
munity as well as a more detailed assessment of 
the enabling environment. The following presents 
a step-by-step overview on how to conduct the 
detailed assessment:

1. Collect and synthesise existing information   
 about the project area from all sources   
 (reports, studies, student theses, etc.).  
 Assess which data is outdated and where  

 there are missing data (e.g. demography,   
 poverty levels, updated area map).

2. Conduct a full assessment of the enabling  
 environment. It should include issues like   
 sector legislation and regulations, sector  
 finance, availability of human resources and 
  skill levels, health and hygiene levels, gender  
 roles, and security of tenure (especially in   
 informal and semi-formal settlement areas).   
 Without a thorough understanding of the   
 existing environment, problems and bottle-  
 necks are likely to arise later in the plan-  
 ning process. There never will be "the perfect  
 enabling environment" – but there are  
 degrees of more or less enabling or disabling 
  factors which can hinder or facilitate    
 progress. To conduct a complete assess-  
 ment, use the checklist provided in tool T9   
 and refer to Part 2 about the enabling envi-  
 ronment.

3. Assess current conditions and services in  
 the intervention area. This should include  
 existing sanitation facilities, types of latrines,  
 water consumption, existing sewers, sludge   
 management practices, analysis of service   
 providers, solid waste collection, disposal  
 sites, fees, etc. Assessment strategies  
 should include semi-structured interviews   
 and focus group discussions (see T2), both   
 with service provider representatives (utili- 
 ties, municipal services, private enterprises)   
 as well as service customers and end-users   
 (e.g. farmers using products like dried faecal  
 sludge, eco-humus or urine). 

4. Carry out a poverty mapping exercise (com-  
 munity mapping with focus on poverty  
 information, see T3). If there is no existing   
 data on the current poverty status of the  
 intervention area, a mapping exercise allows  
 poverty information to be geographically 
 disaggregated. It will also facilitate targeted   
 interventions to reach the poorest and   

Step 3: Detailed Assessment of the Current  
        Situation
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 most vulnerable. Poverty and inequality are 
  multi-dimensional – consumption and   
 income, education, health, opportunities,   
 powerlessness, etc. – and have multiple  
 determinants, especially in unserved  
 urban settlements. A basic understanding  
 of the linkages between urban poverty and   
 the lack of services is a crucial aspect of the   
 analysis and needs to be taken seriously.

5. Conduct a randomised household survey 
  (see T2). If you have resources and trained   
 staff available, household surveys can 
  provide detailed information and statistics  
 on the residents’ behaviour and perspec-  
 tives. An extensive survey is not required  
 for the purpose of a detailed status assess- 
 ment, but conducting semi-structured inter-  
 views with randomised households during   
 one or two days can be helpful.   

6. Refine the stakeholder analysis conducted   
 during the launching workshop (see tool T5). 
  During this step, many interactions with the   
 different stakeholders take place through 
  focus group discussions, semi-structured   
 interviews, informal conversations and field   
 visits. This leads to a much closer relation- 
 ship with stakeholders and a better under- 
 standing of their interests, influence,   
 strengths, weaknesses, potential for collabo-  
 ration and empowerment needs. 

The following assessment step is optional:
•	 Transect	walk	(see	T3):	if	not	already	done	in		
 step 1 or 2, conduct a transect walk in the   
 intervention area together with community 
  representatives (NGOs, CBOs, and teachers) 
  to get a first-hand impression of the local  
 situation.
Collecting and synthesizing information is a chal-
lenging task and in many cases it will be the first 

time such detailed baseline data has been col-
lected for a given area. Generally, step 3 should 
take about 10-12 weeks to conduct. At the end of 
step 3, a detailed ‘status assessment report’ will 
be produced and distributed among all primary 
stakeholders. A sample outline of such a report is 
provided in tool T10.

Who should be involved in a detailed  
assessment?

•	 The	process	leader	in	charge	of	coordinating			
 the CLUES process: NGOs, municipal depart- 
 ments or universities/applied research units.   
 The process leader leads and coordinates the  
 detailed assessment
•	 Community	champions	and	elected	council-	 	
 lors, teachers, religious leaders, women’s 
  groups
•	 Other	primary	stakeholders:	the	utility,	ward	 
 or city-district officers, municipal planning   
 and health departments, other NGOs or  
 donors working in the area, private sanitation 
  entrepreneurs, by-products reusers (e.g.   
 farmers)
•	 The	unserved:	organise	focus	group	discus-	 	
 sions with disenfranchised parts of the 
  community

If the CLUES coordination committee estab-
lished during step 2 is up and running, you could 
consider providing them with a small budget to 
carry out parts of the assessment work. This will 
further empower them and strengthen process 
ownership.

Step 
3
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STEP 3 TOOLS

T2 Interview Methods and Questionnaire  
  Examples

T3 Participatory Assessment Methods

T5 Stakeholder Analysis

T9 Assessment Checklist

T10 Contents and Examples of a Status  
  Report

Caution

>    Tensions and disagreements between dif-
ferent stakeholders may become apparent the 
deeper the process goes. Instead of conceal-
ing these differences, the detailed assessment 
should pay particular attention to making these 
transparent and present all sides of conflicts/
disagreements in an objective way. To give an ex-
ample: landlords’ interests are fundamentally dif-
ferent from tenants’ interests when it comes to 
providing safe and improved toilets. 

>    Public water and sanitation utilities with mo-
nopolistic services are often unsupportive of 
small-scale entrepreneurs serving poor urban ar-
eas (who often complain of unfair treatment). 

>    Be aware that communities can provide false 
information in order to achieve their aims (and 
become project beneficiaries). It is important 
that the process leader is introduced to all stake-
holders and stakeholder groups. Getting to know  
people personally and building trust are key fac-
tors for success.

Main outputs

•	 Refined	stakeholder	analysis
•	 Poverty	map
•	 Results	of	the	randomised	household	survey
•	 Status	assessment	report,	summarizing	all		
 main findings. If necessary, this report   
 should be translated to the local language
•	 Decision	to	proceed	with	the	CLUES	process		
 taken by project coordination committee

Step 
3
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Example for Step 3

Detailed Assessment in Chang’ombe, 
Dodoma, Tanzania

The status assessment report for the 
Chang’ombe area in Dodoma contains the 
most up-to-date and complete data on environ-
mental conditions in the unplanned settlement 
of Chang’ombe and pulls together information 
from various sources, including focus group 
discussions and key informant interviews. Ad-
ditionally, a random sample survey covering 
217 households was conducted to illustrate 
socio-economic data, health and hygiene con-
ditions and the state of housing and physi-
cal and social infrastructure in Chang’ombe. 
The report was produced by the NGO Maji 
na Maendeleo (MAMADO), the Ifakara Health 
Research & Development Centre and Sandec 
from November 2007 to January 2008. Main 
findings included that 90% of the residents use 
simple pit latrines that are shared by several 
households and are often in a bad state of re-
pair. Diarrhoea was mentioned as the most 
common disease and cholera is also prevalent 
during the rainy season. Solid waste collection 
is non existent in Chang’ombe. Two examples 
of assessment reports from Chang’ombe and 
Hatsady Tai in Vientiane, Laos, can be found in 
T10. 

Step 
3

Figure 5:  
Carrying out interviews with selected  

community members in Chang’ombe, Tanzania. 
(Source: Sandec).
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Step 
4

Step 4 is about assessing the priority prob-
lem areas in the community. The objective of 
this step is to agree on the implications of the  
detailed status assessment (of step 3) and to 
prioritise the environmental sanitation ser-
vice response. The prioritisation exercise can 
be done either in a community workshop or 
a series of focus group discussions. It is also 
important to validate the status assessment 
report and correct any factual errors or mis-
interpretations in the draft report. only after 
this validation should the assessment report 
be considered as ‘final’.

What to do & how to do it?

Three agenda items should be covered:
•	 Presentation,	discussion	and	endorsement		  
 of the baseline data of the status assess-  
 ment report.
•	 Definition	of	the	community’s	priority	prob-	 	
 lems, paying special attention to environmen- 
 tal sanitation.
•	 Assessment	of	the	community’s	willingness		
 to pay for improvements. 

All three items can comfortably be covered in a 
half-day workshop if prepared properly (see T4 
for organisational aspects). A presentation on 
the assessment report’s main findings should be 
prepared beforehand; additionally a summary re-
port in the local language could be handed out. 
A guided discussion should follow to identify and 
address any misinterpretations in the draft report. 
Based on the findings of the status assessment 
report, the second part of the workshop will focus 
on prioritisation of identified problems, focusing 
on environmental sanitation. The easiest way of 
conducting a priority assessment is by “pocket 
voting” (see tool T2) – a simple way of gauging 
workshop participants’ priorities in a democratic 
and anonymous “one person, one vote” set-
up. The third part of the workshop is about the  
assessment of the willingness to pay for service 
improvements (see T11). 

Another possibility is to conduct individual inter-
views or focus group discussions (see T2). This 
needs more careful preparation and is also length-
ier to conduct than workshops. 

Who should be involved in prioritising 
and validating the community problems?

•	 The	process	leader	(organisation	and	agenda		
 setting)
•	 Community	members	(by	open	invitation,	but	
 make sure to hear the voices of groups with 
 different interests and concerns in this work-  
 shop!)

STEP 4 TOOLS

T2 Interview Methods and Questionnaire  
  Examples

T4  Organising Meetings, Events and
  Workshops

T11  Assessment of Effective Demand

Caution

>    Experience has shown that the community 
will also prioritise other problems, such as bad 
roads, poor access to municipal health services 
or urban crime in this context. Even when the fo-
cus of the project is clearly on environmental sani-
tation, such issues should not be excluded from 
the discussion. Overlaps between environmental 
sanitation and other problems should be seen as 
opportunities or threats for the project:

•	 Example	of	an	opportunity:	road	improve-	 	
 ments could be tackled together with the   
 construction of sewerage infrastructure.   
 In that case the roads could also be financed  
 from a different budget.

Step 4: Prioritisation of the Community  
        Problems and Validation
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Step 
4

•	 Example	of	a	threat:	if	better	environmen- 
 tal sanitation services are not a priority in   
 light of other problems, the motivation  
 to participate in the project will not be high   
 in the community, which represents a risk  
 of failure. 

>    Individuals attach different importance to dif-
ferent issues. As in step 3, there are potential 
conflicts that may also surface during this step. 
Some examples may be:
•	 Differences	between	women’s	and	men’s	 
 priorities – it is therefore important to  
 organise the pocket voting exercise or focus-  
 group discussions with gender considera  
 tions;
•	 Different	expectations	about	service	levels		 	
 between higher and lower income house  
 holds;
•	 Different	levels	of	concern	between	higher		 	
 and lower lying areas regarding stormwater   
 drainage issues. 

>    You should also keep in mind that the priori-
ties workshop provides a snapshot of the partici-
pants’ opinions, not of the entire community. If 
the community members are invited through an 
open invitation, some effort might be needed to 
ensure that a representative community group 
participates in the workshop (e.g. by motivating 
members of low-income households or women 
to participate).

Main outputs

•	 Approved	assessment	report
•	 Endorsement	of	the	community’s	prioriti-
 sation regarding environmental sanitation  
 problems

Example for Step 4

Assessment of user priorities on environmen-
tal sanitation problems in Nala, Nepal

In Nala, user needs were identified through 
four ward-level focus group discussions in Oc-
tober 2009. In the discussions, the needs were 
first randomly listed and then discussed indi-
vidually. The needs identified were drainage, 
infrastructure improvement, education, water 
quality, sanitation awareness, restoration of 
monuments, among others. 
Based on the importance and urgency to ad-
dress these needs in the community, the 
groups prioritised them. In all four focus group 
discussions, the users prioritised sanitation 
improvements as well as stormwater drainage 
as their top needs.

Figure 6: 
Focus group discussion on user needs in Nala, Nepal 
in 2009 (Source: M. Sherpa). 
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Step 5 is about identifying environmental 
sanitation options that are feasible for the  
intervention area. The objective of this step is 
to reach a decision about sanitation system(s), 
considering technical and non-technical issues, 
as well as the outcomes of the assessment 
(step 3) and the defined priority problems 
(step 4). This is a pivotal step of the planning 
process as the planning team, in consultation 
with environmental sanitation experts and 
key stakeholders, will narrow down the appli-
cable environmental sanitation systems to a 
manageable number. The selection of options 
is based on a systems approach, i.e. consider-
ing all components required for the adequate 
management of the different waste streams 
(i.e. human waste, greywater, stormwater and 
solid waste), the users of the system, the col-
lection at household level, transport, treat-
ment, and management of end products. The 
main outcome of step 5 is an agreement on 
one or two environmental sanitation systems 
to be studied in greater detail. The agreement 
reached by the community and the local au-
thorities should be based on an understand-
ing of the management and financial implica-
tions of the selected systems.

What to do & how to do it?

The identification of possible environmental sani-
tation options includes two sub-steps: first, an 
expert consultation workshop to identify the 
feasible systems, and second, the selection of 
the most appropriate options by the end-users 
based on a community consultation process. 
The selection is supported through exposure 
by residents to feasible options, be it through 
constructing good-practice demonstrations, or 
through study tours to existing facilities.

Although solid and liquid waste management  
issues are strongly linked, from a practical view-
point, it may be advisable to approach these  
issues separately. Tools to plan and implement 

municipal solid waste management concepts are 
available and have stood the test of earlier field 
applications (e.g. T12 or T13), and are not further 
discussed here. The following planning procedure 
focuses on the identification of systems for the 
management of liquid waste, including human 
waste, greywater and stormwater drainage.

Keep in mind that the final goal of the project is 
to provide improved environmental sanitation ser-
vices for the entire project area, addressing the 
needs of all the area’s population. Also keep in 
mind that it is unlikely that one system will be ap-
propriate everywhere, but that rather a combina-
tion of sanitation systems that are most effective 
in meeting households’ needs will be required.

Sub-Step 5.1:  Pre-selection and 
evaluation of sanitation options 
through expert consultation 

The goal of this sub-step is to identify all envi-
ronmental sanitation options that are likely to 
be effective and sustainable in the project area, 
and to describe the main implications of the 
systems. This pre-selection takes place in an ex-
pert workshop. The workshop must be prepared 
very carefully (see T4), should be strongly output  
oriented, and requires professional facilitation. 
Tool T14 is a sample agenda for the expert consul-
tation workshop. After the workshop the planning 
team further assesses the pre-selected systems 
regarding their financial, institutional, technical 
and social characteristics.

Step 5: Identification of Service Options

Step 
5
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The Compendium of Sanitation Systems and 
Technologies (tool T15, see Box 5) may be used 
to pre-select feasible systems. The main activities 
during the expert workshop include:

1. The planning team presents the main fin-  
 dings of step 3 (Detailed Assessment of the   
 Current Situation) and step 4 (Prioritisation of  
 the Community Problems).

2. The facilitator presents the methodology to   
 select environmental sanitation systems   
 based on the Compendium of Sanitation Sys- 
 tems and Technologies (see tool T16 for pre  
 sentation slides).

3. Experts work in groups or in plenary to
a. identify the key aspects that might affect the  
 applicability of sanitation systems and tech- 
 nologies. 
b. narrow down the options to those which 
  are feasible within the local situation based  
 on the existing infrastructure, the physical  
 characteristics of the site, the re-use oppor- 
 tunities, and the economic limitations of the   
 community and responsible agencies.
c. pre-select feasible systems providing those   
 services which are a priority.
d. assess the strengths, limitations, and main   
 implications of the pre-selected systems. 
 Tool T17 provides a procedure that might   
 help in facilitating the group work. 

4. The facilitator moderates the final discus- 
 sion, which should result in an agreement   
 on a set of feasible options for the manage-  
 ment of excreta, greywater and stormwater,   
 and the main implications of each option.

Box 5: Compendium of Sanita- 
tion Systems and Technologies

The Compendium of Sanitation Systems 
and Technologies (Tilley et al., 2008) is a 
planning and reference tool on the most ap-
propriate and most sustainable sanitation 
systems and technologies. 
Environmental sanitation services should be 
considered as parts of an entire system, i.e.  
a multi-step process in which products 
(wastes) are managed from the point of 
generation to the point of use in different 
flow streams. A sanitation system also in-
cludes the management, operation and 
maintenance required to ensure that the 
system functions safely and sustainably. 
The Compendium of Sanitation Systems 
and Technologies will help you understand 
and work with the system concept based 
on pre-defined system templates and by 
iteratively choosing and linking appropri-
ate technologies. It will also help you to 
identify the strengths and weaknesses of 
sanitation systems and technologies. The 
Compendium is broken into five sections: 
User Interface, Collection and Storage, Con-
veyance, (Semi-) Centralised Treatment, and 
Use and/or Disposal. Within each section, a 
variety of options exist; users select logical 
options from the different sections to build 
an entire system. 
While greywater and stormwater are in-
cluded in the System Templates, the Com-
pendium is primarily concerned with tech-
nologies directly related to excreta. Tools 
such as T18 and T19 will be useful in the 
identification of appropriate technologies 
for greywater and stormwater manage-
ment, respectively.

After the expert workshop the planning team con-
ducts a more detailed assessment and descrip-
tion of the financial, institutional, technical and 
social implications of the pre-defined options. 
For each feasible system identified, the following 
should be done:

Step 
5
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1. Identify the general operation and main- 
 tenance requirements for each of the options. 

2. Identify the skills required to construct, ope- 
 rate and maintain the system components.

3. Calculate an estimated budget for both  
 capital and recurrent costs of the options on   
 a per household basis, as well as for the en-  
 tire project area. The use of simple tools such  
 as standard engineering details and spread  
 sheets or bills of quantities (see tool T20)   
 enables informed cost estimates. 

4. Identify a realistic list of potential sour-  
 ces of financing which covers both individual  
 (household) and collective (community-level)  
 investments. This list should also define   
 when actual cash or contributions would be 
  expected from the households or from the   
 municipality.

5. Identify the benefits associated with each   
 option, e.g. convenience, environmental  
 protection, better public health and socio- 
 cultural norms and increases in property  
 values (develop a matrix to compare the   
 different options).

6. If not yet done in step 3, assess the existing  
 or potential demand for waste products (e.g.  
 compost or biogas) which could influence the 
 selection of the sanitation system. 

7. Produce a summary report on the expert   
 consultation workshop and the assessment   
 of the pre-selected systems. 

Who should be involved in sub-step 5.1? 

A group of approx. 15-30 people from the follow-
ing list should participate in the expert consulta-
tion workshop: 
•	 Experienced	facilitator(s)	
•	 The	entire	planning	team	(process	leader)	to	
 ensure an interdisciplinary perspective on
  the options
•	 National	and	international	experts	in	environ- 
 mental sanitation and urban planning

•	 Representatives	of	concerned	sector	agen- 
 cies and regulatory bodies

Sub-Step 5.2:  Community consul-
tation workshop

The purpose of this workshop is to discuss the 
feasible technical options identified previously 
with key stakeholders and decide on one or two 
options to study in more detail. The importance of 
this sub-step is to ensure that stakeholders have 
an opportunity to participate in the narrowing of 
options by expressing their preferences and con-
cerns. 

To prepare for the community consultation work-
shop, the process leaders should design a stra-
tegy for presenting and discussing the options with 
the community, and organise the workshop (see 
T4). Depending on the size and the characteristics 
of the project area, you might decide to have one 
public meeting or several focus group workshops, 
e.g. for particular neighbourhoods or service  
areas. T21 presents a sample agenda of the com-
munity consultation workshop. The workshop(s) 
should be moderated by experienced moderators 
with strong leadership and profound knowledge 
of the socio-cultural and political context. 

Prepare a presentation of the feasible technical 
options pre-selected in the expert consultation 
workshop. You may use the PowerPoint outline 
provided in tool T22 for this task. The presentation 
should include the conclusions from steps 3 and 
4, a summary of the expert workshop including 
its process and main findings. The pre-selected 
system options should be presented in a manner 
such that the public will understand the implica-
tions and will be able to easily compare the pros 
and cons of each option. You should therefore 
prepare the information in visually effective ways, 
including maps, photos, charts, tables, drawings 
etc. Specialist input may be required in designing 
and producing these materials, and they should 
be tested to make sure they can be understood 
by the intended audience.

Step 
5
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Step 
5

Main activities during the community consulta-
tion workshop(s) include:

1. Presentation of the outcomes and findings of  
 the previous steps in a clear and succinct   
 manner;

2. Discussion of the pre-selected options, their  
 management and financial implications, and   
 their potential benefits. Make sure that the   
 meeting allows for ample discussion time   
 and that a few people do not dominate the   
 meeting;

3. Agreement on one or two system options to 
  be studied in more detail. Summarise the   
 results of the discussion with the stakehol-  
 ders in a memo/short report.

Who should be involved in sub-step 5.2? 

A group of approx. 40-80 people from the follow-
ing list should participate in the community con-
sultation workshop:
•	 Experienced	moderator(s)	with	strong	leader- 
 ship and social skills
•	 The	planning	team
•	 Key	stakeholders	identified	in	step	3	(com-	
 munity or its representatives, local autho- 
 rities, private service providers, land owners   
 etc.)
•	 Interested	residents

STEP 5 TOOLS

T4  Organising Meetings, Events and
 Workshops  

T9 Assessment Checklist

T12 Municipal Solid Waste Management  
 Planning 

T13 Composting Manuals

T14 Sample Agenda: Expert Consultation  
 Workshop

T15 Compendium of Sanitation Systems  
 and  Technologies 

T16 PowerPoint Slides: Compendium  
 Presentation 

T17 Procedure for the Pre-Selection of  
 Sanitation Systems

T18 Greywater Management Manual

T19 Surface Water Drainage Manual

T20 Sanitation Costing Tool 

 T21 Sample Agenda: Community  
 Consultation Workshop 

T22 PowerPoint Slides: Presentation  
 Outline for the Community Consulta- 
 tion Workshop

Caution

>    Step 5 must be conducted by a multi-discipli-
nary team of engineers, planners and community 
workers. The identification of options must be  
participatory, and deal with environmental sani-
tation in its entirety. Usually when talking about 
‘sanitation’ one speaks not of sanitation, but rather 
of a single technology, or an instrument, that is 
designed to treat excreta and wastewater. Too  
often, a technology is implemented, only to real-
ise later that there has been no provision made for 
the treated effluent, greywater, faecal sludge, or 
other various side streams that may emerge. So 
while the technology itself may fulfil its purpose, 
the system as a whole may actually be a failure.
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>    It is important for the expert workshop that 
all feasible options are considered, and not just 
those preferred by the expert team.

>    Build on existing practices and infrastructure! 
Sanitation improvements should be approached 
incrementally, based on local beliefs and prac-
tices and work towards small lasting improve-
ments that are sustainable at each step. As far 
as possible, try to upgrade existing infrastructure 
and (informal) services, rather than introducing 
new systems. 

>    The workshops in step 5 require a knowledge-
able moderator who (i) is trusted by the commu-
nity and (ii) has knowledge about the issues at 
stake (although he or she doesn’t need to be an 
engineer).

Main outputs

outputs related to sub-step 5.1:

•	 Matrix	 of	 pre-selected	 environmental	 sani- 
 tation systems, including main requirements,  
 strengths and limitations of each system,   
 and a list of criteria which influenced the pre- 
 selection
•	 Report	showing	the	various	packages	of		 	
 service options, with a clear description   
 of each option in terms of:
 - the technical concept and the requirements  
 for linkages to wider city infrastructure
 - the relation to the priority problems and the  
 minimum level of service previously agreed   
 upon in step 4
 - possible institutional and management   
 arrangements
 - operation and maintenance requirements,   
 with particular emphasis on potential con-  
 tributions from the communities served,   
 local authorities and small entrepreneurs
 - approximate capital and O&M costs, where  
 possible, translated into probable repayment  
 implications (such as water and sewer tariffs,  
 monthly charges for solid waste manage-  
 ment, levies for stormwater drainage etc.)
 - potential externalities, such as environ-  

 mental impact and employment generation 
  or achievable economic benefits through the  
 reuse of waste products

outputs related to sub-step 5.2:

•	 Minutes	recording	the	agreement	on	1-2	sani- 
 tation systems (to be studied in greater detail  
 in step 6)
•	 A	 written	 document	 from	 the	 community	 
 acknowledging the management and financial 
  implications of the technical options

Example for Step 5

Identification of Service options for Hatsady 
Tai, Vientiane, Laos

The identification of options for Hatsady Tai in 
Vientiane was conducted in a series of steps. 
The status assessment report (outcome of 
step 3), the priority problems defined by the 
community (outcome of step 4) and the Com-
pendium of Sanitation Systems and Technolo-
gies (Tilley et al., 2008) were used as a starting 
point. The applicability of different sanitation 
systems to the project area was first assessed 
by a group of national sectoral experts in an 
expert consultation workshop. The main fac-
tors influencing the applicability of systems 
included: (a) a strong cultural barrier towards 
handling and reusing of human waste; (b) lim-
ited space for on-plot systems; (c) limited ac-
cessibility for emptying of on-plot systems; (d) 
a lack of reuse opportunities within reasonable 
distances; (e) a possibility to link to the higher 
level (city-wide) sanitation system; and (f) a 
strong preference for water based systems 
and/or a rejection of dry sanitation technolo-
gies. 
Three systems pre-selected by the expert 
group were then adapted to the local context 
(translated and described using simplified sys-
tem templates) and discussed with the local 
authorities and community representatives 
in a community consultation workshop. The 
participants concluded that a combination of 

Step 
5
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two environmental sanitation systems was the 
most appropriate and would build on the ex-
isting sanitation services. The selected system 
included the rehabilitation and conversion of 
existing cesspits into sedimentation cham-
bers for black- and greywater pre-treatment, 
and connected these chambers to a solids-free 
shallow-depth sewer system with semi-cen-
tralised anaerobic treatment (one anaerobic 
baffled reactor (ABR) and 2 multi-compartment 
septic tanks). The effluent would be discharged 
to an improved stormwater drainage network, 
which connects to the city sewer network. Fae-
cal sludge is treated mainly through dewater-
ing.

The sanitation concept was further elaborated 
by the planning team. The plans included a pro-
posal for the layout of the system (i.e. place-
ment of drainage channels, sewers and semi-
centralised treatment systems, technological 
options for drainage and wastewater treat-
ment), as well as cost estimations and O&M 
requirements for each component. The drafted 
plans were discussed and approved during a 
community consultation workshop. 

Step 
5

Figure 7:  
The three systems pre-selected by the  

expert group being discussed 
 with the local authority of Hatsady Tai,  

Laos (Source: Sandec).
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The objective of this step is to develop local 
area action plans that build on the options 
that were selected earlier and which are im-
plementable by the community, the local  
authorities and the private sector. Developing 
the action plans requires a certain amount of 
expertise in planning and programming and 
should therefore be done by a select group 
of experts working jointly with knowledge-
able local resource persons. The main output 
of step 6 will be a CLUES action plan that is 
costed (and ideally funded), timed and guided 
by output-based targets. In order to ensure 
swift implementation, easily reachable targets 
should be addressed first (so-called quick-
start projects). Every action plan must contain 
an operation and maintenance management 
plan to ensure the correct functioning of the 
sanitation system.

What to do & how to do it?

Sub-Step 6.1:  Development of a 
CLUES Action Plan

The CLUES action plan contains the blueprint for 
implementation and can be considered the main 
output of the entire planning process. The main 
activities needed for the action planning are to:

1. Establish a planning team responsible for   
 the action planning and map out a time line   
 for producing the action plan. Decide if  
 additional experts or outside know-how is   
 required. 

2. Make the final decision on options to be   
 implemented based on step 5 outcomes.

3. Identify the main links and interfaces with   
 citywide infrastructure (e.g. trunk sewers 
  or solid waste transfer stations) and existing   
 municipal or private services.

4. Develop a step-by-step action plan which   
 integrates the combination of services and 
  technical options selected earlier, allocates   
 roles and responsibilities for the implemen- 
 tation and takes into account the findings of 
  the detailed assessment, particularly the   
 current practices, needs, interests and   
 influence of the different stakeholders. Tool   
 T23 provides a sample outline of an action   
 plan.

5. Develop a timeline for implementation with   
 distinct phases and an itemised implementa- 
 tion budget (see example in tool T23).

6. Develop a monitoring and evaluation strategy  
 for the implementation phase. 

7. Develop an operation and maintenance  
 management plan with clear allocation of   
 costs, responsibilities and training needs   
 (see sub-step 6.2).

8. Identify funding opportunities, mapping out   
 external and local funding streams. Tool T25 
  contains information on funding mecha-  
 nisms.

9. Present a draft action plan for review (ideally   
 at the municipal level and including  
 community participation, e.g. in a town hall   
 debate).

10. Finalise the action plan and facilitate adoption  
 by community and authorities.

Step 6: Development of an Action Plan

Step 
6
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Step 
6

Sub-Step 6.2: Development of 
an Operation and Maintenance  
Management Plan

During this step you will need to develop detailed 
proposals on how to ensure long-term and sus-
tainable operation and maintenance of environ-
mental sanitation services. O&M plans form part 
of the action plan and should be developed in con-
sultation with those who will have to implement 
them. These plans must be developed in the local 
language, and be approved by all, including higher 
level authorities. 

The O&M management plan should define the 
following:

•	 O&M	tasks,	including	routine	inspection	and 
  maintenance, periodic maintenance, and   
 urgent maintenance. Depending on the   
 implemented sanitation technologies it might  
 be helpful to install user information posters   
 and to distribute manuals. The O&M  
 frequency should also be determined for   
 each task.
•	 administrative	tasks,	including	book-keeping,		
 collecting fees, annual budgeting, paying   
 employees, dealing with complaints, etc. 
•	 reporting	procedures.	
•	 responsibilities	of	all	parties	concerned,		 	
 including residents, local authorities, com-  
 munity groups, water and sanitation com- 
 mittees, private sector providers, etc.
•	 Training	activities	for	responsible	persons.

One example of O&M regulations and procedures, 
implemented in the CLUES project in Laos, is pre-
sented in tool T24.

It is advisable to split O&M tasks into smaller 
units. This offers the possibility to assign units 
to different stakeholder groups, e.g. cleaning of 
drains by a CBO, de-sludging of septic tanks by 
a private service provider, solid waste collection 
by the municipality, etc. This also enables public-
private partnerships in service delivery. It is espe-
cially important to assign supervision and mainte-
nance tasks to different parties to ensure quality 
control.

Who should be involved in the action 
planning? 

The action plan needs to be developed by a small 
group of dedicated and professional persons (4-6 
persons). The action planning team composition 
will vary depending on each context and plan 
focus. However, the project coordination com-
mittee should take the lead to ensure continuity 
from the previous steps. The committee should 
be supported by:

•	 Local	experts	in	environmental	sanitation		 	
 (engineers) and members of the planning   
 department (urban/social planners)
•	 Specialised	knowledge	for	parts	of	the	action		
 plan, e.g. microfinance specialist
•	 Individuals	or	small	enterprises	to	be	in-	 	
 volved in future operation & maintenance
•	 Community	resource	persons

STEP 6 TOOLS

T23  Contents of an Action Plan  

T24  Sample Operation and Maintenance  
   Documents

T25  Funding Opportunities
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Step 
6

Caution

>    The action plan should not contradict the ex-
isting municipal or sector master plans – reconcili-
ation of the planned proposals with existing ser-
vices and municipal plans should be done early 
on. However, for most unplanned settlements 
such plans usually do not exist. 

>    Where institutional capacity for planning and 
programming is low, private or NGO expertise 
should complement the coordination committee.
  
>    Action plans should not be huge documents 
that nobody cares to read. Rather, they should be 
clear and concise like roadmaps or cooking reci-
pes, showing how to move forward with imple-
mentation.

Main output

•	 A	finalised	CLUES	action	plan	that	is	adopted		
 by the community and acknowledged by  
 local authorities or utilities. The plan should  
 include technical, institutional and human  
 resources issues, a timeline, a financing 
 model as well as a specific operation and   
 maintenance management plan. The plan 
 should also include a monitoring and evalu-  
 ation strategy for implementation, to be  
 further developed in step 7 (Implementa  
 tion). Make sure that the action plan harmo-  
 nises and does not contradict city-wide  
 planning and programming documents (e.g.   
 Strategic Plans or Sector Master Plans).

Example for Step 6

Development of an Action Plan for Nala, Nepal

The Environmental Sanitation Improvement 
Plan for Nala (see Figure 8) was concluded af-
ter a 12 month planning process which sought 
to improve the existing management system 
of blackwater, greywater, stormwater and solid 
waste. In addition, the plan proposed to build 
local capacity to sustainably operate and man-
age the new services and to conduct health 
and hygiene improvement programmes. Be-
low is a brief description of the CLUES plan for 
the different products. Parts of this action plan 
can be accessed in Tool T23.

Blackwater: Three potential sanitation systems 
were identified for Nala through the expert 
group consultation: Double Vault Ventilated Im-
proved Pit (VIP) latrines, Urine diverting dehy-
drating toilets (UDDTs) and simplified sewer-
age combined with decentralised wastewater 
treatment systems (Dewats). The Dewats sys-
tem was the most preferred option followed 
by UDDTs. Considering the users’ preference 
and the variation of the settlement pattern, dif-
ferent solutions were recommended for black-
water management in Nala. For the scattered, 
low-density housing surrounding Nala (which 
constitutes approximately 40% of the houses) 
low-cost source separation toilets were recom-
mended.  

Greywater management: Greywater will 
be combined with blackwater. Adding grey- 
water to the sewer helps the wastewater flow 
as there is low water use in the existing sys-
tem. For the greywater generated at public 
taps or wells, the existing stormwater drains 
will be utilised for discharge. 
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Step 
6

Stormwater management: The plan proposes 
to maintain and rehabilitate some of the exist-
ing drains and to construct new ones in areas 
where there is an urgent need. 

Solid waste management: The action plan 
proposes to improve the traditional practices 
of composting. In addition, an inorganic waste 
management system involving proper collec-
tion, transportation, and disposal and recy-
cling of plastic waste for local industry will be 
established. 

Health and hygiene issues: Nala lacks aware-
ness in health and hygiene issues. Community 
trainings, exposure visits and thematic group 
initiatives were conducted as accompanying 
‘software’ measures to improve sanitation 
behaviour practices in the area. To encour-
age these activities, school level eco-clubs,  
women’s group mobilization and interventions 
by female community health volunteers were 
proposed.

HOUSEHOLD CENTERED ENVIRONMENTAL SANITATION 

ENVIRONMENTAL SANITATION 
IMPROVEMENT PLAN FOR NALA 

SUBMITTED BY:

Centre for Integrated Urban Development (CIUD)
PO Box 5134 Kathmandu, Nepal 

Figure 8:  
Cover page of the environmental 
sanitation improvement plan for Nala, 
Nepal (Source: Sandec).
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Step 
7

This last step is about linking action to invest-
ment plans and is not, strictly speaking, part 
of the planning process. The goal of this step 
is to implement the CLUES action plan devel-
oped in step 6. This includes the translation of 
the action plan into work packages which ul-
timately become contracts for implementing 
the service improvements. Several arrange-
ments are applicable for the implementation 
of the plans, the most common being through 
private sector contractors based on competi-
tive tender procedures, or through community 
contracting. Independent supervision of the 
construction works will play a crucial role in 
ensuring quality of the works. The final stage 
of step 7 is the implementation of the o&M 
management plan.
It is important to include both short-term ac-
tion and long-term objectives. Achieving rapid 
progress on selected short-term actions to 
build legitimacy and sustain commitment is 
crucial for early success. Start with improve-
ments that can be implemented fairly easily 
while demonstrating clear benefits (so-called 
“low-hanging fruits”). 

What to do & how to do it?

The implementation phase is typically divided into 
four sub-steps: 
7.1 Development of detailed construction and   
 monitoring plans
7.2  Procurement and contracting
7.3 Implementation, supervision and  
 commissioning
7.4 Inauguration ceremony

Sub-Step 7.1:  Development of 
detailed construction and monitor-
ing plans

The first step consists of ensuring that respon-
sible stakeholders are ready to implement the 
plan. Regular meetings should be held with rep-

resentatives of the various stakeholder groups 
who have responsibilities for individual plan com-
ponents (e.g. solid waste management group, 
waste emptiers, etc.). Based on the action plan, 
the next task is the development of more detailed 
work plans for the different project components, 
including:

•	 Physical works with detailed drawings of   
standard system components (e.g. manholes, 
latrines, drain cross-sections etc.), plans show-
ing sewer layouts, solid waste collection points, 
composting plants etc., technical specifications 
(e.g. type, quantity and quality of materials to be 
used), and detailed cost estimates. 

•	 A monitoring plan for construction with 
intermediate and final targets, timeline, budget, 
feedback and adjustment procedures, sanctions, 
responsibilities, etc. A good monitoring plan is 
essential for quality control during the implemen-
tation phase.

It often makes sense to divide the work in several 
packages which can be managed by a number of 
smaller contractors or CBOs rather than assign-
ing all works to a single institution or contractor. 
These work plans should be produced in the first 
language of the people who are going to be re-
sponsible for the implementation and operation 
of the work.

The final plans will need approval by the relevant 
authorities, and donor agencies (if applicable). 
The plans have to be approved in terms of costs 
and technical specifications. The use of standard-
ised design and cost estimation procedures will  
significantly simplify the approval of the plans. In 
absence of standardised procedures, it is advisa-
ble to get formal approval of your bills of quantities 
(see Sanitation Costing Tool, T20) in an early stage 
of the planning process. This will significantly 
speed up the approval process at this stage.

Step 7: Implementation of the Action Plan
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7

Sub-Step 7.2:  Procurement and 
contracting

The goal of this step is to award the different work 
packages to those who are most suitable for their 
implementation. There are a number of options 
to organise the construction of infrastructure, 
whereas the source of finance will strongly influ-
ence the type of implementation and approval 
procedure4:

•	 Award	to	an	established	contractor	through	 
 a process of competitive tender (private 
  sector)
•	 Award	to	community	groups	who	will	be		 	
 directly involved in construction work through  
 community contracts (civil society)
•	 Delegate	to	government	through	depart- 
 mental works procedures (public sector)

>   Private sector implementation
The most common practice is to involve the  
private sector in the implementation of works.  
In this case, there are 3 possible contractual  
arrangements (Tayler et al., 2003):  

•	 Agreement between households (or com-  
 munity) and contractor – The private  
 contractor or NGO provides a service (often   
 just labour and tools) based on a simple  
 verbal agreement.

•	 Contract based on lump sum – The private   
 contractor or NGO quotes a lump sum for 
  the provision of labour, tools and materials.   
 This approach introduces the need to check   
 that materials provided are satisfactory.

•	 Full contract based on detailed plans – The  
 private contractor or NGO quotes prices   
 against a schedule of standard items such as 
  trench excavation, laying sewers, construct-  
 ing manholes, etc., based on a competitive   
 tender. An example of a tender document is   
 presented in tool T26.

1  Adapted from Cotton and Tayler, 2000.

Defining good contracts is not an easy task. They 
are often too simple or too complex. In both 
cases, contracts are not used to clarify roles or 
solve conflicts. For conventional client-contractor 
relationships involving minor scope of works, in-
ternationally recognised contracts can be used 
(see tool T27).

> Community contracting, i.e. awarding con-
tracts to organisations with locally hired workers 
such that resources are retained within the com-
munity, jobs are created and ownership of the 
project is generated. There are 3 kinds of com-
munity contracts:

•	 Labour	only	–	representatives	of	the	com-	 	
 munity employ local labour. All other activi-  
 ties will be undertaken by an external team   
 or contractors;
•	 Labour	and	material	–	the	community	con-	 	
 tractor employs local labour and purchases   
 material needed for construction and mainte- 
 nance;
•	 Full	contract	–	the	community	contractor	per		
 forms all functions: labour, materials, equip-  
 ment, tools and monitoring. 

An example of a full community contract  
(content and structure) is presented in tool T28.

>  Public sector implementation
For programmes implemented through district 
or municipal governments, it is important not to 
invent new procedures which are significantly dif-
ferent from those which are commonly used. The 
government usually has clearly defined proce-
dures, the most common of which is to award the 
work to established (private) contractors through 
a process of competitive bidding. Another option 
is that the government or municipal works depart-
ment itself takes responsibility for purchasing ma-
terials, providing labour and managing construc-
tion. This option is discouraged by international 
agencies as it is prone to corruption (Tayler et al., 
2003).
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Step 
7

Sub-Step 7.3:  Implementation, 
supervision and commissioning

As process leader, your main task prior to imple-
mentation will be to ensure that good oversight 
and management structures are in place. Good 
monitoring and supervision arrangements can 
support the early identification of problems during 
implementation. It is strongly recommended to 
establish an independent monitoring committee 
with technical expertise. This committee should 
include neutral outsiders; however, it is important 
that these are given guidance and appropriate 
training. 

Once implementation is finalised, emphasis 
should be placed on commissioning and accept-
ance of construction prior to initial operation. The 
approval process will very much depend on the 
type of physical intervention:

•	 Improvements	at	household	level	must	be	ap	
 proved by the households; it might be advis-  
 able to provide technical expertise to support  
 residents.

•	 Improvements	to	local	facilities	(such	as	 
 tertiary drains and sewers, shared sanitation  
 blocks, etc.) should be commissioned by 
  the local authorities, in consultation with   
 community representatives and with the  
 support of the municipal engineering   
 department.  

•	 Improvements	to	higher-level	facilities	should		
 be based on certificated testing, pre-defined  
 in the contract. Community representatives   
 should be invited to the certificated testing.

Who should be involved in implementa-
tion, supervision and O&M?

Responsibilities for implementation and super-
vision will strongly depend on the nature of the 
works and type of contracting. The following  
table shows possible options for implementation,  
supervision and for O&M of new works.

Figure 9: Community self-help efforts - preparing the ground for the decentralised 
treatment plant (constructed wetland), Nala (Nepal) (Source: M. Sherpa).
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Step 
7

Sub-Step 7.4:  Inauguration  
ceremony

After the finalisation of the construction works, 
an inauguration ceremony can be organised. 
Such an event can generate public interest and 
increase awareness and ownership of the project 
within the community. It offers the possibility to 
positively influence institutional decision-makers 
which so far have been reluctant about the CLUES 
approach. Tool T4 provides information and hints 
for the preparation of such an event.

STEP 7 TOOLS

T4  Organising Meetings, Events and
 Workshops  

T20 Sanitation Costing Tool

T24 Sample Operation and Maintenance  
 Documents

T26 Bidding Documents for Construction  
 Services

T27 Standardised Short Contracts

T28 Contents of a Community Contract  

Type of activity Responsibility for  
supervision

Responsibility for  
implementation

Improvements to  
household facilities

Technicians, municipal staff Residents or locally hired contractor

Improvements to local fa-
cilities (tertiary drains and 
sewers, shared sanitation 
blocks, solid waste  
collection points, etc.)

Community organisation
WASH committee
Municipal engineering dept.
NGO

Locally hired contractor
Community group
WASH committee
Government through departmental 
works procedures

Improvements to  
higher-order facilities

Municipal engineering or other 
department
Consultant on behalf of above

Contractor
Government through departmental 
works

Household facilities Householder or locally hired  
entrepreneur

Householder or locally hired  
contractor

Neighbourhood facilities Community organisation
WASH committee
Municipal engineering dept.

Community organisation
WASH committee
Contractor or line agency

Higher-order facilities Municipal engineering department 
or appropriate line department
Private-sector operator (through 
PPP agreement)

Municipality or appropriate line 
department
Private sector contractor

o
&
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Table 1: Overview of responsibilities for the implementation and supervision of physical interventions and O&M plans 
(adapted from Tayler et al., 2003).
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Step 
7

Main outputs

•	 Physical	works	implementation	proposals

•	 Implementation	monitoring	plan

•	 Tender	documents	and	contracts

•	 Environmental	sanitation	infrastructure	 
 constructed, installed and in operation

•	 Execution	of	O&M	plan,	including	training

•	 Final	project	documentation,	including	 
 reports, posters, videos, maps etc.

•	 Inauguration	ceremony,	publicity

Example for Step 7

Implementation of the Action Plan in Hatsady 
Tai, Vientiane, Laos

In Hatsady Tai the environmental sanitation ac-
tion plan developed in step 6 was devided into 
three work packages: household infrastructure 
improvements, stormwater drainage and do-
mestic wastewater collection and treatment 
infrastructure. All three were implemented by 
a local construction company in 2009, con-
tracted based on a competitive tender. The 
solid waste management concept was imple-
mented by a governmental agency with exper-
tise in participatory solid waste management 
projects. Service management regulations 
and O&M procedures, including training, were 
done by the project coordination committee. 
The Village Environment Unit (VEU), under the 
lead of the village head and with the support 
of a municipal engineer, supervised the entire 
implementation process.

Figure 10:  
Upgrading stormwater drains in Hatsady Tai, Laos  
in 2009 (Source: Sandec).

Caution

>    Community contracts can be very suitable for 
improvements to household or local level facili-
ties, but community contractors may carry more 
risk than private contractors. Community contrac-
tors are not likely to obtain bank guarantees or 
insurance bonds. 

>    In most cases the detailed plans and work 
packages will need approval by the relevant  
authorities or from donor agencies. Try to get ap-
proval for the bill of quantities of specific tech-
nologies (see tool T20); this will enable you to 
streamline approval procedures during step 7. 

>    The community can play a significant role in 
operating and maintaining its new infrastructure 
and services. In order to do so, the community 
will require training. It is strongly recommended 
to provide practical training to those who will be 
responsible for O&M, i.e. providing guidance and 
on-the-job training during the first year of opera-
tion. 
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49C
om

m
un

ity
-L

ed
 U

rb
an

 E
nv

iro
nm

en
ta

l S
an

ita
tio

n 
P

la
nn

in
g

The following section helps you to assess and 
foster favourable conditions for environmen-
tal sanitation planning in challenging urban 
environments. Most of the critical elements to 
support an enabling environment should be 
identified or become evident during the plan-
ning process. Ideally these elements should 
be identified, at least in broad terms, prior to 
starting the planning and consultative process 
(step 2 in the 7-step programme), so that the 
entire process does not start off with unrealis-
tic expectations or misconceptions.

Figure 11: The six elements of the enabling environment.

Creating an Enabling Environment

Socio-cultural 
Acceptance

Legal and  
Regulatory 
Framework

Institutional 
Arrangements

CLUES 
Planning

Financial 
Arrangements

Government 
Support

Skills and 
Capacity

PART 2
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The extent to which an environment will sup-
port or hinder the application of the CLUES 
approach will strongly depend on the support 
of key political players as well as on the na-
tional policy and strategies for the sector. 

Political support is often assumed, but rarely 
specifically assured prior to project imple-
mentation. Clear commitment within munici-
pal government to improve services for all, 
especially the poor, is a key precondition for 
the success of CLUES based initiatives. Lack 
of explicit political support is often the ini-
tial cause for project failure. Unless there is a  
governmental commitment towards increas-
ing community participation and decentrali-
sation of service provision, translated into  
national sector policies and strategies, projects 
based on the CLUES approach will be isolated 
and vulnerable. A proven political commit-
ment to decentralise decision making, service 
provision and promote community participa-
tion, which is supported by the highest levels 
of government and the top management of 
the sector agencies, is an important precondi-
tion for an enabling political environment.

How to analyse existing govern-
ment support?

Government support can best be assessed by 
critically reviewing the national policy framework 
to see how it affects the provision of environmen-
tal sanitation services. There are usually several 
relevant national policies and local strategies 
that should be examined, e.g.: National Poverty 
Eradication Strategy, National Environmental Pro-
tection Strategy, Water Tariff Policy, Urban Sector 
Development Strategy, Urban Wastewater Strat-
egy, City-wide Strategic Sanitation Plan, Socio-
economic Development Plan, and others.  

Critical questions that you should answer include:
•	 Is	increased	access	to	safe	water	and	sanita- 
 tion for all recognised by the government as   
 important for socio-economic development? 

•	 Is	the	geographic	focus	of	the	project	in	line			
 with the governmen's socio-economic deve-  
 lopment policy (e.g. urban upgrading areas)?
•	 Is	there	a	general	decentralization	movement		
 underway? Does the government promote   
 decentralization of environmental sanitation   
 service delivery functions, including the par-  
 ticipation of the private sector?
•	 Is	there	a	policy	which	promotes	affordable		 	
 service provision to unserved areas?
•	 Do	existing	policies	promote	community		 	
 participation in activities related to environ-  
 mental protection and service provision?

How to ensure government
support?

If political support is not yet assured, the greatest 
challenge will be to convince relevant policy-mak-
ers that the CLUES approach has the potential to 
contribute to the government’s long-term devel-
opment objectives. If you are working with recep-
tive local authorities it may be worthwhile to have 
all stakeholders sign up on a municipal sanitation 
charter. Such a charter sets out the principles and 
responsibilities of key parties in delivering sustain-
able sanitation in urban areas. A good example is 
the International Water Association’s Vienna Char-
ter on Urban Sanitation. For the full charter go to 
the website www.iwahq.org and type “charter”.

The project leadership should plan to devote con-
siderable effort to sensitising elected officials, 
senior sector staff and advisers to the CLUES 
concepts perhaps through seminars, presenta-
tions, and visits to demonstration projects. You 
might not get unconditional endorsement of the 
approach, but try to secure an agreement that 
the CLUES approach should proceed in the pro-
gramme area and will be fully supported. Without 
the support of the municipal leadership, and its 
willingness to take the steps necessary to sup-
port an enabling environment, application of this 
planning approach should not be considered.

1. Government Support
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Laws, regulations, standards and codes define 
in greater detail, within the overall policy frame-
work, how the government expects the sector to 
perform its functions. Regulations specify how 
services are to be provided and by whom, what 
delivery standards have to be met, ownership of 
infrastructure and services, and how tariffs and 
other cost recovery methods are to be designed 
and implemented. Standards and codes specify, 
for example, the level of wastewater treatment 
needed to protect the quality of receiving waters, 
the design of sanitation technologies, or the qual-
ity of material and equipment to be used in the 
performance of environmental services. 

For the ‘Legal Framework’ to con-
tribute to the enabling environment, 
it must be transparent, realistic, and 
enforced.

In many lower-income countries, legislation re-
lated to environmental management and environ-
mental sanitation service provision has evolved 
quickly over the past decades, with inconsisten-
cies in different laws as a result of different minis-
tries leading the development of sectoral legisla-
tion. Principal inconsistencies include overlapping 
mandates given to different ministries, lack of 
implementing regulations and supporting stand-
ards and, of course, the issue of poor enforce-
ment of regulation even where it exists. Many 
existing regulations and standards are based on 
those developed in industrialised countries (in the 
wastewater domain e.g. range of accepted tech-
nologies, sewer diameters, effluent standards, 
wastewater reuse regulations, etc.), under con-
ditions totally different from those in developing 
countries, and so they are not appropriate. If there 
are laws which prevent the installation of a cer-
tain technology, or standards which have become 
norms over time, it may be very difficult or impos-
sible to introduce a new system. 
 

Preconditions that must be in place to support the 
CLUES process include:
•	 The	right	of	users	to	be	involved	in	the		 	
 decision-making process;
•	 The	right	of	municipalities	to	collect	taxes	or			
 local fees;
•	 The	possibility	of	local	structures	(commu-
 nity-based organisations (CBOs), user  
 associations, etc.) to manage services includ-
 ing operation and maintenance, and the  
 control of funds collected from users;
•	 Laws	that	allow	the	private	sector	to	be		 	
 involved in service provision;
•	 Realistic	technical	norms	and	standards	that			
 allow the use of affordable technologies.

How to analyse the existing legal 
and regulatory framework?

An assessment of the legal framework is impor-
tant since governments often transfer responsi-
bilities administratively, but withhold the legal and 
financial authority to meet those responsibilities. 
Information on laws, norms and technical stand-
ards should be available with specialist agencies 
and government departments. Special attention 
should be given to legislative texts which regulate 
the responsibilities of the different line ministries 
and related agencies in the field of water supply, 
environmental sanitation and urban planning, and 
laws and regulations which promote or prohibit 
community participation in activities related to en-
vironmental protection.

Examples of national and local (by-)laws and 
regulations that should be critically assessed in-
clude:

 National laws related to the environment,   
 to water, wastewater and water resource   
 management, to urban planning, to solid 
  waste management, to hygiene and health   
 promotion, treated water and sludge reuse in  
 agriculture, etc. 

2. The Legal and Regulatory Framework
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These laws will regulate the institutional responsi-
bilities in the provision of environmental sanitation 
services (ESS) including the role of local authori-
ties, the community and the private sector.

 Health codes describing the type and/or   
 design of sanitation services. This could be   
 especially relevant to wastewater reuse.

 Local building codes which specify the way  
 in which plumbing, water connections, and/  
 or sewer connections are installed. This is  
 crucial for contractors as companies may be   
 unwilling to implement innovative techniques  
 or may set irrationally high prices to cover   
 possible risks in case of failure to meet the   
 building codes and standards.

 Tariff regulations defining the rights of the   
 different administrative entities to define, 
  collect, and manage fees and taxes for envi-  
 ronmental sanitation services.

 Water and wastewater quality regulations 
  defining the levels of different pollutants (e.g.  
 pathogens, organic matter, metals, chemical 
  compounds, etc.) that can be present in   
 water, depending on the use (e.g. drinking   
 water, irrigation water, flushing, etc.).

 Land application laws which limit and/or   
 define the type and/or amount of treated 
  wastewater, sludge or biosolids which can  
 be applied to a certain area of land.

 Land tenure legislation, provisions for land   
 tenure regularisation in informal settlements.

 Formally approved urban development or   
 urban master plans.

Technical Standards can be another obstacle to 
the use of more appropriate and less expensive 
systems and technologies, such as:

 Sewer standards specifying the diameter,   
 minimum flow, material, burial depth and  
 other design parameters.

 Building standards prescribing certain   
 technologies (e.g. double-pit pour flush  
 latrines in India). 

 Wastewater treatment standards specify- 
 ing treatment steps or imposing specific   
 treatment of the effluent (e.g. chlorination).

 Water supply standards specifying mini-  
 mum pressures or pipe sizes.

 Drainage standards specifying the slope,   
 type and material of permitted stormwater   
 drains.

 Solid waste management standards   
 regulating waste collection, transportation   
 and treatment/disposal options.
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Box 6:  Reality check
The relevant stakeholders should be con-
sulted to determine how reality compares 
to the written procedures. Building inspec-
tors, plumbers, contractors, municipal en-
gineers and planners, and officials from 
the relevant ministries (e.g. environment, 
housing, construction, health, etc.) will all 
have invaluable information about what 
they would accept and approve in practice. 
It is advisable to expose relevant decision- 
makers to your preliminary assessment to 
correct and amend it. This might be done 
in the framework of the official launching 
workshop (step 2).

How to adapt the legal framework 
and technical norms?

It may become apparent that some laws, regula-
tions or technical norms could hinder the CLUES 
process. Changing legal texts and technical norms 
takes time – sometimes years in the case of re-
drafting legislation. After reviewing the current 
status and the possibilities for change, you should 
decide whether or not there is a sufficiently ena-
bling legislative environment in which to proceed. 
There are three basic steps to overcome hinder-
ing legal texts and technical standards:

1. Legal conformity: Critically review, in con  
 sultation with key stakeholders (especially 
  the relevant sector agencies), the extent to   
 which appropriate or low-cost technologies 
  differ from those specified in the regulatory 
  texts. You might come to the conclusion  
 that the divergences will be minimal and   
 legally irrelevant.

2. Exposure of key decision-makers to alter-  
 native systems: During the consultation 
 process mentioned above, you might come   
 to the conclusion that existing standards   
 are obsolete and need to be reviewed (e.g.   
 technical standards on septic tank design 
  might not be state-of-the-art and do not con-  
 tribute to safeguarding environmental and  
 public health). The process of changing   
 technical norms is very slow, and requires   
 that all relevant authorities be involved in  
 the formulation and approval of the norms.   
 Exposure of key decision-makers to alterna-  
 tive systems, e.g. through study tours and   
 field visits, or through the organisation of  
 scientific seminars on innovative approaches  
 and technologies, might help in catalysing   
 the process. Do not work alone in this   
 difficult endeavour, but try to involve local 
  universities and research institutions in the   
 process as much as possible.

3. Moratorium: The last and most straight- 
 forward strategy to deal with hindering laws 
  and technical norms is to negotiate an  
 agreement with the relevant authorities   
 (most probably municipal or national sector 
  agencies) that secures a moratorium on   
 the application of conflicting standards to the  
 programme area. If the project is successful,  
 it can serve as a demonstration site and   
 help in the process of identifying standards   
 that would be more appropriate.  
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The application of participatory, community-
centred approaches requires an institutional en-
vironment within which the various institutional 
levels can function effectively. The institutional 
framework of a CLUES project or programme 
will encompass the households, CBOs, possibly 
other NGOs, and both the public and private sec-
tor. Prior to defining institutional arrangements 
for your project, it is important to understand 
the current roles, responsibilities and capacities 
of the different stakeholder groups in the provi-
sion of environmental sanitation services, their in- 
fluence, their interest and importance in partici-
pating in the project. 
Stakeholder groups which will typically be in-
volved in a community-centred approach are:

1. Members of households, the most impor- 
 tant stakeholder group, and the one that   
 decides on the need for investment in   
 sanitation facilities;

2. Local councillors, often responsible for a   
 significant part of municipal revenues for   
 spending on local improvement works;

3. Local schools, school teachers and pupils   
 are important multipliers for behaviour  
 change;

4. Community-based organisations (CBos),   
 often engaged in self-help activities or in pro- 
 viding affordable services for communities;

5. Municipalities, with a statutory responsibil-  
 ity for a wide range of service provision 
  including O&M;

6. Provincial or district authorities, e.g.  
 District Water Engineers;

7. Community-level authorities: community   
 leaders including religious leaders;

8. Urban development authorities, often   
 involved as a partner in urban environmental 
  sanitation service improvement programmes;

9. Specialised line agencies, e.g. water supply  
 or urban environmental management agen- 
 cies or utilities, with varying jurisdictions   
 depending on the legislative framework;

10. Non-governmental organisations (NGos),  
 acting as intermediaries between govern- 
 ment and local communities, and partly   
 involved with service delivery;

11. Private service providers, providing ser- 
 vices informally (e.g. manual or mechanical   
 faecal sludge emptiers; small entrepreneurs 
 collecting solid waste) or formally (e.g. pri-  
 vate water supply and sewerage companies   
 or microfinance institutions);

12. Urban and peri-urban farmers who have an  
 interest in access to safe and affordable   
 fertilisation and irrigation using organic and   
 liquid waste.

Figure 12 provides an overview of the main stake-
holders that should be involved in a community-led 
planning approach, according to the correspond-
ing urban domain. Depending on the context, 
other stakeholders may be involved as well.

3. Institutional Arrangements
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How to analyse institutional
arrangements?

During a CLUES planning process, you should as-
sess the responsibilities, capacities (strengths, 
weaknesses, potentials) and interests of the 
various stakeholders who might become involved 
(e.g. NGOs, CBOs, private service providers, etc.). 
The assessment of current institutional arrange-
ments will help you identify opportunities to build 
upon existing links and capacities. For example, 
if government agencies have a long experience 
of working with NGOs or universities, they may 
be more open to innovative ideas. The main ques-
tions related to current institutional arrangements 
are who has decision-making authority in service 
provision and to what extent does the current in-
stitutional framework allow for delegation of re-
sponsibility and authority to other levels. The re-
view of existing policies and the legal framework 
discussed above will provide information on the 
responsibilities and legal authority of the different 
institutional stakeholders, and will help in defining 
an institutional setup that fits the purposes of your 
CLUES intervention. At a more local level the aim 

should be to identify individuals already working 
on aspects of service provision. 

Key questions that you will need to answer in 
order to assess the institutional environment are 
listed here: 

 How are decisions currently made in ser- 
 vices provision and who is involved? 

 What is the role of public sector agencies,   
 i.e. who regulates and monitors, who  
 protects the users and customers, who pro-  
 vides the services, etc.? 

 To which extent do public sector agencies   
 have conflicting or overlapping mandates,   
 and how are these conflicts solved? 

 What are existing synergies and linkages  
 between different stakeholders – is there   
 a productive working relationship between   
 community-level initiatives and public sector   
 agencies, e.g. a Water/Sanitation Coordina-  
 tion Committee at the city level?

Figure 12: Urban domains and related stakeholder groups (adapted from WELL, 1998).

Home Households

Savings groups 
Residents associations Peri-domestic

City fringe  Urban and peri-urban farmers

 Local councillors 
Ward  Local schools 
 CBOs

Municipalities 
Urban development authorities 

Specialized line agencies 
Private sector providers, NGOs

City
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 Are these agencies aware of their respective  
 roles and responsibilities, and do they fulfil   
 their obligations?

 Are there existing public investment plans for  
 the project area?

 What is the current level of community-parti- 
 cipation in urban environmental managment?

 Is the private sector involved in service provi- 
 sion? How so? 

 Which NGOs and CBOs are involved in urban  
 environmental management? Are they famil-  
 iar with each others’ activities?

 Which community members and institu-  
 tions have substantial influence among their   
 peers? You will need to understand the insti-  
 tutional structures that can facilitate the 
  planning and management of environmen-  
 tal sanitation services sustainably. Tool T5   
 provides guidance on how to conduct a   
 participatory assessment of current institu- 
 tional responsibilities, and the importance   
 and interests of the different stakeholder  
 groups in the planning, implementation and   
 management of environmental sanitation   
 services in your project area.

How to define appropriate institu-
tional arrangements?

Though the ideal group of partners may not come 
together to support the project, it is possible to 
proceed so long as it seems that there is poten-
tial for progress and that none of the key institu-
tions will actively work against the project. If the  
latter is the case, it may take significant time to 
negotiate an agreement, build trust or in the worst 
case, the project may have to be put on hold until 
the specific hindering elements are identified and  
adequately addressed.

If you find that there are responsibility gaps, over-
laps in mandates, or non-cooperative key stake-
holders, you might do some of the following: 

 Hold group discussions with key stakehold-  
 ers to determine how non-supportive   
 partners can be re-engaged;

 Arrange written requests to key stakeholders 
  by a respected community leader of the   
 project area;

 Draft memorandums of understanding   
 between different institutions to clarify roles   
 and responsibilities, especially when it  
 comes to working in different districts,   
 wards, townships, etc.;
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Many well-intentioned projects in the past 
have failed because they didn’t fully involve 
the private sector – the small businesses 
and entrepreneurs making an important 
contribution to affordable urban services. 
The private sector frequently has a large, of-
ten informal, role in providing environmen-
tal sanitation services. You should identify 
and address obstacles to the participation 
of small-scale private sector entrepreneurs 
in project delivery.
 
These obstacles may include:

•	 Informal nature of the businesses  
 (i.e. non-compliance with basic legal  
 requirements)

•	 Unrealistic bidding procedures (often too  
 complicated)

•	 Delays in payment for work undertaken  
 for the municipality

•	 Difficulties in obtaining credit or working  
 capital

•	 Lack of access to specialised equipment  
 and machinery

•	 Lack of access to training

Figure 13: Small businesses have an important role in service delivery.  
Sludge emptying services in Bamako (Mali) (Source: S. Bolomey).

Box 7:  Involving the private sector
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Adequate knowledge, skills and capacities are 
an essential part of the enabling environment for 
the implementation of CLUES. CLUES is a novel 
approach that requires specific skills such as par-
ticipatory project management, negotiation and 
problem solving skills, stakeholder coordination, 
conflict resolution and community organisation. It 
is important to identify institutions and/or agen-
cies that have a high level of capacity to conduct 
the process management aspects of the project 
as well as have the necessary technical skills.

In order to ensure an enabling  
environment, there must be adequate 
capacities in terms of project admini-
stration, mediation, community-
involvement, health and hygiene 
promotion, as well as civil and envi-
ronmental engineering to implement 
the project.

How to analyse existing skills and 
capacity?

When conducting the stakeholder analysis de-
scribed in section 2.3 “Institutional Arrange-
ments”, you should also critically assess the  
capacities in terms of strengths and weaknesses 
of the different stakeholders, especially those who 
might be involved in the planning, implementation 
and management of environmental sanitation ser-
vices. This process might be conducted in a par-
ticipatory way, e.g. through self-assessments of 
strengths and weaknesses by the stakeholders, 
and through participatory training needs assess-
ments. The following list of required skills and  
capacities for different stakeholder groups will 
help in assessing these training needs:

 Municipal officers and sector specialists 
(i.e. planners, engineers) should have the 
capacity to coordinate the planning process, 
understand the social, institutional and financial 
environment during the planning and implemen-
tation process, and be familiar with appropriate 
technical design options for urban and peri-urban 
areas. More generally, they will have to be aware 
of, and where appropriate, familiar with existing 
legal frameworks, regulations, codes and stand-
ards and the range of technical options available 
(including cost, environmental and management 
implications). They should also have the capacity 
to organise meetings and run them in a participa-
tory manner.

 NGos that become involved in the pro-
gramme need similar capacities, but at a more 
advanced level, as they will likely be responsible 
for training the participating communities. They 
must be familiar with the social factors affecting 
the selection and proper use of environmental 
sanitation services and with supporting com-
munication strategies. They should be capable of 
brokering functional relationships between man-
dated institutions, the communities and private 
service providers. They should also be able to 
collect and analyse data and produce high-quality 
reports.

4. Skills and Capacity
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 Formal private sector service providers (of-
ten commercial operators with a public mandate) 
play a significant role in the formal provision of 
environmental sanitation services. Their status, 
viability and service quality depend on a range of 
skills such as business management, ability to 
prepare competitive bids and loan applications, 
knowledge of how to analyse and respond to 
market demands and knowledge of technical  
options and the regulatory framework.

 Informal private sector service providers 
are mostly unregistered service providers that 
have a huge range of training needs from busi-
ness management to better technical skills.

 Local interest groups such as urban and 
peri-urban farmers need an understanding of 
land rights, skills in safe and sustainable tech-
niques (e.g. for the fertilisation and irrigation with 
solid and liquid waste), skills in the management 
of natural resources and marketing of their prod-
ucts. 

 Residents need to understand the implica-
tions of the environmental sanitation options 
available to them (in terms of convenience, cost, 
operation and maintenance requirements), tech-
nical support needs and availability, appropriate 
and sustainable hygiene practices, and so on. 
They also need capacities to exert quality control 
over local builders and contractors and to ensure 
that project costs remain within realistic levels.

 Community-based organisations (CBos) 
or community groups which in certain instances 
may undertake construction, O&M and/or man-
agement of certain environmental sanitation 
services (ESS) may need training on technical 
matters, simple financial management, basic 
contract procedures, and/or monitoring and 
reporting. 

 Health workers, e.g. public health nurses, 
local doctors or community health promoters, 
should be able to explain the basics of sanitation 
and hygiene.

Figure 14: Capacity building  
session for local NGOs in Nala (Nepal) 
(Source: Sandec).
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How to develop the required skills 
and capacity?

At the initial stages of the planning process 
after identifying capacity gaps, you will need to 
develop and implement a strategy to build the 
capacity of the different stakeholder groups. 
The strategy chosen will strongly depend on the 
size of the CLUES programme and its financial 
framework. In smaller projects, training should 
focus on the needs of the process and primary 
stakeholders, but a strategy must be defined to 
ensure that training continues after project com-
pletion. The plan must be prepared carefully, with 
adequate financial resources. Training is expen-
sive, but worthwhile. Do not make the mistake 
of focusing on infrastructure while neglecting 
project management skills. Experience suggests 
that an appropriate allowance for initial non-in-
frastructure related costs may lie in the range of 
10% to 30% of capital costs (Peal et al., 2010).

You should, as much as possible, make use of 
existing resource centres and local capacities to 
fill capacity gaps. For example, local universities 
can be instrumental in promoting advanced tech-
nologies and influencing public opinion, munici-
pal health departments might provide support in 
health and hygiene promotion campaigns, sector 
agencies might have permanent training depart-
ments, or local NGOs might be specialised in 
organisational development. It always pays off to 
involve experienced volunteers. Training should 
not be treated as isolated events, but integrated 
into the action plan development, so that training 
reinforces practice and vice versa (see step 6 on 
page 39).

The following list highlights methods that can help 
build capacities required on a local level:

 Set up an exhibition to show models of  
 different toilet options and hand-washing  
 equipment;

 Organise field trips to see other communi- 
 ties / cities with alternative systems;

 Organise specialised workshops on data  
 acquisition, processing and interpretation,  
 community consultation methods, participa- 
 tory planning methods, gender issues in 
 en vironmental sanitation services and   
 presentation skills;

 Organise multi-stakeholder technical work 
 shops with engineers and planners to explain  
 the technical details of some of the sanita- 
 tion options that they may not be familiar  
 with;

 Organise technical training for community  
 members or their organisations (CBOs) who  
 wish to be involved in the implementation and  
 O&M of environmental sanitation services;

 Conduct training for local craftsmen in the   
 production of required parts;

 Use religious leaders and structures to  
 disseminate information and improve people’s  
 environmental sanitation behaviours;
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Implementing or upgrading urban environ-
mental sanitation services is costly. The will-
ingness of the different partners to contribute 
both money and time should be assessed 
early on, to ensure an enabling financial envi-
ronment. Financial contributions and invest-
ments will be required from the community, 
from governmental agencies, and from the pri-
vate sector (such as companies taking on solid 
waste treatment and disposal, or producing 
components for latrines). When estimating the 
project costs, all aspects must be taken into ac-
count, such as administrative, hardware costs 
(including extension and upgrading), training, 
social marketing programmes, knowledge  
development and information sharing and any 
o&M needs.
The majority of capital investments for urban 
infrastructure are still funded by central gov-
ernments and/or international development 
agencies. While many policy-makers believe 
that the urban poor do not have the means to 
pay for environmental services, several stud-
ies (e.g. Whittington, 2010) demonstrated the 
capacity and willingness of these groups to 
generate funds for the payment of services 
once they understand the benefits and have a 
voice in the selection and management of the 
services. However, there should be no miscon-
ceptions about how much and for how long 
payments must be made. Therefore, an under-
standing about the ‘financial arrangements’ 
should be generated during steps 3 and 4 of 
the process.  

External support can encourage community-based 
financing, but must do so without negatively dis-
torting community expectations. Innovations in 
funding basic infrastructure, such as micro-credit 
systems or community development funds, are 
promising but still widely untested funding tools 
in most countries. It is of paramount importance 
to assess the community’s willingness and ability 
to pay prior to proposing funding schemes in a 
given context for:

(i) up-front hardware construction (e.g. new toilet 
facilities), and
(ii) long-term maintenance costs (e.g. regular 
emptying services). 
Not only do the technical solutions have to be 
context-specific but the funding and cost-sharing 
arrangements must be as well. 

Common problems limiting the financial sustain-
ability and long-term operation of service provi-
sion include:

 Limited institutional capacity of municipalities  
 to mobilise funds (e.g. via taxes) and to collect  
 fees;

 Limited autonomy of public or private service  
 providers to generate sufficient funds to  
 ensure that existing systems are properly  
 managed. They have difficulty achieving  
 creditworthiness to access credit, even if  
 credit is available;

 Nature of ownership – most sanitation infra- 
 structure at the point of use is located on 
 private property, making it difficult to attract  
 public subsidies.

 Difficulties among users in obtaining funds  
 for constructing household facilities (e.g.  
 relating to the high cost of sanitation facilities  
 in most African countries)

 Users’ willingness to pay is generally con- 
 fined to the parts of the urban infrastructure  
 that will directly benefit their neighbourhood;  
 users tend to be less willing to cover full re- 
 current costs for off-site treatment and dis- 
 posal;

 Political control and use of funds for special  
 interests (especially before elections) 

 Dependency arrangements – most sanitation  
 programmes are supply driven, heavily sub- 
 sidised by both governments and develop- 
 ment organisations.

 Failure to develop a sound O&M financing  
 plan and generate maintenance funds over  
 time.

5. Financial Arrangements
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A further infrastructure financing issue to con-
sider is corruption. The abuse of power for private 
benefits imposes important economic, social and 
political costs on society and thereby undermines 
development. Unfortunately, the construction and 
infrastructure sector belongs to the sectors that 
are prone to foul play. However, the checks and 
balances outlined in this document provided by 
civil society institutions such as non-governmen-
tal organisations, community-based organisations 
and community representation in CLUES planning 
and implementation can go a long way towards 
preventing corrupt practices and supporting trans-
parency.

How to analyse existing financial 
arrangements?

An initial assessment of financial resources and 
arrangements can be built around the following 
questions:

 Is there clear information on the current  
 financial capacity of the municipality and the  
 targeted community?

 What are the possible public and private  
 sources for capital (infrastructure develop- 
 ment) and expenditure (O&M) financing and  
 how might they be tapped?

For the ‘financial arrangements’ to 
contribute to the enabling environ- 
ment, they must be locally anchored, 
easily accessible and sustainable,  
i.e. ensure full cost-recovery.

 How much are users already paying for servi- 
 ces? How much would they be willing to pay  
 for improved services?

 Would it be possible to raise funds locally,  
 and how?

 Are private sector organisations such as  
 banks or micro-finance institutions willing to  
 provide funds or grants for environmental  
 sanitation service improvements?

A baseline survey along with official statistics will 
help to inform you about the economic situation 
of the community in question, i.e. their current 
financial contributions to sanitation services, and 
their ability to pay for improved services. Rarely 
will a community be able to pay for the capital 
costs of an integrated infrastructure upgrading 
scheme alone. The success of a CLUES project 
will also depend on the capacities of local authori-
ties to generate revenues. Without additional rev-
enues supporting infrastructure upgrading it will 
be almost impossible to achieve full cost recov-
ery and thus sustainability of these new services. 
Sources of capital financing, that deserve explora-
tion include:  

 National or provincial grants and budget  
 allocations, e.g. within the context of a 5-year  
 development plan or similar national frame- 
 work;

 Municipal funds, e.g. to provide operating  
 subsidies to meet annual O&M costs;

 Targeted government funds, available to  
 successful applicants in various countries  
 (e.g. Environment Protection Fund, Poverty  
 Eradication Fund, Small and Medium-sized  
 Enterprise Promotion Funds);

 Credits from private or parastatal banks;
 Revolving funds5  administered through a  

 local NGO/CBO or financial institution, such as  
 self-help housing loans or micro-credit
 systems;

 Private sector involvement, i.e. transferring  
 the burden of capital financing to the small,  
 medium and large private sector industry  
 which will recover its costs either from the  
 service provider or from the users directly;

 Capital financing by users, either in cash or  
 in kind (typically labour and materials), mainly  
 at the household level.

5 A revolving fund is money that is raised with a certain purpose, e.g. for toilet facilities, in which ‘revolving’  
 means that the fund’s resources circulate between the fund and the users.
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Key institutional stakeholders, sector agencies 
and line ministries will certainly be able to pro-
vide information on potential funding sources for 
the sector. This stakeholder consultation might 
be conducted in the framework of the CLUES 
launching workshop (step 2).

If sustainability is to be achieved, then it is of 
critical importance to assess effective demand 
of the users for improved services. Effective 
demand is the term used to describe demand for 
a service the user wants and is willing to pay for. 
The effective demand will have to be assessed 
during step 4 of the planning process (Prioritisa-
tion of the Community Problems). Possible 
methods to assess willingness to pay are listed 
in tool T11. 

How to define suitable financial 
arrangements?

Rarely will a community be able to pay for the 
capital costs of an integrated infrastructure 
upgrading scheme alone. You should therefore 
guarantee that one or more of the alternative 
funding sources listed above can be accessed 
to complement the capital financing by users. 
Without additional municipal/district or national 
financing sources, you should seriously recon-
sider the CLUES project. Experience shows 
that it pays to start with “low-hanging fruit” in 
the form of quick-start or pilot projects that are 
easily implementable and build momentum for 
longer-term implementation and more elaborate 
financial arrangements.

Figure 15: Discussing a revolving funds initiative for sanitation in Nala, Nepal. (Source: Sandec).
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Ensuring access to alternative funding sources 
can be very complicated and time consuming. Op-
tions you might consider to raise funds include: 

 Writing proposals to the appropriate agencies  
 to apply for project funding.

 Drafting business plans for small business  
 loans to show how and when the funds will  
 be paid back.

 Calling and soliciting members of parliament  
 for funds allocated to water and sanitation  
 improvements.

 Applying for local or district level funds, e.g.  
 community development funds.

 Establishing community-based revolving  
 funds.

 Influencing local financing bodies to adopt  
 “out-of-the-box” lending conditions, e.g.  
 considering household goods as collateral  
 for micro-loans.

The establishment of revolving funds, either  
under the management of the service provider 
or independently (e.g. a CBO), is a promising ap-
proach to provide funds for capital investments, 
especially at household level. Two typical exam-
ples of revolving funds are housing improvement 
loans and micro-credit systems (see tool T25 for 
details). 

Sustainability of environmental sanitation serv-
ices largely depends on securing adequate O&M 
funding. The number of options to finance O&M 
is often limited, as O&M costs are usually not 
directly covered from central budget allocations. 
Recurrent costs should be covered by the users 
themselves. This can be either through direct in-
kind inputs from the users (e.g. households clean 
their toilets and local drains, transport their solid 
waste to the next collection point, establish a 
management fund to contract service providers 
etc.) or through funding from service providers‘ 
revenues, derived from user payments (service 
fees, tariffs, municipal taxes). Without reasonable 
assurance that users are willing and able to pay 
most if not all recurrent costs, the project should 
be seriously reconsidered.
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This part describes the willingness of the com-
munity to participate in a long-term, habit-
changing process. This will include changing 
mindsets, engrained habits and behaviours. 
The CLUES approach is strongly based on the 
assumptions that there is an effective demand 
by the community for improved services and 
that there is a commitment of the community 
to both short-term and long-term participa-
tion. It also assumes that the community has 
the capacities and resources to participate in 
the CLUES planning process, and that active 
participation of the community is allowed and 
promoted by higher-level authorities (i.e. ena-
bling political context).

Achieving socio-cultural acceptance 
depends on matching each aspect of 
the proposed environmental sanita-
tion services as closely as possible to  
the users’ preferences. Furthermore, 
the community must be willing to  
participate in the planning, imple-
mentation and management of envi-
ronmental sanitation services, accept 
the decisions of the group and accept 
that the process will take time.

The precondition for an enabling socio-cultural en-
vironment is not only the willingness of the major-
ity of the community to participate, but also their 
willingness to spend time, energy and money in 
the planning, implementation and management of 
environmental sanitation services. Fragmentation 
between different ethnic groups or generations, 
ongoing disputes over land or money, or other 
internal conflicts may hinder or prevent a fruitful 
CLUES process from taking place, and therefore 
the socio-cultural environment must be clearly en-
abling from the start. Care must be taken not to 
assume that demand for a specific level of service 
translates into a willingness to participate in the 
planning and implementation process.

How to analyse existing Socio- 
cultural Acceptance?

To determine whether the socio-cultural environ-
ment is enabling, you should attempt to deter-
mine if: 

 The community has expressed a clear demand  
 for improved sanitation services and is recep- 
 tive to new ideas and positive behaviour  
 change;

 Community groups and CBOs already exist  
 and there are locally elected leaders who are  
 credible and respected;

 NGOs have had success implementing  
 projects and working closely with community  
 members in the past;

 Religious and/or traditional leaders are will- 
 ing to cooperate and actively participate in  
 the project;

 Schools and teachers are willing to cooperate  
 and have the respect of the community;

 Violence and vandalism are not common, and  
 new infrastructure has been well-respected;

 Ethnic groups are cohesively existing and  
 no alarming social or cultural diversity-related  
 conflicts exist (e.g. tensions with immigrants);

 Social-cultural change champions exist –  
 these are elected or opinion leaders who  
 are openly receptive and willing to advocate  
 for a CLUES related initiatives within the   
 community. 

The community’s effective willingness to partici-
pate will be assessed at the first few workshops, 
especially the launching workshop (step 2). Step 
3 (Assessment of current status) and step 4 (Pri-
ority workshop) will provide information on the 
effective demand of the community for improved 
services, including their willingness and ability 
to pay. If however, there are obvious social and/
or cultural problems in the community, it is worth 
investigating them before investing significant 
resources in the project. Experience shows that 
awareness campaigns, if well designed, targeted 
and professionally conducted, can substantially 
increase demand for improved environmental 
sanitation services, and encourage participation.

6. Socio-Cultural Acceptance
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PART 3



67C
om

m
un

ity
-L

ed
 U

rb
an

 E
nv

iro
nm

en
ta

l S
an

ita
tio

n 
P

la
nn

in
g 

– 
To

ol
bo

x

The Toolbox contains 30 tailored tools. These 
can be classified as resource documents and 
manuals, templates and process tools (such 
as checklists and examples of workshop agen-
das) and methodological tools. In this part 
each tool is described in a one-page summary 
sheet which explains the purpose of the tool 
and how to use it. Furthermore, the actual 
tool resources are introduced. These consist 

of digital documents (PDF, Word, PowerPoint 
and Excel files) as well as web links and books. 
All documents are included on the enclosed 
USB Key or can be accessed in their latest  
version on the internet (www.sandec.ch or 
www.wsscc.org). In the PDF version of these 
guidelines you can directly open the tool re-
sources by clicking on the respective icons in 
the tool summary sheets.

Feel free to use and adapt these tools to your individual needs!

The Toolbox

Overview of the 30 Tools Tool Contents

Ignition and Demand Creation T1 An overview of proven community ignition tools.

Interview Methods and Questionnaire  
Examples

T2 Introduction to 3 interview methods: pocket  
voting, focus group discussion (FGD) and indivi-
dual interviews for community consultation. 

Participatory Assessment Methods T3 Interactive tools for assessing the water and 
sanitation situation and for conducting partici-
patory mapping.

Organising Meetings, Events and Work-
shops

T4 Guidance for preparing meetings, workshops and 
other events, with focus on organisational and 
managerial aspects. 

Stakeholder Analysis T5 Participatory assessment tool for the  
evaluation of relations and conflicts of interests 
between different stakeholders.

Sample Agenda: Official Launching  
Workshop

T6 A sample agenda of the launching workshop 
which you can adapt to your own needs.

PowerPoint Slides: CLUES Presentation T7 Presentation of the planning approach for the 
launching workshop.

Problem Tree Analysis T8 Allows you to define a core problem and  
visualise cause-effect relationships.

Assessment Checklist T9 Checklist for identifying all key issues  
pertaining to physical, institutional,  
technical, and environmental status-quo.

Contents and Examples of a Status Report T10 Provides a table of contents for the step 3  
status report and 2 examples.

Assessment of Effective Demand T11 Simplified assessment tool to check if there is 
real and effective demand for sanitation.

Municipal Solid Waste Management Planning T12 Useful resources and guidelines for the assess-
ment and planning of solid waste management 
systems.

PArT 3
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Overview of the 30 Tools Tool Contents

Composting Manuals T13 Guidelines on how to plan, implement and  
operate a composting system and how to sell 
the products.

Sample Agenda: Expert Consultation  
Workshop

T14 An overview of how to organise and conduct an 
expert consultation workshop for the discussion 
of service options.

Compendium of Sanitation Systems and 
Technologies

T15 146-page overview of the most appropriate 
sanitation systems and technologies that are 
available. Important tool for step 5.

PowerPoint Slides: Compendium  
Presentation

T16 Presentation that introduces the Compendium 
and how it can be utilised for informed choice 
decision-making. 

Procedure for the Pre-Selection of Sanita-
tion Systems

T17 Helps to narrow down the wide range of existing 
sanitation technology options to feasible systems 
during the expert consultation workshop.

Greywater Management Manual T18 Guide to greywater management, which helps 
in a pre-selection of greywater management 
technologies.

Surface Water Drainage Manual T19 This tool presents resources on the planning, 
design, construction, maintenance and rehabili-
tation of drainage systems.

Sanitation Costing Tool T20 Allows users to estimate costs (capital, labour 
and maintenance) for selected technologies of 
the Compendium.

Sample Agenda: Community Consultation 
Workshop

T21 Includes the main points that need to be cov-
ered during the community consultation work-
shop for the discussion of service options. 

PowerPoint Slides: Presentation outline for 
the Community Consultation Workshop

T22 PowerPoint outline for the community consul-
tation workshop which help structure content 
and issues.

Contents of an Action Plan T23 Contents of an action plan with examples from 
Tanzania and Nepal.

Sample operation and Maintenance  
Documents

T24 Generic O&M plans to ensure long-term mainte-
nance, including operational checklists.

Funding opportunities T25 Overview of promising funding opportunities  
for infrastructure and services, including micro-
finance.

Bidding Documents for Construction  
Services

T26 Templates for bidding documents for implemen-
tation of services & infrastructure.  

Standardised Short Contracts T27 Selected examples of standardised small scale 
contracts for community infrastructure projects 
involving the private sector.  

Contents of a Community Contract T28 Explains community contracting and provides a 
sample contract.

Project Management T29 Tips for project management to ensure timely 
and cost-effective project implementation at 
community level.  

Monitoring Checklist T30 Monitoring tool to provide guidance during the 
7 step planning process.
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Resources

T1 Ignition and Demand Creation

Document D1.1:

Kar, K. and Chambers, R. (2008).   
Handbook on Community-Led 
Total Sanitation. Plan UK. 
London, UK.  
D1.1.pdf

Document D1.2:

Peal, A. et al. (2010).   
Strategic Hygiene and Sanitation 
Software. An Overview of Ap-
proaches. WSSCC.  
Geneva, Switzerland.  
D1.2.pdf

Plan UK
5-6 Underhill Street
London NW1 7HS, UK
Tel: +44 (0) 20 7482 9777
Fax: +44 (0) 20 7482 9778
Email: mail@plan-international.org 
www.plan-uk.org 

Registered charity No. 276035

ISBN 978-0-9550479-5-4

Handbook on
Community-Led
Total Sanitation

Kamal Kar
with

Robert Chambers

Institute of Development Studies
at the University of Sussex,
Brighton, BN1 9RE, UK.
ids@ids.ac.uk
T: +44 (0)1273 606261,
F: +44 (0)1273 621202/691647.

Handbook on Com
m

unity-Led Total Sanitation
Kam

al Kar
w

ith Robert Cham
bers

An Overview of Approaches

Summary: This tool provides an overview of promising approaches for igniting or triggering a com-
munity and for longer-term approaches that aim to build demand, motivation and ability to address 
sanitation and hygiene issues. These include Community-Led Total Sanitation (CLTS), sanitation mar-
keting and community health clubs (CHC).

Application Within the Planning Process:  
Step 1: Process Ignition and Demand Creation

Related Tools:
T3  Participatory Assessment Methods

T4  Organising Meetings, Events and Workshops

Purpose The purpose of this tool is to provide 
guidance on selected community ignition and 
demand creation approaches. The CLTS-based 
kick-off events in step 1 of the CLUES process 
should create momentum and a good basis for 
the community-led planning process. They are 
most effective in communities with poor hygiene 
behaviour and prevalence of open defecation. 
Kick-off events should aim to facilitate the com-
munity on a journey of discovery that will hope-
fully lead to a change of behaviour and achieve 
mass social mobilisation (“ignition”). The tool 
also provides information on two longer-term ap-
proaches to awareness raising for WASH (water, 
sanitation and hygiene) in urban contexts: sanita-
tion marketing and community health club initia-
tives.

How to use this tool? Document D1.1 con-
tains detailed information and recommendations 
on how to go about community ignition using the 
triggering step of the Community-led Total Sani-
tation (CLTS) approach (pp. 20-41). The second 
resource document is a comprehensive compen-
dium on hygiene and sanitation software (D1.2). 
It provides an overview of other approaches such 
as sanitation marketing (pp. 86-94) and commu-
nity health clubs (pp. 53-56). 
Further participatory techniques are presented in 
Tool T3. Guidance on how to organise a commu-
nity meeting is provided in T4.
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Resources

T2 Interview Methods and Questionnaire Examples

Document D2.1: 
Interview Methods  
D2.1.pdf

Document D2.2:

Conducting Randomised 
Sample Surveys  
D2.2.pdf

Document D2.3:

Sigel, K. (2009). Household  
Survey Environmental Sanitation. 
Questionnaire for the HCES Case 
Study in Darkhan, Mongolia.  
UFZ. Leipzig, Germany. 
D2.3.pdf

D2.1  Interview Methods

INTRODUCTION
Three question-based methods that can be applied for the investigation of the 
community’s perspective on environmental sanitation issues are presented here. 
Depending on the objectives of the study, one of them can be selected or a 
combination can be made.  
While pocket voting is a relatively simple technique for the rapid assessment 
of a group’s priorities, focus group discussions and individual interviews 
require thorough preparation and professional facilitation. The moderator 
(facilitator) and interviewer need a lot of practice and skills. 
With all methods, the attitudes, beliefs and expectations of the individuals and 
also those of the group should be taken into account. Furthermore, it is 
important to understand and utilize the social language, to understand the 
specific vocabulary  and to be aware of the sensitiveness of the context.  
Combining focus group discussions with individual interviews helps to cross-
check results and to explain possible contradictions. Moreover, a broader and 
deeper picture can be obtained. 
While surveys repeatedly identify gaps between people’s knowledge and their 
behaviour, only qualitative methods, such as focus group discussions and 
individual interviews, can actually fill these gaps and explain why they occur 
(Kitzinger 1995, Wellings et al. 2000).

POCKET VOTING 
In a democratic way, participants anonymously vote and state their views on 
sensitive subjects predefined by a facilitator.

Purpose
Pocket voting is particularly useful for obtaining information on topics on which 
people feel embarrassed or inhibited to talk about in the public. It can be used 
to investigate the existing situation as well as to find out what sort of 
improvements and adjustments would be preferred by different groups of 
people (male, female, poor, rich, etc.). Aspects that can be identified by pocket 
voting include: 
 Water sources and their use 
 Defecation practices and use of toilet facilities 
 Preferences for improvements and priority of sanitation 
 
Procedure
The original form of the pocket voting technique is as follows: the facilitator 
presents a question to be answered anonymously by each group member. He 

 The best would be to let the community members explain the used terms themselves; this 
provides a deeper understanding of local concepts, correlations and interpretations 

 

D2.3 Household Survey on Environmental Sanitation

Example Questionnaire 

Date: 

Questionnaire No.: 

Number of group (I-IX): 

Name of enumerator: 

Time start: 

Time finish:  

 

Part I: Household and housing characteristics 

“First I would like to ask some general questions about the household and housing 
characteristics.” 

Household  
Nr Question Possible Answers 
1 How old are you? No. of years:___ 
2 Gender of respondent - Male 

- Female 
3 Are you the head of the household? 

If no: What is your role in this 
household? 

- Yes 
- No, I am… 
 

6 How many adults (≥ 18 years) live in this 
household? 

- No. of adults:___ (summertime) 
- No. of adults:___ (wintertime) 

7 How many children (< 18 years) live in 
this household? 

- No. of children:___ (summertime) 
- No. of children:___ (wintertime) 
 
 

                                                 
 The questions are not numbered consecutively because after the pre-test of the survey some questions were 

deleted and others added.  

Summary: This tool presents an introduction to three useful information gathering methods, namely 
pocket voting, focus group discussion (FGD) and individual interviews. These methods, which can 
either be used separately or combined, are useful for the collection of information on knowledge, 
perceptions, practices and preferences of individuals or groups. The tool also explains how to conduct 
randomised sample surveys and provides sample questionnaires.

Application Within the Planning Process:  
Step 1: Process Ignition and Demand Creation
Step 3: Detailed Assessment of the Current Situation 
Step 4: Prioritisation of the Community Problems and 
Step 4: ValidationStep 4: 

Related Tools:
T3  Participatory Assessment Methods

Purpose Three question-based methods for 
investigating the stakeholders’ perspective on 
environmental sanitation issues are introduced 
in this tool, and their application and meaningful 
combination is explained. 
In a pocket voting exercise, participants anony-
mously vote and state their views on sensitive 
subjects. FGDs serve to elicit norms and values 
of a group and to assess the broadness of ideas 
and opinions of their members. Individual inter-
views can be used to investigate issues that do 
not arise during FGDs and to research personal 
attitudes and practices, as well as to obtain data 
from key informants. Surveys represent one ap-
plication of individual interviews. In CLUES, the 
detailed assessment (step 3) comprises ran-
domised sample surveys for the collection of basic 

statistical information from households. This tool 
gives practical advice on how to do it and pro-
vides questionnaire examples.

How to use this tool? Detailed descriptions 
of the three methods and information on their 
appropriate application and combination are 
given in Document D2.1. D2.2 contains instruc-
tions for conducting randomised sample surveys 
and provides a short generic questionnaire. A 
sample questionnaire for individual interviews 
and household surveys are provided in D2.3. 
Further participatory assessment methods in-
cluding participatory mapping and transect walk 
can be accessed in Tool T3.

D2.2  Conducting Randomised Sample Surveys 

Purpose
Sample surveys serve two purposes: first, to elicit information from individuals randomly 
selected within the project area. Secondly, by compiling the data one will gain a better 
understanding of the wide variations between households. On a community level individual 
interviews can be very useful in obtaining information and observations from residents who 
might not take part in workshops or group meetings. 

How to do it? 
Semi-structured interviews work best that include a mix of open and closed questions (see 
example questionnaire attached below). First, be sure to design a good questionnaire that 
includes all important aspects you’d like to cover, doesn’t include leading questions (i.e., a 
question that already points the interviewee into a certain direction) and won’t take more than 
half an hour to conduct the individual interview (max. 50 questions). Using the questionnaire 
for guidance, the interviewers proceed to interview the selected households, encouraging the 
respondents to elaborate on points of interest and relevance. Be sure to identify yourself and 
the purpose of the interview; assure the respondent of absolute confidentiality and anonymity. 
Names are not recorded but can be coded; no individual information is passed along to any 
other party.

For open questions, use clarifying questions to focus the interview; for example: “Can you tell 
us a bit more about that?”  Avoid questions that have a “yes” or “no” answer. In case you get 
"yes" or "no" answers, ask for more detail. The way the questions are designed affects the 
ability of respondents to recall, judge and select their own information. 

Selection of interviewers   
Another important factor is the relationship between interviewer and interviewee. It is 
influenced by factors such as sex, age differences, social roles, educational background, 
ethnicity and personal characteristics as well as knowledge of the local language. It is of 
great importance to make people feel comfortable and not force respondents to answer 
questions. Interviewers should be patient and listen carefully. Translation and the role of 
translators is another aspect that needs to be discussed. Terms which are used by the 
community members themselves provides a better understanding of local concepts, 
correlations and interpretations. 

Random sampling - how to select a good sample size in a given community 
It is important to select households randomly from the your project area in order to: 

 capture information from varying local socio-economic profiles and 
 to get an estimate of how the answers to your questions are distributed in the area, 

i.e. what are major problems and what are only minor issues.  

First, you have to decide how many households you want to interview. This may depend on 
the costs of conducting the interviews. Usually a sample of 200-300 households should give 
enough variety of information. Next, determine the approximate total number of 
households in your intervention area, let's say 3'000 households. With the 2 numbers you 
define the ratio sample/population, in our case it is 300:3000 = 1:10. This means you will 
interview every 9  household in the community/area (number from the ratio minus 1 to adjust 
for rejection).  
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Resources

T3 Participatory Assessment Methods

Document D3.1: 
Participatory Mapping
D3.1.pdf

Document D3.2: 
Transect Walk 
D3.2.pdf

D3.1 Participatory Mapping

Assisted by a facilitator, the local community develops a map of the target area, 
thereby focusing on features related to water supply and sanitation infrastructure 
and services. 

Purpose
Community maps help to visualize and analyze the situation and to understand 
the access of different socio-economic groups to water supply and environmental 
sanitation services. Maps produced in an interactive process with the community 
reveal important information about local conditions and the community’s 
perception. They can be used for planning, evaluation and monitoring. 
Add Poverty/Problem Mapping 

Preparation and Materials 
Community mapping requires a facilitator and a suitable, central place for the 
exercise. The area to be mapped should be agreed upon in advance. Only for 
small communities the entire neighbourhood is drawn. If the area is too big, 
neighbourhoods are mapped separately or a generalised map showing relevant 
infrastructure is made. Exemplary neighbourhoods representing typical 
conditions of the area (e.g. richer and poorer sections) are selected and mapped 
in greater detail. 
Community representatives from all relevant groups (women and men, children 
and adults, poor to rich) should be invited to participate in the exercise. If gender 
relations do not allow involving women and men together, the mapping should be 
carried out in separate groups. 

Materials needed include 
 large pieces of paper or blackboard/whiteboard 
 coloured pens & markers 
 objects to symbolise features on the map (such as stickers, coloured 

paper, small flags, pins or string) 

Procedure
After the facilitator has explained the purpose of the exercise, a list of features to 
be displayed on the map is developed in a discussion. Relevant features are 

 community boundaries 
 existing infrastructure like roads, paths and houses 
 major landmarks and geographical features like hills, industrial and 

commercial buildings, schools, clinics and religious places 
 water bodies (rivers, ponds, springs, etc.), forests and fields 
 sources of pollution 

D3.2 Transect Walk

Community representatives and members of the planning team walk through 
relevant neighbourhoods, discussing and recording the water supply and 
sanitation infrastructure and related environmental sanitation issues. 

Purpose
A transect walk helps to gain an overview of the water supply and sanitation 
situation and first-hand impressions of the main problems in the area. It also 
delivers insight into the perspective of the local residents concerning associated 
needs and challenges. In addition, a transect walk can be an opportunity to verify 
information obtained from a community mapping exercise.  
A “walk of shame” or “walk of disgust” is a variation of the transect walk, which 
aims at sensitising residents to problems associated with open defecation 
practices, creating embarrassment and triggering mobilisation of the community 
(see Kar & Chambers (2008) for details). 
Procedure
A representative group of community members and facilitators from the planning 
team (ideally including an environmental or civil engineer) walk around the 
community area. If gender relations do not allow involving women and men 
together, the transect walk should be carried out in separate groups. 
Through interactions with residents and participants of the transect walk, the 
following issues should be discussed: 
 Water availability and use for sanitation (flushing, anal cleansing, personal 

hygiene)
 Wastewater disposal and reuse 
 Access to toilets for different socio-economic groups 
 Use, functionality and adequacy of existing services (including private and 

public facilities, drainage and sewerage systems, wastewater treatment) 
 Financial and institutional arrangements for operation and maintenance 
 Environmental “hot spots”, such as sources of pollution, dump sites, flooded 

areas, etc. 
Processing and use of information 
Information derived from a transect walk should be recorded for further use. It  
can also  be incorporated in the detailed status assessment report (step 3). 

References and further reading 
 WSP & GoI (2008): A guide to decision making: Technology Options for 

Urban Sanitation in India 
 Kar, K. & Chambers R. (2008): Handbook on Community-Led Total Sanitation

Summary: This tool contains information on how to conduct participatory mapping exercises and 
transect walks for the interactive analysis of the urban environment in the target area. Both methods 
involve community members in the information gathering process. 
Participatory Mapping: Assisted by a facilitator, community members develop a map of the target 
area and visualise features related to environmental sanitation infrastructure (deficiencies) and services.
Transect Walk: Community representatives and members of the planning team walk through rel-
evant neighbourhoods, discussing and recording the environmental sanitation infrastructure and  
related issues.

Application Within the Planning Process:  
Step 1: Process Ignition and Demand Creation
Step 2: Launch of the Planning Process
Step 3: Detailed Assessment of the Current Situation

Related Tools:
T1  Ignition and Demand Creation

T2  Interview Methods and Questionnaire Examples 

T8  Problem Tree Analysis

Purpose Participatory mapping (often referred 
to as community or social mapping) helps to get 
an overview of the community area, to visual-
ise relevant existing infrastructure and to under-
stand the access of different socio-economic 
groups to water supply and environmental sani-
tation services. If the focus of the mapping is 
on pointing out the spatial incidence of poverty 
it can be called participatory poverty mapping, 
and if the focus is on locating deficiencies with 
regard to the existing situation it can be called 
problem mapping. Maps produced in an interac-
tive process with the community reveal impor-
tant information about local conditions and the 
community’s perceptions. They can be used for 
planning, evaluation and monitoring.
A transect walk can also help to gain an overview 
of the environmental sanitation situation in the 
area and deliver insight into the perspective of 
the local residents concerning associated needs 
and challenges. In addition, a transect walk can 

be an opportunity to verify information obtained 
from a participatory mapping exercise. A “walk 
of shame” or “walk of disgust” is a variation of 
the transect walk that is commonly applied in the 
CLTS approach (see Tool T1). It aims to sensitise 
residents to problems associated with open def-
ecation practices, creating embarrassment and 
triggering mobilisation of the community.

How to use this tool? The two methods in-
cluded in this tool are explained in separate 
manuals (Documents D3.1 and D3.2). These 
documents contain detailed information and rec-
ommendations on how to carry out participatory 
mapping and transect walks, respectively.
Further participatory techniques for the col-
lection of information in a community include 
pocket voting, focus group discussion and indi-
vidual interviews. They can be found in Tool T2. 
For a situational analysis you could also use the 
problem tree analysis tool T8.
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Further Reading

T4 Organising Meetings, Events and Workshops

Book B4.1:

Chambers, R. (2002). Participa-
tory Workshops: A Sourcebook 
of 21 Sets of Ideas and Ac-
tivities. Earthscan. London, UK.    
224 pages.

Book B4.2:

Wates, N. (2000).
The Community Plannning 
Handbook.
Earthscan. London, UK.
230 pages.  

Summary: This tool will assist you in preparing and managing meetings, workshops and other group 
events. It contains information on organisational aspects as well as a checklist of required equipment 
and things to consider for successful events.

Application Within the Planning Process:  
Step 1: Process Ignition and Demand Creation
Step 2: Launch of the Planning Process
Step 4: Prioritisation of the Community Problems and 
Step 4: ValidationS

Step 5: Identification of Service Options 
Step 7: Implementation of the Action Plan

Related Tools:
T6  Sample Agenda: Official Launching Workshop

T14  Sample Agenda: Expert Consultation Workshop

T21  Sample Agenda: Community Consultation  
 Workshop

Resources
Document D4.1:

Organising  Meetings, Events 
and Workshops 
D4.1.pdf

D2.1 Organising Meetings, Events and Workshops 

The initial community meeting during Step 1 Process Ignition may be initiated by 
an individual or organisation. A team of dedicated persons should take 
responsibility for facilitating the meeting. The team chairperson (usually an 
experienced facilitator) should be carefully selected. The event should be 
advertised as an exciting and enjoyable event. Good community participation is 
more important than involving all interest groups and decision-makers at this 
stage.

Working arrangements 
Good preparation and administration is essential for a successful first meeting. 
Begin with preparations one month before the event by sending out invitations, 
reserving the venue and starting publicity in the neighbourhood. Don’t set a date 
until you are sure you can meet it; avoid holiday periods. The venue should be 
located in the neighbourhood (or close by) and provide a stimulating atmosphere. 
Good examples include hotels/bars, school or community halls.
During the event:  assign specific roles and responsibilities for facilitator(s), note-
takers, photographer and stage manager/trouble shooter. 
After the event: eorganise an evaluation of the event, get feedback from different 
participants. 

Equipment 
Organise the following equipment a few days beforehand: banners, maps/plans, 
flipcharts & pens, masking tape, scissors, A4 paper, computers and beamer (if 
presentations are planned).

Facilitator Qualities 
- Leadership qualities 
- Experience with participatory processes 
- Ability to orchestrate action 
- Toughness, ability to deal with 

troublemakers 

Stakeholders to involve 
- Friends and neighbours 
- Local business people 
- Schools and teachers 
- Women and youth groups 
- Health officers and medical doctors 
- Ethnic and cultural groups 
- Members of local NGOs and CBOs 

Purpose A CLUES process comprises several 
meetings, workshops and events with stake-
holders (particularly community members), 
which all need thorough preparation. Good or-
ganisation is the key to successful events. Every 
gathering is different in its content and agenda, 
but there are some organisational aspects which 
should always be considered. This tool aims to 
summarise these aspects and to provide recom-
mendations on the general framework of events 
and workshops.

How to use this tool? This tool might not only 
be of interest for the preparation of the various 
meetings with open community participation, 
but also for the expert workshop and the final 
inauguration ceremony. If you intend to organise 

such an event, take into account the advice given 
in Document D4.1, which summarises key as-
pects to be considered. It includes a checklist 
for required equipment, which you can use to 
make sure you don’t forget anything. If you are 
interested in further reading about how to suc-
cessfully organise and manage meetings, work-
shops and other events, you are highly recom-
mended to read the sourcebook on participatory 
workshops by Robert Chambers (Book B4.1), 
which is written in an accessible and entertain-
ing language. Nick Wates’ handbook on commu-
nity planning (B4.2) also has a great variety of 
ideas and suggestions for organising meetings 
and events. Tools T6, T14 and T21 are additional 
helpful resources for structuring the contents of 
the main workshops of a CLUES process.
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Resources

T5 Stakeholder Analysis

Document D5.1:

Conducting an Integrated  
Stakeholder Analysis
D5.1.pdf

D6.1 Conducting a Stakeholder Analysis
 
A complete stakeholder analysis includes the following four steps: 
1. Identification of key stakeholders and their interests 
2. Assessment of the influence and importance of stakeholders 
3. Identification of risks and assumptions about stakeholders 
4. Identification of appropriate stakeholder participation 
 
The following specifications of these steps are mostly adapted from DFID (1995) 
and Mosler (2006). 
 
1. Identification of key stakeholders and their interests 

1.1. Identifying and listing all potential stakeholders 
To reduce the risk of omitting important stakeholders, it is helpful to use a 
combination of approaches for the identification of stakeholders:  

 Information by staff of key agencies 
 Information from written records and population data 
 Stakeholder self-selection by announcements at meetings, in newspapers or 

other media 
 Verification by other stakeholder  
 Random method: asking people (e.g. friends, taxi drivers, barbers, waiters, 

etc.) who they think would be affected by a certain issue or project 
 
Key questions are: 

 Who are the potential beneficiaries? 
 Who might be adversely affected? 
 Who has existing rights? 
 Who is likely to be voiceless? 
 Who is likely to mobilize resistance? 
 Who is responsible for the intended plans? 
 Who has the money, land, skills or key information? 
 Whose behaviour has to change for success to be reached? 

 
Checklist: 

 Have all primary and secondary stakeholders been listed? Have all potential 
supporters and opponents of the project been identified? 

 Has gender analysis been used to identify different types of female 
stakeholders? 

 Have the interests of vulnerable groups (especially the poor and, more 
specifically, small service providers e.g. for manual emptying of faecal sludge 
or garbage collection) been identified? 

 Are there any new primary or secondary stakeholders that are likely to 
emerge as a result of the project? 

Summary: Stakeholder analysis is the process of identifying individuals, groups or organisations 
with an interest in, importance to, or influence over the planning process, describing them and see-
ing how they can be best involved in the project. It is important to identify all stakeholders who could 
affect the project positively and negatively. The present tool suggests a procedure for analysing stake-
holders and helps determining appropriate stakeholder involvement.

Application Within the Planning Process:  
Step 1: Process Ignition and Demand Creation
Step 2: Launch of the Planning Process
Step 3: Detailed Assessment of the Current Situation

Related Tools:
T29  Project Management

T30  Monitoring Checklist

Purpose Involving all key stakeholders – people 
or organisations whose interests are affected by 
a project or whose activities significantly affect 
the project – is essential for the participatory 
CLUES approach. With a stakeholder analysis, 
you can provide a strategy for participation.  
This tool helps to structure and use information 
on the following aspects:  
− stakeholders’ attitudes, interests and power 
 in relation to the project
− conflicts of interests between stakeholders 
 and possible risks for the project,
− relations between stakeholders appropriate  
 forms of participation and roles & responsi-
 bilities in the action plan

How to use this tool? A complete stakeholder 
analysis comprises the following four steps: 
1. Identification of key stakeholders and their  
 interests
2. Assessment of the influence and importance  
 of stakeholders
3. Identification of risks and assumptions about  
 stakeholders
4. Identification of appropriate stakeholder 
 participation

This step-by-step procedure is explained in Doc-
ument D5.1, including an example. A preliminary 
stakeholder identification and characterisation 
should be done in the beginning of the planning 
process, i.e. during the ignition and demand cre-
ation phase (step 1). During the official launching 
workshop (step 2), a participatory stakeholder 
identification is carried out with the workshop 
participants. Performing the exercise in a partici-
patory manner helps gaining a realistic picture of 
the views, concerns and interests of stakehold-
ers and to share and clarify information quickly. 
During the detailed assessment of the current 
situation (step 3), the assessment is completed 
and refined by the process leader. 
The results should be cross-checked dur-
ing individual interviews and then be used 
to appropriately involve the stakeholders. 
This can be ensured through good project 
management practices (see Tool T29).  
A stakeholder analysis should be a dynamic proc-
ess in which key stakeholders are re-evaluated 
throughout the project period. Such a systematic 
approach is also useful for monitoring and evalu-
ation of the project (see T30).
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Resources

T6 Sample Agenda: Official Launching Workshop

Document D6.1: 
Agenda of the Launching  
Workshop in Hatsady Tai, Laos 
2007  
D6.1.pdf

Document D6.2:

Agenda of the Launching  
Workshop in Hatsady Tai, Laos 
2007  
D6.2.doc

D6.1 Sample Agenda: Official Launching Workshop 

Date: 08 July 2007 

Venue: Hatsady Tai Communal Meeting Room, Vientiane, Laos

Objectives of the workshop:  
 To present the project idea and HCES planning procedure to the community 
 To get basic approval by community for the HCES planning procedure 
 To conduct a rapid urban environmental assessment for the area 
 To identify the main stakeholders and stakeholder groups in the community 

Expected outcomes: 
 Community endorsement of the HCES planning approach 
 Problem statements for the different areas of interest (water supply, sanitation, 

drainage, solid waste, socio-economic situation) 
 Maps with identified problem hot-spots 
 List of relevant stakeholders in the community, their interests and an importance-

influence matrix 

Programme:

Date: 08 July 2007 at Hatsady Tai Communal Meeting Room 
TIME ACTIVITY REMARKS
08:00 Arrival of participants 
08:30 to 08:45 Opening remarks, presentation of workshop 

programme and objectives 
Introduction and presentation of participants 

Opening remark by Naiban  
Presentation of WS programme by URI 

08:45 to 09:30 Short presentation of HCES planning 
procedure, discussion and agreement on basic 
HCES principles 

Presentation: Eawag (with support of 
URI)
Facilitator of discussion: URI 

09:30 to 10:00 Coffee Break

10:00 to 11:00 Group work:  
(1) Rapid Urban Environmental Assessment 
(including mapping) – 
Group 1: Socio-economics 
Group 2: Water supply 
Group 3: Sanitation and drainage 
Group 4: Solid waste 
(2) Participatory stakeholder analysis 

Individual groups discuss problems in 
Hatsady Tai and summarize them in a 
main problem statement. 
Maps of the area will be provided. 
Each group discussion is facilitated by 
one external facilitator (URI, Nat. Univ.) 

11:00 to 11:30 Presentation of group work results to the 
plenary, discussion 

Done by selected community members 
Facilitator of discussion: URI 

11:30 to 12:00 Vote of thanks and closing remarks, aperitif  

 

 
 
 

D6.2 Sample Agenda: Official Launching Workshop 
 
 
Date: 08 July 2007 
 
Venue: Hatsady Tai Communal Meeting Room, Vientiane, Laos 
 
Objectives of the workshop:  

• To present the project idea and HCES planning procedure to the community 
• To get basic approval by community for the HCES planning procedure 
• To conduct a rapid urban environmental assessment for the area 
• To identify the main stakeholders and stakeholder groups in the community 

 
Expected outcomes: 

• Community endorsement of the HCES planning approach 
• Problem statements for the different areas of interest (water supply, sanitation, 

drainage, solid waste, socio-economic situation) 
• Maps with identified problem hot-spots 
• List of relevant stakeholders in the community, their interests and an importance-

influence matrix 
 
 
Programme: 
 
Date: 08 July 2007 at Hatsady Tai Communal Meeting Room 
TIME ACTIVITY REMARKS 
08:00 Arrival of participants  
08:30 to 08:45 Opening remarks, presentation of workshop 

programme and objectives 
Introduction and presentation of participants 

Opening remark by Naiban  
Presentation of WS programme by URI 

08:45 to 09:30 Short presentation of HCES planning 
procedure, discussion and agreement on basic 
HCES principles 

Presentation: Eawag (with support of 
URI) 
Facilitator of discussion: URI 

09:30 to 10:00 Coffee Break  
 

 

10:00 to 11:00 Group work:  
(1) Rapid Urban Environmental Assessment 
(including mapping) – 
Group 1: Socio-economics 
Group 2: Water supply 
Group 3: Sanitation and drainage 
Group 4: Solid waste 
(2) Participatory stakeholder analysis 

Individual groups discuss problems in 
Hatsady Tai and summarize them in a 
main problem statement. 
Maps of the area will be provided. 
Each group discussion is facilitated by 
one external facilitator (URI, Nat. Univ.) 

11:00 to 11:30 Presentation of group work results to the 
plenary, discussion 

Done by selected community members 
Facilitator of discussion: URI 

11:30 to 12:00 
 

Vote of thanks and closing remarks, aperitif  

 
 

Summary: This tool is a sample agenda of a launching workshop. It shows the main items that 
should be discussed and provides a suggestion of how the event can be structured. Using the Word 
document, the agenda can easily be developed and adapted according to the specific context.

Application Within the Planning Process:  
Step 2: Launch of the Planning Process

Related Tools:
T3  Participatory Assessment Methods

T4  Organising Meetings, Events and Workshops

T5  Stakeholder Analysis

T7  PowerPoint Slides: CLUES Presentation

T8  Problem Tree Analysis

Purpose In CLUES step 2, a half-day commu-
nity workshop is foreseen to officially launch the 
planning process. This tool illustrates the objec-
tives and contents of such a workshop and pro-
vides guidance on how to conduct it.

How to use this tool? The sample agenda in 
Document D6.1 originates from the launching 
workshop of the Hatsady Tai HCES case study, 
which was held in Vientiane (Laos). By edit-
ing the Word version (D6.2) you can adapt the 
agenda to the programme and goals of your own 
launching workshop. Tool T4 contains practical 
information for the organisation of the workshop 
and a checklist of required equipment. T3, T5, T7 
and T8 can help you prepare the different activi-
ties scheduled for this workshop.
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Resources

T7 PowerPoint Slides: CLUES Presentation

Document D7.1: 
Presentation Slides: Introduction 
to the CLUES Planning Approach
D7.1.ppt

Summary: This tool is a PowerPoint presentation for the introduction of the CLUES planning process 
during the launching workshop. It can be used to familiarise groups with the approach.

Application Within the Planning Process:  
Step 2: Launch of the Planning Process

Related Tools:
T6  Sample Agenda: Official Launching Workshop

Purpose During the official launching workshop, 
the community and members from other stake-
holder groups are introduced to the CLUES ap-
proach. One appropriate way to do this is giving 
a presentation. In this tool a ready-made set of 
PowerPoint slides is provided for a target audi-
ence that includes community members and of-
ficials from governments, institutions and other 
relevant organisations. The slides visualise the 
principles behind CLUES, the 7-step process and 
the use of the toolbox.

How to use this tool? The presentation slides 
are provided in PowerPoint form (Document 
D7.1). They can directly be used for launching 
workshops but it is recommended to translate 
them into the local language. Users of the pres-
entation should feel free to adapt them to their 
project, for example, by highlighting the content 
and procedure of the planning steps most rel-
evant to their specific context. 
The description of step 2 in the CLUES guide-
lines includes more information on the launch of 
the planning process. A suggested agenda of the 
launching workshop is provided in Tool T6.

  Community-Led  
Urban Environmental 

 Sanitation Planning: CLUES
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Resources

T8 Problem Tree Analysis

Document D8.1: 
Problem Tree Analysis  
Procedure and Example 
D8.1.pdf

D8.1 Problem Tree Analysis 

 
 
Purpose

A problem tree analysis is a method to 
− analyse an existing situation around a problem 
− identify important problems in this context 
− define the core problem of the situation 
− visualise cause-effect relationships in a diagram (problem hierarchy). 

 
 
How to use this tool? 

The problem hierarchy is formed following these six steps: 
1. Identify existing problems within the situation/problem area (brain storming) 
2. Define the core problem 
3. Formulate the causes of the core problem 
4. Formulate the effects caused by the core problem 
5. Draw a diagram (problem tree) that represents cause-effect relationships 

(problem hierarchy) 
6. Verify the diagram as a whole with regard to validity and completeness 

 
Remarks
 

− A problem is not the absence of a solution, but an existing negative state 
or situation 

− Problems, causes and effects can be written on cards during the 
brainstorming exercise 

− Each problem should be formulated separately (one problem per card) 
− Identify existing, impossible, imaginary or future problems 
− The importance of a problem is not determined by its position in the 

problem tree 
 
Processing and use of information 
or something on expected outcome... 
 

Summary: Problem tree analysis (also called situational analysis or problem analysis) is a method to 
identify and understand the main issues around a specific local situation and to visualise cause-effect 
relationships in a problem tree. This tool presents a step-by-step procedure for problem tree analysis 
and illustrates it with an example.

Application Within the Planning Process:  
Step 2: Launch of the Planning Process 

Related Tools:
T2  Interview Methods and Questionnaire Examples

T3  Participatory Assessment Methods

Purpose Prior to identifying sustainable actions 
to improve the existing environmental sanitation 
situation it is important to determine and un-
derstand the core problem. Problem tree analy-
sis helps to find solutions by mapping out the 
causes and effects around an issue in a similar 
way to a mind map, but with more structure. It  
is a tool to
− Analyse and understand an existing situation  
 around a problem area
− define the core problem of the situation
− visualise cause-effect relationships in a diagram  
 (problem hierarchy).
− identify important factors and prioritise  
 objectives by breaking down the problem  
 into manageable units

How to use this tool? Problem tree analysis is 
best carried out by a focus group of key stake-
holders in a workshop setting (see Tool T2 for 
more information on this). Follow the step-by-
step procedure provided in Document D8.1 and 
create a problem hierarchy for the local context. 
A practical example illustrates the method and 
its application.
Tool T3 explains further participatory techniques 
(mapping and transect walk).
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Resources

T9 Assessment Checklist

Document D9.1: 
Assessment Checklist 
D9.1.pdf

Guidelines for Step 3 - HCES   

<1>

D9.1 Assessment Checklist

Summary: This tool is a starting point for information collection activities involved in the detailed en-
vironmental sanitation status assessment. It provides a checklist covering all the knowledge required 
for further planning steps. For each data item to be collected recommendations are made on how to 
obtain it.

Application Within the Planning Process: 
Step 3: Detailed Assessment of the Current Situation

Related Tools:
T2  Interview Methods and Questionnaire Examples

T3  Participatory Assessment Methods

T10  Contents and Examples of a Status Report

Purpose During the detailed assessment of the 
current environmental sanitation situation (step 
3) information on a variety of subjects has to 
be collected and compiled in the status assess-
ment report (see Tool T10). This information will 
form the basis for the identification of feasible 
environmental sanitation technologies and the 
development of the action plan. The checklist 
presented in this tool aims to summarise the key 
information needs and to ensure that all the rel-
evant issues are included in the assessment. The 
tool also suggests for each data item how it can 
be collected and assessed.

How to use this tool? The checklist can be ac-
cessed as Document D9.1. The first part of the 
checklist refers to information related to the ena-
bling environment, and the second part is split 
up into seven categories dealing with current 
practices and services related to environmental 
sanitation in the community (baseline technical 
information, water supply and water availabil-
ity, sanitation and greywater system and prac-
tices, drainage, solid waste management, health 
and hygiene practices, environment). For every 
checklist element a recommendation is given on 
how to obtain the corresponding information. 
Tools T2 and T3 present some of these assess-
ment methods.  
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Resources

T10 Contents and Examples of a Status Report

Document D10.1: 
Status Report Contents  
D10.1.pdf

Document D10.2:

Status Report Contents  
D10.2.doc

Document D10.3:

Assessment Report Dodoma   
D10.3.pdf

Document D10.4:

Assessment Report Hatsady Tai, 
Laos 
D10.4.pdf

   

The following table provides an overview to the proposed chapters of a status 
assessment report: Section Contents Comments
Title page                                        Image of town or neighbourhood           add logos of all stakeholders involved 
List of abbreviations  double check if all abbreviations are included 
Introduction 1 page summary answering why, 

where, what and how? 
Make reference to the 10-step HCES planning 
process 

1.0 Background Provide background information on: 
the town or neighbourhood, 
urbanization trends, special 
characteristics 

 

 2.0 Enabling Environment 2.1 Govt policy & support 
2.2 Legal framework 
2.3 Financial arrangements 
2.4 Institutional arrangements 
2.5 Required skills 

- at national and municipal levels 
- sector legislation & by-laws 
- infrastructure finance mechanisms 
- stakeholder assessment at national, 
  municipal, community levels 
- who has required skills for technical and 
  non-technical process mgmt. 

3.0 Site Validation 3.1 Historical background 
3.2 Site justification 
3.3 Exact location 
3.4 Map of location/town 

 

4.0 Process & Methodology 4.1 Data collection methodology 
4.2 Workshops (launch and others) 

- mention both primary and secondary 
  sources, qualitative and quantitative data.  

5.0 Baseline Conditions 5.1 Socio-economic data 
5.2 Political situation/set-up 
5.3 Health and hygiene situation 
5.4 Land ownership - tenure status 
5.5 Housing situation 
5.6 Physical geography / topography  
      climate   

- population / desegregation by age/ by 
  economic status/ by gender 
- socio-economic data in informal areas is 
  often based on qualitative data only. 
- formal or informal, quality and average 
  persons/household 

6.0 Environmental Sanitation 6.1 Water supply 
6.2 Sanitation facilities 
6.3 Drainage 
6.4 Solid waste management 
6.5 other important issues 

Include: access, sources, quality, quantity, 
legal/illegal connections, prices, role of 
utilities and SSIPs, level of service, etc. 

7.0 Stakeholder analysis 7.1 Primary stakeholders 
7.2 Secondary stakeholders 
7.3 Proposed task force or 
      committee 
 

Include a stakeholder map differentiating btw. 
primary and secondary stakeholders. 
The annex can include more detailed 
descriptions of important stakeholders like the 
municipality, the utility and NGOs. 

Annexes 1. Bibliography 
2. xxx 

Data complementing the above chapters: 
graphs, scientific analysis, survey results, etc.
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 D 10.2    Status Report Contents 

 Section   Contents   Comments  

Title page Image   of town or neighbourhood  add logos of all stakeholders involved  

List of abbreviations   
double check if all abbreviations are 

included 

Introduction  
1 page summary answering why, 

where, what and how?  

Make reference to the 10‐step HCES 

planning process  

1.0 Background  

Provide background information on: 

the town or neighbourhood, 

urbanization trends, special 

characteristics 

 

2.0 Enabling Environment  

2.1 Govt policy & support  

2.2 Legal framework  

2.3 Financial arrangements  

2.4 Institutional arrangements  

2.5 Required skills  

‐ at national and municipal levels  

‐ sector legislation & by‐laws  

‐ infrastructure finance mechanisms  

‐ stakeholder assessment at national,  

  municipal, community levels  

‐ who has required skills for technical  

  and non‐technical process mgmt.  

3.0 Site Validation 

3.1 Historical background  

3.2 Site justification  

3.3 Exact location  

3.4 Map of location/town 

 

4.0 Process & Methodology  
4.1 Data collection methodology  

4.2 Workshops (launch and others)  

‐ mention both primary and secondary  

  sources, qualitative and quantitative  

  data.  

5.0 Baseline Conditions  

5.1 Socio‐economic data  

5.2 Political situation/set‐up  

5.3 Health and hygiene situation  

5.4 Land ownership ‐ tenure status  

5.5 Housing situation  

5.6 Physical geography / topography 

      climate  

‐ population / desegregation by age/  

  by economic status/ by gender  

‐ socio‐economic data in informal  

  areas is often based on qualitative  

  data only.  

‐ formal or informal, quality and  

  average persons/household  

6.0 Environmental Sanitation  

6.1 Water supply  

6.2 Sanitation facilities  

6.3 Drainage  

6.4 Solid waste management  

6.5 other important issues  

Include: access, sources, quality, 

quantity, legal/illegal connections, 

prices, role of utilities and SSIPs, level 

of service, etc.  

7.0 Stakeholder analysis  

7.1 Primary stakeholders  

7.2 Secondary stakeholders  

7.3 Proposed task force or committee  

Include a stakeholder map 

differentiating btw. primary and 

secondary stakeholders.  

The annex can include more detailed 

descriptions of important stakeholders 

like the municipality, the utility and 

NGOs.  

Annexes  
1. Bibliography  

2. xxx  

Data complementing the above 

chapters: graphs, scientific analysis, 

survey results, etc.  

 

(MAMADO)

Chang’ombe Status Assessment Report
Household-Centred Environmental Sanitation

February 2008

H C E SH C E S

 

 

UESS Assessment Report 
Hatsady Tai 

Outcomes of the HCES project Step 3, Hatdady 
Tai, Vientiane, Lao PDR 

Public Works and Transport Institute (PTI) 

2007 

Summary: The status assessment report should be a readable document which condenses the key 
information gained during the third step of the CLUES planning procedure. The sample outline given 
here can be used as template and provides guidance on how to structure such a document. Further-
more, two examples serve as references and inspiration.

Application Within the Planning Process:  
Step 3: Detailed Assessment of the Current Situation

Related Tools:
T9  Assessment Checklist

Purpose The status assessment report is the 
main output of the third CLUES planning step. 
It contains all the information gathered during 
the assessment of the current situation in a con-
densed and clearly represented form. The sam-
ple outline of the status report provided in this 
tool aims to give you an idea on how to structure 
such a document. Two examples from case stud-
ies illustrate possible contents and layouts of a 
status report.  

How to use this tool? The status assessment 
report should include all the information listed in 
the assessment checklist (Tool T9) and bring it 
into a concise, readable form. The suggested out-
line of a status report can be accessed as a PDF 
(Document D10.1) or Word document (D10.2). 
The editable Word version can directly be used 
as report template. However, users should feel 
free to adapt it to their specific situations, e.g. 
highlighting certain important aspects by dis-
cussing them in separate chapters.
Documents D10.3 and D10.4 are the assessment 
reports from the case studies in Chang’ombe, 
Dodoma (Tanzania) and Hatsady Tai, Vientiane 
(Laos), respectively, and can be used as sources 
of inspiration. 
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Resources

T11 Assessment of Effective Demand

Document D11.1: 
Affordability Assessment 
D11.1.pdf

Document D11.2:

Expressed Demand Analysis  
D11.2.pdf

D11.2   Expressed Demand Analysis 

This tool is currently under development   (expectedpublishing date: Jan. 2012) 

D11.1   A�ordability assessment

“Visualizing Research Results: Tools and Multimedia that Bridge Research and Practice”
Aim:  To showcase innovative ways of visualizing research results that reach society, practi-
tioners and policy makers (focus on transdisciplinarity)
Target group: Scientists, practitioners, policy makers and society
(2 hour session including multimedia inputs and interactive contributions and discussion)

Draft session agenda: 
Short inputs instead of long presentations:
1. Presentation of selected ‘products’ from the different RPs (multimedia:allowed/PowerPoint: 
not alllowed)
2. Feed-back of those involved in ‘the making of’ (one Secondary School Student and Richard 
Sambaiga  RP7 PhD-student from Tanzania, Mingma from Nepal?) 
3. Lessons learnt 
4. Discussion with invited panelists (SDC, NGO representatives, Claudia Michel, Paul Mundy 
(?) etc…) and participants using guiding questions:
- Are the tool-boxes/guidelines/videos appealing? 
- Do they reach the target group in an appropriate way?
- What could be improved? 
- What would be needed from policy makers and practitioners?

Draft session agenda: 
Short inputs instead of long presentations:
1. Presentation of selected ‘products’ from the different RPs (multimedia:allowed/PowerPoint: 
not alllowed)
2. Feed-back of those involved in ‘the making of’ (one Secondary School Student and Richard 
Sambaiga  RP7 PhD-student from Tanzania, Mingma from Nepal?) 
3. Lessons learnt 
4. Discussion with invited panelists (SDC, NGO representatives, Claudia Michel, Paul Mundy 
(?) etc…) and participants using guiding questions:
- Are the tool-boxes/guidelines/videos appealing? 
- Do they reach the target group in an appropriate way?
- What could be improved? 
- What would be needed from policy makers and practitioners?

D11.2   Expressed Demand Analysis 

This tool is currently under development   (expectedpublishing date: Jan. 2012) 

Summary: Proper assessment of effective demand is a precondition for any area-based interven-
tion. It is thus an important part of the detailed assessment in step 3. Estimating willingness to pay is 
only part of the equation, though. Just as important as economic factors are situational factors (such 
as prestige, well-being and privacy) or psychological and behavioural factors. Using simple methods 
such as affordability assessment or expressed demand analysis can help inform the planning process 
at an early stage.

Application Within the Planning Process: 
Step 3: Detailed Assessment of the Current Situation

Related Tools:
T2  Interview Methods and Questionnaire Examples 

Purpose This tool allows users to assess if 
there is a real demand for improved environmen-
tal sanitation services or improved facilities at 
household level. Both economic and behavioural 
factors are used to provide a holistic diagnosis. 
This information will help in developing targeted 
approaches for creating demand later on in the 
process. 

How to use this tool? Two simple demand es-
timation methods are presented:
(i) Affordability assessment (see Document  
 D11.1) - can the residents afford improved  
 sanitation services? As a rule of thumb people  
 can afford to pay around 3% of their income  
 for water and sanitation services, which gives  
 an informed estimate based on available income  
 data. It is not a very accurate figure but allows  
 determining possible expenditure on a house- 
 hold basis.
(ii) The expressed demand analysis format is  
 currently under development and is based  
 on on-going research at Eawag. This tool will  
 be available as D11.2 in the near future.

Tool T2 introduces interview and survey meth-
ods, which are key to assessing effective de-
mand.
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Resources

T12 Municipal Solid Waste Management Planning

Document D12.1: 
Anschütz, J. et al. (2004).  
Putting Integrated Sustainable 
Waste Management into  
Practice. WASTE. Gouda, 
The Netherlands.    
D12.1.pdf

Document D12.2:

Zurbrügg, C. (2003). Municipal 
Solid Waste Management -  
Defining the Baseline.  
A Checklist for Assessments of 
Municipal Solid Waste Systems. 
Eawag. Switzerland.
D12.2.pdf

Document D12.3:

Wilson, D. et al. (2001).  
Strategic Planning Guide For 
Municipal Solid Waste  
Management. The World  
Bank. Washington DC, USA.  
D12.3.pdf

Document D12.4:

Wilson, D. et al. (2001).  
Strategic Planning Guide For 
Municipal Solid Waste  
Management - Users Guide.  
The World Bank.  
Washington DC, USA. 
D12.4.pdf

Click here to enter the

Strategic Planning Guide for

Municipal Solid Waste Management

David Wilson

Andrew Whiteman

Angela Tormin
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Version 2: March 2001Formatted for US Letter and A4

USERS GUIDE

Structure of the Planning Guide

The Planning Guide is structured around the 7-step strategic planning
methodology shown in Figure U1.  This approach is intended to help you to
visualise and logically `walk throughí  the process of strategic MSWM planning.
The content of each of the steps is described below.

Figure U 1 Steps in the Strategic Planning Process

Municipal Solid Waste Management 

Defining the Baseline 

A Checklist for Assessments of Municipal Solid Waste Systems 

Chris Zurbrügg
Duebendorf, November 2003

Summary: In this tool resources for the assessment and planning of solid waste management sys-
tems are given. Besides information on the integrated sustainable waste management approach and 
a baseline assessment checklist, the tool includes a step-by-step strategic planning guide, which aims 
to facilitate the process of elaborating solid waste management plans.

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T13  Composting Manuals

Purpose This tool provides information on the 
assessment of waste management systems 
and supports the development of solid waste 
management plans at local and regional levels. A 
comprehensive step-by-step strategic planning 
guide presents methods for the elaboration of 
improved municipal solid waste management 
concepts.

How to use this tool? The first two resource 
documents presented in this tool are principally 
targeted at the assessment of solid waste man-
agement systems and practices. Document 
D12.1 includes information on the concept of 
Integrated Sustainable Waste Management 
(ISWM) and the process of developing ISWM as-
sessments, which can serve as a starting point 
for the implementation of single interventions or 
an entire strategic planning process. D12.2 is a 
compilation of checklists which can be used for 

assessing municipal solid waste systems.
The actual tool, a strategic planning guide for 
municipal solid waste management developed 
by the World Bank, consists of an interactive se-
ries of PDF files which can be accessed through 
D12.3. This guide suggests a step-by-step stra-
tegic planning method to facilitate the planning 
process. Detailed information on how to use it is 
provided in the associated Users’ Guide (D12.4). 
Tool T13 represents manuals on decentralised 
composting of organic solid waste and related 
marketing approaches.
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Resources

T13 Composting Manuals

Document D13.1: 
Rothenberger, S. et al. (2006). 
Decentralised Composting 
for Cities of Low- and Middle-
Income Countries - A Users’ 
Manual. Eawag and Waste 
Concern. Dübendorf, Switzerland 
and Dhaka, Bangladesh.
D13.1.pdf

Document D13.2:

Rothenberger, S. et al. (2006). 
Compostage urbain décentra-
lisé dans les pays à faibles et 
moyens revenus - Manuel de 
l’utlilisateur. Eawag and Waste 
Concern. Dübendorf, Switzerland 
and Dhaka, Bangladesh.  
French Edition 
D13.2.pdf

Document D13.3: 
Rouse, J. et al. (2008).  
Marketing Compost - A Guide 
for Compost Producers in Low 
and Middle-Income Countries. 
Eawag. Dübendorf, Switzerland.  
D13.3.pdf

Manuel de l’utilisateur

Compostage urbain décentralisé 
dans les pays à faibles et 

moyens revenus

Marketing Compost
A Guide for Compost Producers in Low and Middle-Income Countries

Sandec: Department of Water and Sanitation in Developing Countries

Eawag  
Überlandstrasse 133, P.O. Box 611 
8600 Dübendorf, Switzerland 
Phone +41 (0)44 823 52 86 
Fax +41 (0)44 823 53 99 
caterina.dallatorre@eawag.ch
www.eawag.ch
www.sandec.ch

Unlocking the value in compost

The many benefits of compost to agriculture, the environment and society are 
often poorly understood and little appreciated.  As a result, compost producers 
around the world face great difficulties selling their high-quality products. Some 
initiatives are forced to close, as their premises become choked with mountains 
of compost they cannot even give away.

This book is designed to help compost producers in low and middle-income 
countries run viable initiatives by unlocking the financial value of their product. It 
draws on techniques usually applied to popular consumer products such as cars 
and televisions, and adapts them to compost. The marketing approach is present-
ed step-by-step, including sections on how to
• understand the business environment
• identify and quantify your market
• ensure your product and production meet customer needs
• price your product appropriately
• locate your business optimally, and
• promote and brand your product.

The book includes practical advice, templates and inspiring examples of how 
marketing techniques have been used in composting initiatives around the world.

Jonathan Rouse
Silke Rothenberger

Chris Zurbrügg
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Summary: This tool consists of two documents: 1) a step-by-step guideline on how to plan, imple-
ment and operate a decentralised composting system for the management of municipal organic 
solid waste, and 2) a guide on how to sell the products of a composting facility using an appropriate 
marketing approach. 

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T12  Municipal Solid Waste Management Planning

Purpose This tool
•	 provides	assistance	in	setting	up	decentralised	 
 composting schemes to mitigate the problem  
 of municipal organic solid waste management  
 in cities of developing countries, 
•	 is	mainly	concerned	with	systems	suited	to	 
 neighbourhoods - primary waste collection  
 systems and composting plants with capacities  
 up to five tons per day,
•	 provides	insights	into	the	prevailing	challenges	 
 of decentralised composting schemes, and  
 recommends measures to avoid such problems  
 through improved strategic planning, organisa- 
 tional, institutional, and operational procedures.
•	 helps	running	viable	initiatives	by	unlocking	 
 the financial value of compost through the  
 application of marketing techniques.

How to use this tool? In this tool you find two 
resource documents which provide guidance on 
different aspects of composting:
•	 If	you	are	looking	for	information	regarding	 
 the development and design of a collection  
 system, preparation of a business plan or the  
 design, construction, operation and main- 
 tenance of a composting facility, you should  
 consider the step-by-step manual on decen- 
 tralised composting. (in English: Document  
 D13.1, in French: D13.2). 
•	 The	second	document	is	a	guide	on	marketing	 
 compost (D13.3). It contains information on  
 how to sell compost, and is intended to help  
 compost producers understand the key prin- 
 ciples and techniques of a marketing approach.  
 These include identifying appropriate target  
 customer groups, and developing and pro- 
 moting products to suit the market.
A general procedure for municipal solid waste 
management is provided in Tool T12.
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Resources

T14 Sample Agenda: Expert Consultation Workshop

Document D14.1: 
Sample Agenda for the Expert 
Consultation Workshop  
D14.1.pdf

Document D14.2:

Sample Agenda for the Expert 
Consultation Workshop  
D14.2.doc

D14.1 Sample Agenda for the Expert Consultation Workshop 

The outcome of this half-day expert’s workshop during Step 5 forms the basis for 
selecting agreed sanitation options in a given context. The workshop is usually held in 
the same week or in the week before the community consultation workshop. 

Equipment & Materials 
Laptop and beamer, PPT presentations [T16]; Handout with group work description and 
guiding questions; Flipcharts, printouts of System Templates of Compendium of 
Sanitation Systems and Technologies [T15], Map of the project site. 

Workshop Agenda (sample) 
Time Activity 
Plenary
15 minutes 

Welcome & opening 
 Introduction of participants 
 Project background 
 Objectives of the workshop, Agenda 
 Expected outcomes 

Plenary
1 hour 

Presentation of project site, planning framework, system selection 
methodology [60min] 

 PPT presentation: The HCES planning framework; Q&A [15min] 
 PPT presentation: key findings of Step 3 and Step 4; Q&A [30min] 
 PPT presentation: Introduction to the Sanitation Systems Selection 

Methodology based on the Compendium of Sanitation Systems and 
Technologies  

Group work
2 hours 

Identification of suitable sanitation systems [90-120min] 
 Identify the key aspects that affect the applicability of sanitation systems 

and technologies 
 Pre-select feasible systems providing those services which are a priority 

(use printouts of the System Templates of the Compendium 
 Narrow down the options to those which are feasible and realistic 
 Assess the strengths, limitations, and main implications of the pre-

selected systems 
 Prepare presentation for plenary discussion 

Plenary
60-90 minutes 

 Feedback by the different groups to the plenary [5-10min] 
 Discuss and pre-select 1-2 systems that are applicable, including 

strengths and limitations, and applicability 
 Develop conclusions on the main factors influencing the expert group’s 

pre-selection

15 minutes Final remarks 
 Summary by workshop facilitator & explanation of next steps

Outcome 
 Agreement on 1-2 system options (or technologies) decided in consensus by the 

experts

 

 
D14.2    Sample Agenda for the Expert Consultation Workshop 
 
The outcome of this half-day expert’s workshop during Step 5 forms the basis for 
selecting agreed sanitation options in a given context. The workshop is usually held in 
the same week or in the week before the community consultation workshop. 
 
Equipment & Materials 
Laptop and beamer, PPT presentations [T16]; Handout with group work description and 
guiding questions; Flipcharts, printouts of System Templates of Compendium of 
Sanitation Systems and Technologies [T15], Map of the project site. 
 
Workshop Agenda (sample) 
 Time Activity 
Plenary  
15 minutes 

Welcome & opening 
� Introduction of participants 
� Project background 
� Objectives of the workshop, Agenda 
� Expected outcomes 
 

Plenary 
1 hour 

Presentation of project site, planning framework, system selection 
methodology [60min] 

� PPT presentation: The HCES planning framework; Q&A [15min] 
� PPT presentation: key findings of Step 3 and Step 4; Q&A [30min] 
� PPT presentation: Introduction to the Sanitation Systems Selection 

Methodology based on the Compendium of Sanitation Systems and 
Technologies  

 
Group work  
2 hours 

Identification of suitable sanitation systems [90-120min] 
� Identify the key aspects that affect the applicability of sanitation systems 

and technologies 
� Pre-select feasible systems providing those services which are a priority 

(use printouts of the System Templates of the Compendium 
� Narrow down the options to those which are feasible and realistic 
� Assess the strengths, limitations, and main implications of the pre-

selected systems 
� Prepare presentation for plenary discussion 
 

Plenary 
60-90 minutes 

� Feedback by the different groups to the plenary [5-10min] 
� Discuss and pre-select 1-2 systems that are applicable, including 

strengths and limitations, and applicability 
� Develop conclusions on the main factors influencing the expert group’s 

pre-selection 
 

15 minutes Final remarks 
� Summary by workshop facilitator & explanation of next steps 
 

Outcome 
• Agreement on 1-2 system options (or technologies) decided in consensus by the 

experts 

Summary: This sample agenda provides an overview of the main points that need to be covered 
during the expert consultation workshop for the discussion of service options. The tool facilitates 
organising and conducting this workshop. It includes a Word version of the agenda which can easily 
be developed and adapted according to the specific context.

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T4  Organising Meetings, Events and Workshops

T15  Compendium of Sanitation Systems and Tech-
 nologies

T16  PowerPoint Slides: Compendium Presentation

T17  Procedure for the Pre-Selection of Sanitation 
 Systems

Purpose In sub-step 5.1 of the CLUES process, 
a group of experts identifies and pre-selects fea-
sible sanitation systems for a given context in 
a half-day workshop. The present tool suggests 
an agenda for this expert consultation workshop 
and provides guidance for the organisation of the 
event.

How to use this tool? Document D14.1 in-
cludes the suggested agenda for an expert 
workshop. Use the Word version of this docu-
ment (D14.2) and adjust it to the schedule and 
program details of your own workshop.
In this workshop you are recommended to work 
with the Compendium of Sanitation Systems 
and Technologies (see Tools T15 and T16) and to 
follow the procedure suggested in T17. General 
information on preparing and managing work-
shops can be found in T4.
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T15 Compendium of Sanitation Systems and Technologies

Summary: The Compendium of Sanitation Systems and Technologies is a compilation of informa-
tion about the full range of sanitation technologies and introduces the concept of sanitation systems 
as logical combinations of options from different functional groups. The Compendium also includes 
system templates which describe different configurations for a variety of contexts. This tool will assist 
you in the selection of appropriate sanitation systems and technologies.

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T16  PowerPoint Slides: Compendium Presentation

T17  Procedure for the Pre-Selection of Sanitation     
 Systems

T18  Greywater Management Manual

T19  Surface Water Drainage Manual

Resources

Document D15.1: 
Tilley, E. et al. (2008).  
Compendium of Sanitation  
Systems and Technologies. Ea-
wag. Dübendorf, Switzerland.  
D15.1.pdf

Document D15.2:

Tilley, E. et al. (2009). Compen-
dium des Systèmes et Technolo-
gies d’Assainissement. Eawag. 
Dübendorf, Switzerland. 
French Edition  
D15.2.pdf

Document D15.3:

Tilley, E. et al. (2010).  
Compendio de Sistemas y 
Tecnologias de Saneamiento. 
Eawag. Dübendorf, Switzerland. 
Spanish Edition  
D15.3.pdf

Book B15.1:

Gutterer, B. et al. (2009).  
Decentralised Wastewater 
Treatment Systems (DEWATS) 
and Sanitation in Developing 
Countries – A Practical Guide. 
WEDC/Borda. Leicestershire, 
UK. 367 Pages.

Eawag
Überlandstrasse 133
P.O. Box 611
8600 Dübendorf
Switzerland
Phone +41 (0)44 823 52 86
Fax +41 (0)44 823 53 99
info@sandec.ch
www.eawag.ch
www.sandec.ch

Abundant information exists about sanitation solutions
but it is scattered throughout hundreds of books and
journals; this Compendium aims to pull it all together in
one volume. By ordering and structuring a huge range
of information on tried and tested technologies into one
concise document, the reader is provided with a useful
planning tool for making more informed decisions.

Part 1 describes different system configurations for
a variety of contexts.
Part 2 consists of 52 different Technology Information
Sheets, which describe the main advantages, disadvanta-
ges, applications and the appropriateness of
the technologies required to build a comprehensive
sanitation system. Each Technology Information Sheet
is complemented by a descriptive illustration.

ISBN: 978-3-906484-44-0

Compendium
of Sanitation Systems

and Technologies

Water Supply & Sanitation
Collaborative Council

International Environment House
Chemin des Anémones 9
1219 Châtelaine-Geneva
Switzerland
Phone +41 22 917 8657
wsscc@who.int
www.wsscc.org

Cover: Sanitation Options Workshop in Dodoma, Tanzania
in 2008 moderated by Mr. Rukeha from the local NGO Mamado
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Compendio
de Sistemas y Tecnologías

de Saneamiento

Bremen Overseas Research and Development Association

Decentralised Wastewater 
Treatment Systems (DEWATS) 
and Sanitation 
in Developing Countries

A Practical Guide

Editors: Andreas Ulrich, Stefan Reuter 
and Bernd Gutterer

Authors: Bernd Gutterer, Ludwig Sasse, 
Thilo Panzerbieter and Thorsten Reckerzügel

Water, Engineering and Development Centre
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Eawag
Überlandstrasse 133
P.O. Box 611
8600 Dübendorf
Switzerland
Phone +41 (0)44 823 52 86
Fax +41 (0)44 823 53 99
info@sandec.ch
www.eawag.ch
www.sandec.ch

Les solutions d’assainissement font l’objet d’une documen-
tation certes abondante, mais néanmoins dispersée à
travers des centaines des livers et journaux. Ce compendium
se fixe pour objectif de les réunir dans un seul volume.
En ordonnant et en structurant les nombreuses données
sur les technologies testées en un document concis,
le lecteur a à sa disposition un outil de planification lui
permettant de prendre des décisions renseignées.

La Partie 1 décrit les configurations de différents systèmes
dans une variété de contextes.

La Partie 2 consiste en 52 fiches d’informations technolo-
giques qui décrivent les principaux avantages, inconvé-
nients, domaines d’application des technologies requises
pour monter un système complet d’assainissement.
Chaque fiche d’informations technologiques est complétée
par une illustration descriptive.

ISBN: 978-3-906484-45-7

Compendium
des Systèmes et Technologies

d’Assainissement

Water Supply & Sanitation
Collaborative Council

International Environment House
Chemin des Anémones 9
1219 Châtelaine-Geneva
Switzerland
Phone +41 22 917 8657
wsscc@who.int
www.wsscc.org
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Purpose The Compendium of Sanitation Sys-
tems and Technologies is a planning and refer-
ence tool on the most appropriate and most sus-
tainable sanitation systems and technologies. 
It will help you understand and work with the 
system concept based on pre-defined system 
templates and by iteratively choosing and linking 
appropriate technologies. It will also help you to 
identify the strengths and weaknesses of differ-
ent sanitation systems and technologies. 

How to use this tool? The Compendium 
is available in three languages – English (see 
Document D15.1), French (D15.2) and Span-
ish (D15.3). Part 1 of the document describes 
pre-defined System Templates and part 2 intro-
duces Functional Groups, each with Technology 
Information Sheets. The five Functional Groups 

are User Interface, Collection and Storage, Con-
veyance, (Semi-)Centralised Treatment, and Use 
and/or Disposal. Within each Functional Group, 
a variety of options exist. Users of the Compen-
dium select options from the different Functional 
Groups and make logical combinations to build 
an entire System. Comprehensive technical 
background information on decentralised waste-
water treatment systems and their design can 
be found in B15.1. Tool T17 suggests a proce-
dure for the pre-selection of sanitation systems 
during the expert consultation workshop in step 
5. A set of PowerPoint presentation slides for 
the introduction of the Compendium is provided 
in T16. For a compilation of different treatment 
systems specifically for greywater management 
see T18. In T19 you can find information on  
different stormwater drainage technologies. 
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Resources

T16 PowerPoint Slides: Compendium Presentation

Document D16.1:

Presentation Slides:  
Introduction to the  
Compendium of Sanitation 
Systems and Technologies 
D16.1.ppt

CLUES

Summary: A ready-made set of PowerPoint slides about the Compendium of Sanitation Systems 
and Technologies is provided in this tool. It can be used to introduce the Compendium, its structure 
and its application for the pre-selection of sanitation systems. In the expert consultation workshop 
these presentation slides can help familiarise an expert group with the concepts of sanitation tech-
nologies, functional groups and system templates

Application Within the Planning Process:  
Step 1: Identification of Service Options

Related Tools:
T14  Sample Agenda: Expert Consultation Workshop

T15  Compendium of Sanitation Systems and Tech-
 nologies

T17  Procedure for the Pre-Selection of Sanitation 
 Systems

Purpose This tool is a PowerPoint presenta-
tion for the introduction of the Compendium of 
Sanitation Systems and Technologies (see Tool 
T15) to the participants of an expert consultation 
workshop. It includes an overview of the content 
and structure of the Compendium and explains 
the use of system templates for the pre-selec-
tion of feasible sanitation systems.

How to use this tool? The presentation slides 
are provided PowerPoint form (Document D16.1) 
and can directly be used for expert consultation 
workshops. However, depending on the audi-
ence, it might be recommendable to translate 
them into the local language. 
Tool 14 suggests an agenda for the expert con-
sultation workshop. The description of step 5 
(sub-step 5.1) in the CLUES guidelines includes 
more information on the pre-selection and evalu-
ation of sanitation options during this workshop. 
A procedure recommended for the pre-selection 
of sanitation systems is given in T17.

 



85C
om

m
un

ity
-L

ed
 U

rb
an

 E
nv

iro
nm

en
ta

l S
an

ita
tio

n 
P

la
nn

in
g 

– 
To

ol
bo

x

Resources

T17 Procedure for the Pre-Selection of Sanitation Systems

Document D17.1: 
Procedure for the Pre-Selection 
of Sanitation Systems 
D17.1.pdf

D17.1 Procedure for the Pre-Selection of Sanitation Systems

The following presents a simple Multi-Criteria Analysis (MCA) procedure for the 
pre-selection of sanitation systems. It is based on weighted summation and the 
concept of sanitation system templates introduced in the Compendium of 
Sanitation Systems and Technologies (Tool T15). 

1. Identify the objectives a sanitation system should achieve 

1.1 Define the main objectives of the sanitation system, based on the outputs of 
the previous steps of the planning process (particularly Steps 3 and 4). It might 
be useful to distinguish between primary objectives (need to have) and 
secondary objectives (nice to have). The following guiding questions should help 
you identify the main objectives: 
 Which priority problems emphasized by the community in Step 4 is the project 

addressing?
 Which technical, economic, socio-cultural, health and ecological objectives 

does the new system have to fulfil?
 What are key aspects that might affect the applicability of sanitation systems 

and technologies? 

1.2 Determine measurable (but not necessarily quantifiable) attributes or criteria 
for each objective. With these attributes, the performance of an option regarding 
each objective can be evaluated later on.

Example:

Primary objectives: Attributes: 
- Stop the pollution of the river by wastewater Expected flow of nutrients and 
 pathogens to river
- Reduce risk for diarrhoea Expected exposure of user to 
 pathogens 
- Provide an odour-free environment Expected odor nuisance 
- Affordability for majority of households Cost per household 
- Reliable technology Risk of failure 

Secondary objectives: 
- Produce fertiliser for urban agriculture Reusability of products 
- Short realisation time Realisation time 
- Easy to maintain for user Maintenance frequency at 
 household level

Summary: The procedure suggested in this tool aims to facilitate and support the decision-making 
process of narrowing down the wide range of existing sanitation technology options to feasible sys-
tems during the expert consultation workshop. By combining a simple multi-criteria analysis with the 
concept of sanitation system templates it helps to cope with the multiple objectives of a sanitation 
system, uncertain outcomes and heterogeneous stakeholder interests.

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T14  Sample Agenda: Expert Consultation Workshop

T15  Compendium of Sanitation Systems and Tech-
 nologies 

Purpose In the expert consultation workshop 
feasible sanitation systems are preselected from 
the wide range of existing technology options. 
Thereby, multiple objectives, an uncertain out-
come and heterogeneous stakeholder interests 
have to be respected. This tool aims to ration-
alise and facilitate the decision-making process. 
Based on the concept of sanitation system tem-
plates presented in the Compendium of Sanita-
tion Systems and Technologies (Tool T15) and a 
simple form of the multi-criteria analysis method 
it provides a general procedure for the pre-selec-
tion of sanitation systems. The procedure aims 
to be easy to understand by workshop partici-
pants and quick to implement.

How to use this tool? The sample agenda of 
the expert consultation workshop presented in 
Tool T14 suggests that first the findings from the 
previous CLUES planning steps are presented 
and the Compendium is introduced. Depending 
on the number of participants, the plenary or 
smaller groups then follow the procedure speci-
fied in Document D17.1. For this task it will be 
helpful to provide printouts of the sanitation sys-
tem templates from Part 1 of the Compendium 
for all participants.   
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T18 Greywater Management Manual

Document D18.1: 
Morel, A. and Diener, S. (2006). 
Greywater Management in Low 
and Middle-Income Countries. 
Eawag. Dübendorf, Switzerland.  
D18.1.pdf

Review of different treatment systems  

for households or neighbourhoods

Greywater Management
in Low and Middle-Income Countries

Summary: The greywater management manual contains comprehensive information on greywater 
characteristics, appropriate treatment technologies, options for safe reuse and also discusses the 
important issue of maintenance. It compiles case studies from all over the world with different levels 
of complexity, ranging from simple technologies on household level to rather complex treatment 
systems for neighbourhoods. The case study documentation includes information on design, costs 
as well as practical experience and lessons learned.

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T15  Compendium of Sanitation Systems and Tech-

 nologies

T19  Surface Water Drainage Manual

Purpose This tool not only helps you to under-
stand the characteristics of greywater and op-
tions for its management, it also facilitates the 
informed decision-making for greywater solu-
tions. Although design principles and construc-
tion plans are provided in this document, it is not 
a design manual for greywater management sys-
tems. However, the tool provides guidance dur-
ing the pre-selection of greywater management 
schemes.

How to use this tool? This manual on grey-
water management in low and middle-income 
countries (Document D18.1) includes
•	 information	on	greywater	sources,	quantities,	 
 properties and related risks (Chapters 2 and  
 3, pp. 5-16),
•	 a	comprehensive	description	of	the	main	 
 components for successful greywater manage-
 ment (Chapter 4, pp. 17-20),

•	 a	compilation	of	low-cost	management,	treat- 
 ment and reuse/disposal options for house-
 hold and neighbourhood level applications  
 (Chapter 4, pp. 20-50) and
•	 examples	of	greywater	management	systems	 
 from different parts of the world (Chapter 5,  
 pp. 51-84).
Prior to soliciting expert advice for design you 
can use Chapter 4 of the manual for pre-select-
ing greywater management schemes which are 
adapted to the specific requirements of your set-
ting. 
If you are concerned with systems for the man-
agement of wastewater fractions other than just 
greywater, Tool T15 will be of use. For informa-
tion regarding surface water drainage, see T19.
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T19 Surface Water Drainage Manual

Summary: Stormwater management is an important component of environmental sanitation. This 
tool presents resources on the planning, design, construction and maintenance as well as rehabilita-
tion of drainage systems. It contains comprehensive information on technical, financial and institu-
tional aspects of the implementation of surface water drainage options. Possible causes of failure and 
the need for participation in planning are explained.

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T15  Compendium of Sanitation Systems and Tech-

 nologies

T18  Greywater Management Manual 

Purpose This tool informs you about issues spe-
cifically related to surface water drainage in ur-
ban areas. It includes information on
•	 the	factors	affecting	stormwater	flows,
•	 a	 recommended	programme	of	 action	 (plan- 
 ning, design, construction and maintenance),
•	 technical	 solutions,	 such	 as	 open	 channels	  
 and closed drains, including design calculations,
•	 construction,	 rehabilitation	 and	 maintenance	 
 of drainage systems and
•	 the	need	for	community	participation.

How to use this tool? This tool mainly refers 
to the open-source publication “Surface water 
drainage for low-income communities”, which 
was developed by the WHO in collaboration with 
the UNEP in 1991 (see Document D19.1). This 

publication provides guidance on the sustain-
able implementation of surface water drainage 
programmes and can be used as a manual for 
the planning (Chapters 1, 2 and 4), construc-
tion (Chapter 2.8) or rehabilitation (Chapter 3) of 
drainage systems.
For further reading, Book B19.1 is recommended. 
It provides a comprehensive resource for the 
planning, design, operation and maintenance of 
urban stormwater management systems in de-
veloping countries. Extensive information help-
ing to understand drainage problems and to 
evaluate storm drainage system performance 
is given in B19.2. Technologies for the manage-
ment of household wastewater are discussed in 
Tools T15 and T18.

Further Reading

Book B19.1:

Parkinson, J. and Mark, O. 
(2005). Urban Stormwater  
Management in Developing 
Countries. IWA Publishing.  
London, UK. 218 Pages.

Book B19.2:

Kolsky, P. (1998). Storm  
Drainage. An Engineering  
Guide to the Low-Cost  
Evaluation of System  
Performance. IT Publications. 
London, UK. 134 Pages.

Resources

Document D19.1:

Cairncross, S. and Ouano, E.A.R. 
(1991). Surface Water Drainage 
for Low-Income Communities. 
WHO/UNEP. Geneva, CH. 
D19.1.pdf

Surface Water Drainage for Low-Income Communities

ISBN 92 4 154416 3

Published by the
World Health Organization

In collaboration with the
United Nations Environment Programme

The World Health Organization is a specialized agency of the United Nations with 
primary responsibility for international health matters and public health. Through this 
organization, which was created in 1948, the health professions of some 165 countries 
exchange their knowledge and experience with the aim of making possible the 
attainment by all citizens of the world by the year 2000 of a level of health that will 
permit them to lead a socially and economically productive life. 

By means of direct technical cooperation with its Member States, and by stimulating 
such cooperation among them, WHO promotes the development of comprehensive 
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T20 Sanitation Costing Tool

Document D20.1: 
Bills of Quantities  
D20.1.xls1 Brick Structure

Twin pits for pour flush (S6)

Summary: This tool will assist you in estimating construction and maintenance costs of different 
sanitation technologies. It is based on detailed bills of quantities (BoQs) for selected technologies 
featured in the Compendium of Sanitation Systems and Technologies.

Application Within the Planning Process:  
Step 5: Identification of Service Options
Step 7: Implementation of the Action Plan

Related Tools:
T15  Compendium of Sanitation Systems and Tech-

 nologies

Purpose The cost of sanitation infrastructure 
varies considerably in time and space, and it is 
often difficult to estimate costs because locally 
no experience or standardised design and cost 
estimation procedures exist for innovative, un-
conventional systems. This tool allows you to as-
sess the cost implications of material, labour and 
maintenance required for a range of sanitation 
technologies. The cost estimations are calculated 
based on generalised BoQs and local unit rates 
for materials (e.g. the price of 1 bag of cement) 
and for skilled/unskilled labour. The bills of quan-
tities are organised according to the numbering 
system used in the Compendium of Sanitation 
Systems and Technologies (Tool T15). However, 
generalised BoQs are not available for all the 
technologies included in the Compendium, be-
cause for many of them highly variable design 
alternatives exist – depending on specific local 
conditions, preferences and standards.

How to use this tool? After the pre-selection 
of possible sanitation systems (CLUES sub-step 
5.1), use this tool to obtain a first idea on cost im-
plications to inform the final decision. The BoQs 
are organised in separate Excel spreadsheets for 
each technology (Document D20.1). User inter-
face technologies are differentiated between ba-
sic (low-cost) and advanced (higher cost) options. 
Copy the excel templates of the technologies 
you are interested in costing and enter context 
specific unit rates for material and labour to get 
informed cost estimates. The BoQs can also be 
used as a basis for the bidding documents later 
on when you move to implementation (step 7).
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T21 Sample Agenda: Community Consultation Workshop

Document D21.1: 
Sample Agenda for the  
Community Consultation  
Workshop 
D21.1.pdf

Document D21.2: 
Sample Agenda for the  
Community Consultation  
Workshop 
D21.2.doc

D21.1   Sample Agenda for Community Consultation Workshop

Purpose 

The half-day community workshop during Step 5 is the main venue where participants and 
the community at large have the opportunity to take part in the narrowing of suitable environ-
mental sanitation options. The outcomes of the previously conducted Expert Consultation 
Workshop (Sub-Step 5.1) form the basis for this community workshop. The expert’s workshop 
is usually held in the same week or in the week before.

Workshop Agenda (sample)
 
Time Activity
 ½ hour Welcome & registration
 20 minutes Introduction of participants
½ hour Introduction and summary of what has been done so far (Steps 1-4)
¾ hour Presentation of the main proposals of the expert consultation workshop by one of its 
participants
1 hour Q&A and plenary discussion on the main proposals
¼ hour Wrap-up & summary of main conclusions, what is the next step?
 Close
Total: 3.5 hours

Equipment
Organise the following equipment a few days beforehand: Coloured cards, maps/plans, 
�ipcharts & pens, masking tape, scissors, A4 paper, computers and beamer for presenting main 
�ndings (optional). Organise tea and co�ee for all participants o�ered after closing the work-
shop.

Outcome
• Agreement on 1-2 options (or technologies) favoured by the residents

D21.2   Sample Agenda for Community Consultation Workshop

Purpose 

The half-day community workshop during Step 5 is the main venue where participants and 
the community at large have the opportunity to take part in the narrowing of suitable environ-
mental sanitation options. The outcomes of the previously conducted Expert Consultation 
Workshop (Sub-Step 5.1) form the basis for this community workshop. The expert’s workshop 
is usually held in the same week or in the week before.

Workshop Agenda (sample)
 
Time Activity
 ½ hour Welcome & registration
 20 minutes Introduction of participants
½ hour Introduction and summary of what has been done so far (Steps 1-4)
¾ hour Presentation of the main proposals of the expert consultation workshop by one of its 
participants
1 hour Q&A and plenary discussion on the main proposals
¼ hour Wrap-up & summary of main conclusions, what is the next step?
 Close
Total: 3.5 hours

Equipment
Organise the following equipment a few days beforehand: Coloured cards, maps/plans, 
�ipcharts & pens, masking tape, scissors, A4 paper, computers and beamer for presenting main 
�ndings (optional). Organise tea and co�ee for all participants o�ered after closing the work-
shop.

Outcome
• Agreement on 1-2 options (or technologies) favoured by the residents

Summary: This sample agenda provides an overview of the main points that need to be covered 
during the community consultation workshop for the discussion of service options. The tool facilitates 
organising and conducting this workshop. It includes a Word version of the agenda which can easily 
be developed and adapted according to the specific context.

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T4  Organising Meetings, Events and Workshops

T15  Compendium of Sanitation Systems and  
 Technologies 

T22  PowerPoint Slides: Presentation Outline for the     
 Community Consultation Workshop

Purpose In sub-step 5.2 of the CLUES process, 
the feasible sanitation options pre-selected in the 
previous expert consultation workshop are dis-
cussed with the key stakeholders (community or 
representatives, local authorities, private service 
providers, land owners, etc.). The present tool 
suggests an agenda for this half-day community 
consultation workshop and assists in the organi-
sation of the event.

How to use this tool? Document D21.1 in-
cludes the suggested agenda for a community 
consultation workshop. Use the Word version of 
this document (D21.2) and adjust it to the sched-
ule and program details of your own workshop.
Tool T22 provides guidance for the preparation 
of the workshop presentations. In this workshop 
you may want to use the Compendium of Sani-
tation Systems and Technologies again (T15) to 
facilitate the discussion of options. General infor-
mation on preparing and managing workshops 
can be found in T4.
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T22 PowerPoint Slides: Presentation Outline for the Community 
Consultation Workshop

Document D22.1: 
Presentation Outline:  
Proposals of the Expert  
Consultation Workshop  
D22.1.ppt

  Community-Led  
Urban Environmental 

 Sanitation Planning: CLUES

Summary: This tool can be used to prepare a presentation of the pre-selected technical sanitation 
options for the community consultation workshop. It provides a PowerPoint outline which illustrates 
how the main contents of this presentation can be structured. 

Application Within the Planning Process:  
Step 5: Identification of Service Options

Related Tools:
T21  Sample Agenda: Community Consultation  

 Workshop

Purpose In the community consultation work-
shop the outcomes of the expert workshop, i.e. 
the pre-selected service options, are presented 
to key stakeholders and the community at large. 
This tool provides a PowerPoint outline which 
gives an idea of the main points that should be 
covered and helps to structure the presentation.

How to use this tool? Document D22.1 pro-
vides a presentation outline in PowerPoint form. 
This tool does not provide a ready-made set of 
PowerPoint slides. It rather suggests a structure 
which should be adapted and filled in according 
to the context when preparing the presentation 
for the community consultation workshop. Dif-
ferent project setups will result in different out-
comes of the planning process and different pre-
selected systems – therefore it is impossible to 
provide general PowerPoint slides here. When 
preparing the presentation, take into account the 
workshop agenda and the scheduled duration of 
the presentation (See Tool T21).
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T23 Contents of an Action Plan

Document D23.1: 
Contents of an Action Plan
D23.1.pdf

The CLUES Action Plan to be developed in Step 6 is the final output of the planning 
process and serves as a blueprint for implementation. The Action Plan does not have to 
address every detail but rather should serve as a guiding document for the main 
stakeholders involved. It should be realistic in terms of cost, include a timeline for 
implementation and address institutional and human resource issues. 

 the Action Plan should be broken down in distinct phases (i.e. pre-
implementation phase [develop general agreements and design documents]; 
bidding process; implementation of works, etc).  

 An itemized budget that allows a clear picture of what kind of funding is required 
(budget estimates). 

 A timeline which reflects the different implementation phases and human 
resources necessary (see page 3) 

 An outline of the proposed O&M arrangements foreseen to guarantee long-term 
operations.

 A section that details how the new environmental sanitation services will connect 
to effective provision of (utility) services outside the programme area (e.g. safe 
disposal or reuse of faecal sludge outside the neighbourhood). 

Page 2: Contents of the Action Plan for Nala, Nepal (2010) 
Page 3: Implementation Timeline for Dodoma, Tanzania (2010/2011) 

Summary: This tool lists the main points to cover in a CLUES action plan. Examples, including tables 
of contents, a timeline and an itemised budget for the implementation of works, provide an overview 
of the structure of such a document. These recommendations and examples help you structure your 
own action plan.

Application Within the Planning Process:  
Step 6: Development of an Action Plan

Related Tools:
T24  Sample Operation and Maintenance Documents

T25  Funding Opportunities  

T29  Project Management

Purpose The local area action plan to be devel-
oped in step 6 is the final output of the planning 
process and serves as a blueprint for implemen-
tation. This tool aims to provide an overview of 
the main points to consider in an action plan. It 
includes two exemplary tables of content which 
give you an idea on how to structure such a doc-
ument. The tool also includes an example of a 
timeline for implementation and the correspond-
ing itemised implementation budget.

How to use this tool? Since action plans differ 
a lot from case to case, no template can be pro-
vided here. Document D23.1 rather describes 
the main points to consider in an action plan and 
includes case study examples which you can use 
as sources of inspiration. The outlines of the ac-
tion plans from the case studies in Nala (Nepal) 
and Dodoma (Tanzania) are presented. Besides 
these tables of content, the implementation 
timeline and an itemised implementation budget 
from the case study in Nala are shown.
Tool T29 includes references on how to set up 
project timetables. Guidance on operation and 
maintenance plans, which should be included in 
the action plan, is given in T24. For information 
on funding opportunities see T25.
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T24 Sample Operation and Maintenance Documents

Document D24.1: 
O&M Regulations and  
Procedures for Hatsady Tai,  
Laos 
D24.1.pdf

D24.1      O&M Regulations and Procedures for Hatsady Tai 

Ban Hatsady Tai, Vientiane, Lao PDR 

 

 

1. Background 

1.1. The environmental sanitation services (ESS) in Hatsady Tai were improved in the 
framework of a research and development project financed by the NCCR North-
South programme, and implemented under the supervision of the Public Works 
and Transportation Institute (PTI).  

1.2. Interventions included (a) construction of a stormwater drainage network, (b) 
construction of two sewer systems with two semi-centralised wastewater 
treatment systems (septic tanks), (c) improvement of household infrastructure 
such as cesspits, household drains and household connections to the sewer line, 
(d) improved solid waste management system. 

 

2. Purpose of this regulation 

2.1. This regulation defines all operation and maintenance (O&M) measures required 
to ensure long-term sustainability of the improved ESS in Hatsady Tai.  

2.2. The regulation defines the institutional arrangement, financing mechanisms, 
monitoring and reporting procedures required to ensure well-functioning O&M of 
the ESS.  

2.3. The regulation defines the responsibilities of all parties concerned, including 
residents of Hatsady Tai, the village authorities (Naiban), the Village 
Environmental Unit (VEU) and the Operation and Maintenance Unit (OMU). 

 

3. Institutional arrangement 

3.1. The main body overseeing and coordinating activities related to the O&M of ESS 
is the Village Environmental Unit (VEU).  

3.2. VEU members are selected and appointed by the local authorities, the mass 
organizations and the head of the neighborhoods.  

3.3. 50% or more of the members are women. The VEU reports directly to the Naiban 
(head of the village). 

 

 

Page 1 out of 7 

Summary: This tool provides guidance in developing appropriate operation and maintenance (O&M) 
strategies for environmental sanitation projects. It includes a sample regulation, procedure and, 
schedule as well as a report template for O&M which give you an idea on how to develop such docu-
ments for your own project.

Application Within the Planning Process:  
Step 6: Development of an Action Plan
Step 7: Implementation of the Action Plan

Related Tools:
None

Purpose In step 6 of the CLUES process, O&M 
requirements and procedures are determined. 
During step 7 the detailed proposals for O&M 
are developed. This tool helps you to develop 
appropriate O&M strategies by providing a set 
of relevant document examples from the case 
study in Hatsady Tai, Vientiane (Laos).

How to use this tool? Use the documents 
provided in this tool to get an idea on how to 
develop the O&M strategy for your own project. 
The examples from Laos include O&M regula-
tions and procedures (Document D24.1), an 
O&M schedule (D24.2) and a template for an an-
nual O&M report (D24.3).
O&M plans should be developed in consultation 
with those who will have to implement them. 
These plans must be developed in the local lan-
guage, and be approved by all, including higher 
level authorities.

 

OPERATION & MAINTENANCE SCHEDULE FOR HATSADY TAI, 08/09 – 04/10 

O&M Team

Financial 
Team

VEU president 
(incl. secre-
tary)

 1

Page 1 of 14 

D24.2   O&M Schedule for Hatsady Thai 

Purpose 

This Maintenance Procedure defines the tasks, the frequency and the responsibilities 
related to the inspection and maintenance of the environmental sanitation services 
(ESS) implemented in the Ban Hatsady Tai environmental sanitation project. 

The Maintenance Procedure is divided in 4 sections: 

Section A: Description of the ESS components 

Section B: Overview of inspection and maintenance tasks 

Section C: Checklist for inspection of ESS components 

Section D: Work plan for regular maintenance of ESS components 

SECTION A:    Description of the ESS and its components 
 
 
The environmental sanitation system consists of a liquid waste management system 
(toilet wastewater and greywater), a stormwater management system (drainage), and a 
solid waste management system. O&M of the solid waste management system is 
defined elsewhere and not further discussed here. 

Liquid waste management system (blackwater, greywater) 
The liquid waste management system has three main components: (a) collection and 
pre-treatment system on household level via pour-flush latrines with cesspits or small 
septic tanks where blackwater (and partly greywater) is being collected; (b) two 
independent small-bore shallow-depth sewer systems connecting the household 
systems to the (c) community septic tanks, which treat collected wastewater before it is 
discharged to the drainage system. 

Main operational problems that may occur include: 
 Wrong or illicit connection of household sanitation facilities to sewer or drainage 

network
 Sludge overflow from household sanitation facilities (requires sludge emptying) 
 Blockages in the sewer network caused by debris or sediments in pipes or control 

chambers.
 Physical damages (e.g. cause by excessive traffic loads) 
 Decreased efficiency of community treatment system causing pollution and odor 

nuisance (desludging required) 

Document D24.3:

Template of the Annual O&M 
Report for Hatsady Tai, Laos    
D24.3.pdf

Document D24.2:

O&M Schedule for 
Hatsady Tai, Laos  
D24.2.pdf
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T25 Funding Opportunities

Summary: This tool provides guidance on different funding mechanisms for financing environmental 
sanitation services and infrastructure. It includes formal and informal microfinance for financing low-
income household sanitation facilities and municipal loans for higher-level infrastructure financing.

Application Within the Planning Process:  
Step 6: Development of an Action Plan

Related Tools:
T23  Contents of an Action Plan

Purpose There are no simple solutions to financ-
ing sanitation in low-income communities (unlike 
water supply), but with creativity and adapted 
funding vehicles, problems concerning how to 
finance sanitation can be solved. The action plan 
developed in step 6 must include a section on 
how the proposed interventions will be funded. 
This tool provides an overview of different fund-
ing mechanisms for urban infrastructure that 
have shown to be successful in the past.

How to use this tool? There are two parts to 
this tool: 
(i) For low-income household sanitation facilities  
 (e.g. improved toilets), different variations of  
 microcredit are presented – from informal  
 rotating savings and credit associations to  
 formalised microfinance schemes working  
 through regional or national microfinance  
 institutions (see Document D25.1).    
(ii) For more capital intensive investments in  
 services and infrastructure (e.g. simplified  
 sewers or decentralised treatment plants)  
 municipal loans and external funding opportuni-
 ties are presented (see D25.2). Many countries  
 today have some form of local authority infra- 
 structure investment fund.
More information on how to structure a CLUES 
action plan is provided in Tool T23.

 

Document D25.1: 
Singeling, M. et al. (2009). Smart 
Finance Solutions: Examples 
of Innovative Financial Mecha-
nisms for Water and Sanitation. 
KIT Publishers. Amsterdam, 
Nederlands.
D25.1.pdf

Smart Finance Solutions
Examples of innovative financial

mechanisms for water and sanitation

Sm
art Finance Solutions

International Water and Sanitation Centre

ISBN 978-9460220104

9 789460 220104

2556.Omslag.SFSol.:2556.Omsl.Smart.Fin.Sol.1  20-02-2009  16:05  Pagina 1

Document D25.2: 
Evans, B. et al. (2009). Public 
Funding for Sanitation. The Many 
Faces of Sanitation Subsidies. 
WSSCC. Geneva, Switzerland.
D25.2.pdf

SANITA  
The many faces

of sanitation subsidies

A PRIMER

Public Funding for
 SANITATION  
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Resources

T26 Bidding Documents for Construction Services

Document D26.1: 
ILO (undated). Small-Scale  
Contracting. Module II -  
Contracts Management.  
International Labour  
Organization. Geneva,  
Switzerland.    
D26.1.pdf

Document D26.2:

The World Bank (2010). Standard 
Bidding Documents for Procure-
ment of Small Works. November 
2010 Revision. The World Bank. 
Washington DC, USA. 
D26.2.pdfSmall-scale Contracting Page 1
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Procurement of Small 
Works 

 
 
 

The World Bank 
Washington, D.C. 

 

April 2008 
revised November 2010 

Summary: This tool assists you in setting up bidding documents (or tender documents) for the pro-
curement of small works. Besides a general resource text on bidding procedures it contains stand-
ard bidding documents which illustrate how bidding documents can be developed and which points 
should be included.

Application Within the Planning Process:  
Step 7: Implementation of the Action Plan

Related Tools:
T27  Standardised Short Contracts

T28  Contents of a Community Contract

Purpose Bidding documents are a set of docu-
ments established by the client, providing bid-
ding instructions, evaluation criteria, conditions 
of contract and a description of works for the 
purpose of obtaining comparable offers from a 
number of tenderers (ILO, undated). These docu-
ments describe the what, where, who, how and 
when of your project in detail. The purpose of 
this tool is to provide guidance on how to set up 
bidding documents and what to include.

How to use this tool? Document D26.1 pro-
vides general information on contracts manage-
ment, bidding procedures, and particularly con-
tract documents (pp. 51-59). Numerous standard 
bidding documents (SBDs) exist from different 
organisations. The World Bank, for example, 
uses SBDs for international and national com-
petitive bidding and award of small works (see 
D26.2). This document exceeds the level of de-
tail required for local contracting, which might 
be appropriate for most CLUES projects, but it 
illustrates the structure and wording of bidding 
documents and provides useful templates, rang-
ing from instructions to bidders (Section I) to bid 
data sheets (Section II), employers’ requirements 
(Section VI) and general and particular conditions 
of contract (Sections VII and VIII).
For guidance on setting up contracts see Tools 
T27 and T28.
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Resources

Links

T27 Standardised Short Contracts

Document D27.1: 
ILO (undated): Small-Scale Con-
tracting. Module II - Contracts 
Management. International 
Labour Organization. Geneva, 
Switzerland.
D27.1.pdf

Book B27.1: 
FIDIC (1999). Short Form of Con-
tract. First Edition. Fédération 
Internationale des Ingénieurs-
Conseils. Geneva, Switzerland. 
34 Pages.

Link L27.1: FIDIC Bookshop: Short Form of Contract
Link L27.2:  NEC: Engineering and Construction Short Contract
Link L27.3:  NEC: Engineering and Construction Short Contract Guidance Notes  
 

Book B27.2: 
NEC (2005). NEC3 Engineering 
and Construction Short Contract. 
NEC. London, UK. 30 Pages.

Table of Contents

Small-scale Contracting Page 1
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Summary: This tool includes information on small-scale contracting and presents two standardised 
short contract documents – the FIDIC Short Form of Contract and the NEC3 Engineering and Con-
struction Short Contract. These contract templates are not available within this toolbox for free, but 
can be used to simplify the development of contracts.

Application Within the Planning Process:  
Step 7: Implementation of the Action Plan

Related Tools:
T26  Bidding Documents for Construction Services

T28  Contents of a Community Contract

Purpose Contracts for minor scope of works 
(i.e. small-scale contracts for works with limited 
complexity) should be simple, clear and transpar-
ent while covering all the fundamental require-
ments to ensure the rights and obligations be-
tween client (employer) and contractor. By using 
standard documents time is saved during prepa-
ration instead of redrafting the conditions for 
each project. Furthermore, the wording is clearly 
understood and these standardised conditions 
have often been tested in court so that the legal 
interpretation is known. The purpose of this tool 
is to present available standardised short con-
tracts which can be used as templates.

How to use this tool? General information on 
small-scale contracting is given in Document 
D27.1. It includes sections on contracting meth-
ods (pp. 11-16) and contract implementation 
(pp. 66-79). If you want to set up a minor scope 
contract we recommend to use either the FIDIC 
Short Form of Contract (Book B27.1) or the NEC3 
Engineering and Construction Short Contract 
(B27.2). For more information on the contents of 
these publications and where to purchase them 
(for approx. 30 USD) see Links L27.1-L27.3.
Tool T28 deals with community contracts and 
their application. T26 provides guidance on how 
to develop bidding documents and which points 
should be included.

 

http://www1.fidic.org/resources/contracts/describe/FC-AF-A-AA-10.asp?back=/bookshop/prod_page.asp&ProductCode=FC-AF-A-AA-09&price=20
http://www.neccontract.com/products/bookshop_main.asp?page=bookshop_main.asp&ISBN=9780727733726&NEC=True&UK4ITJTV63YD2CH5XUFYH=
http://www.neccontract.com/products/bookshop_main.asp?page=bookshop_main.asp&ISBN=9780727733733&NEC=True&UK4ITJTV63YD2CH5XUFYH=
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Resources

T28 Contents of a Community Contract

Document D28.1: 
Tournee, J. and van Esch, W. 
(2001). Community Contracts 
in Urban Infrastructure Works. 
International Labour  
Organization. Geneva,  
Switzerland.   
D28.1.pdf

Document D28.2:

Fransen, J. et al. (2002).  
Sustainable Community- 
Managed and Labour-Based 
Upgrading of Urban Low-Income 
Settlements. Handbook. Inter-
national Labour Organization. 
Geneva, Switzerland. 
D28.2.pdf

Document D28.3:

Community Contracting  
Example from Nepal   
D28.3.pdf

IN URBAN INFRASTRUCTURE WORKS
Practical lessons from experience

Jane Tournée and Wilma van Esch

International

Labour Office

Geneva

COMMUNITY
CONTRACTS
COMMUNITY
CONTRACTS

H
a

n
d

b
o

o
k

Handbook

International Training Course

For Engineers

and Town Planners ASIST

 Hamish Goldie Scot 
Jan Fransen - Wilma van Esch

Sustainable
community-managed

and labour-based upgrading of
urban low-income settlements

Summary: A community contract is an agreement between a community and a contracting author-
ity, whereby the community is responsible for the implementation of the works. This tool provides 
an introduction on the practical application of community contracts for the execution of infrastructure 
works. Besides general information on community contracting it suggests a structure for the content 
of such a contract and provides an example.

Application Within the Planning Process:  
Step 7: Implementation of the Action Plan

Related Tools:
T27  Standardised Short Contracts

Purpose In a community contract the commu-
nity is responsible for the implementation of the 
works and therefore functions as contractor. This 
form of contract is particularly useful in participa-
tory processes as it uses local resources, cre-
ates employment for the urban poor, empowers 
the community and allows building capacities. 
Community contracting assists in developing 
constructive partnerships by clarifying the role 
the community will play and allowing them to 
control the assets they create. The aim of this 
tool is to introduce the concept of community 
contracting as well as to provide resources on 
how to set up a community contract and what 
to include.

How to use this tool? Document D28.1 by the 
International Labour Office (ILO) contains infor-
mation on the use of community contracts and 
step-by-step guidelines (pp. 50-63) on the setting 
up of a community contracting system for infra-
structure provision and up-grading in informal ur-
ban settlements. This comprehensive resource 
document also includes experience and lessons 
learnt from case studies where community con-
tracts were implemented. For a possible content 
structure of a community contract see pp. 34-
35 of D28.2. A sample community contract for 
infrastructure works from Nepal is presented in 
D28.3.
Also see Tool T27 for standardised short con-
tracts, which can be used with contractors other 
than the community.

Stefan Sameli 

Listrighöhe 3 

6020 Emmenbrücke 

Tel.: 078 861 54 54 

ssameli@student.ethz.ch Emmenbrücke, 27. Mai 2011 

  

 Sandec 

 Christoph Lüthi 

 Überlandstrasse 133 
 8600 Dübendorf 

 

 

Dear Mr. Lüthi 

                                                                                                                                  

I am an environmental engineering student at ETH in the second semester of my Msc studies, 
majoring in hydraulic engineering and water resources management. I plan to gain practical 
experience next semester by completing the internship required for graduating. I am looking 
forward to an internship where I can apply knowledge acquired during my studies. 

I have been attending the lecture “Environmental sanitation planning and infrastructure in 
developing countries” this term, during which you indicated that you are looking for trainees. So, 
I am hereby applying for a trainee position in such an internship. 

Sandec is active in a field I am vividly interested in – the interaction between people and the 
technical sphere. An internship at Sandec in a foreign country would be a great opportunity to 
get to know another culture and different social and economic frameworks in combination with 
hands-on work experience in a field, I plan to work in my professional future. 

There are two research groups at Sandec that especially appeal to me with regard to this 
application: 

Firstly, I am highly interested in doing an internship at the “Strategic environmental sanitation 
planning”. Strategic planning of technical implementations is vital in our field. As engineers, we 
must consider the whole system to come up with best-practice solutions. For example, the 
material flux analyses are something, I have encountered in many lectures from different points 
of view.  

Secondly, the group “Excreta and wastewater management” has many interesting projects, I 
would like to be a part of as they could offer me insight into small-scale solutions rather than 
technologically enhanced treatment plants, which was often the focus in the lecture “urban water 
management”. I am keen to learn about and implement different solutions than the ones 
encountered in Switzerland. 

I have no specific preference regarding the country where the internship would take place. On a 
side note, however, in April I gave a charity concert for a sanitation and drinking water program 
in Kabale district, Uganda. So, in a way, I already have a connection to this country and it would 
be exciting to personally get to know it.  

The minimum length of the mandatory internship for my Msc studies is 12 weeks. For this, I am 
interested in completing my internship sometime between September and December. However, 
if it is not possible for me to do an internship at Sandec this year, I would like to apply for a 

D28.3     Community Contracting Example from Nepal
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Resources

T29 Project Management

Document D29.1: 
Geyer, Y (2005). Project  
Management. Handbook  
Series for Community-Based  
Organisations. IDASA.  
Pretoria, South Africa.
D29.1.pdf

Document D29.2: 
Tasmanian Government (2008). 
Project Management Fact  
Sheet: Developing a Gantt  
Chart. Version 1.2. Department 
of Premier and Cabinet.  
Hobart, Australia.  
D29.2.pdf

PROJECT MANAGEMENT

Handbook series for 
community-based organisations

Yvette Geyer
2005

 

Inter Agency Policy and Projects Unit  
Department of Premier and Cabinet 

Project Management 
Fact Sheet: 
Developing a Gantt Chart 
Version: 1.2, November 2008 

 

 

 

 

 

 

 

 

 

 

 

 

DISCLAIMER 

This material has been prepared for use by Tasmanian Government agencies and Instrumentalities.  
It follows that this material should not be relied upon by any other person.  Furthermore, to the extent 
that ‘this material is relied upon’, the Crown in Right of the State of Tasmania gives no warranty as to 
the accuracy or correctness of the material or for any advice given or for omissions from the material.  
Users rely on the material at their own risk. 

Summary: Good project management is relevant for the entire CLUES process and of particular im-
portance during the implementation step. This tool introduces the principles of project management, 
including the development of work breakdown structures and Gantt charts. Links are provided to use-
ful free software and web applications which can support the project management process.

Application Within the Planning Process:  
Step 1 to Step 7

Particularly Step 7: Implementation of the Action Plan

Related Tools:
T30  Monitoring Checklist

Purpose Project management is an overarching 
activity relevant during the entire CLUES plan-
ning period. However, particularly during the 
implementation phase (step 7) it is important to 
efficiently coordinate resources. Project manage-
ment aims to achieve certain outcomes within 
a specific time period, to use good planning, to 
schedule tasks properly and to make the most 
of available resources, including money, mate-
rials, equipment and people (Geyer, 2005). The 
purpose of this tool is to introduce the basics of 
project management and to show how it can be 
done efficiently.

How to use this tool? Document D29.1 intro-
duces the principles of project management and 
represents an easy-to-use and concise resource 
which deals with the full project life cycle. D29.2 
will help you to develop a Gantt chart for time 
planning. Link L29.1 presents an online project 
management dictionary with many useful expla-
nations.

You are recommended to use one of the pow-
erful free computer applications for project 
management. Such applications facilitate and 
automate the process (e.g. the development of 
work breakdown structures and Gantt charts or 
the allocation of resources) and help you keep 
track of activities and milestones. On the one 
hand, there are open source desktop solutions 
with all the bells and whistles, such as OpenProj 
(see Link L29.2) and Open Workbench (L29.3). 
On the other hand, less sophisticated free web-
based applications exist which provide an inter-
active, user-friendly project platform aiming to 
easily share information and facilitate communi-
cation and collaboration between stakeholders. 
Examples are Manymoon (L29.4) and Freed-
camp (L29.5).
One task which is linked to project management 
is monitoring of the CLUES process. Tool T30 is 
a checklist for this.

Links
Link L29.1: Project Management Dictionary
Link L29.2: OpenProj
Link L29.3: Open Workbench
Link L29.4: Manymoon
Link L29.5: Freedcamp

 

http://www.pmhut.com/pmo-and-project-management-dictionary
http://sourceforge.net/projects/openproj/
https://manymoon.com/?
http://freedcamp.com/
http://open-workbench.en.softonic.com/


98 C
om

m
un

ity
-L

ed
 U

rb
an

 E
nv

iro
nm

en
ta

l S
an

ita
tio

n 
P

la
nn

in
g 

– 
To

ol
bo

x

Resources

T30 Monitoring Checklist

Document D30.1: 
Monitoring Checklist   
D30.1.pdf

D30.1   Monitoring Checklist 

Purpose
Participatory monitoring enables the dissemination of information on the planning 
progress and will strengthen the community involvement and facilitate community 
contributions if done in a transparent way. For CLUES, monitoring involves a 
situation analysis that asks 3 simple questions: 1. Where are we? 2. Where do we 
want to go next? 3. What do we need to do make it happen? This document 
suggests a checklist which assists you in process monitoring. Make sure to record 
the main outcomes of the monitoring meeting in writing. 

The Checklist 

1. Where are we? 

Were the main aims of this step achieved? 

Were all outputs acheived - if not, why not? 

Are the main outputs documented and appropriately disseminated? 

2. Where do we want to go next? 

What needs to be done to move to the next step of the process? 

Are there any special events/meetings to be organised? 

Any bottlenecks or conflicts we need to deal with? 

3. What do we need to do make it happen? 

Is there a need to involve further stakeholders for the next step? 

Do we need to improve communication with project stakeholders not involved on 
a daily basis? 

Are human and financial resources secured for moving ahead? 

Summary: This tool will assist you in monitoring the first 6 steps of the CLUES planning process 
(before implementation). It suggests a simple checklist after each planning step, enabling the main 
stakeholders to be regularly informed on the progress and problems encountered.

Application Within the Planning Process:  
Step 1 to Step 6

Related Tools:
T29  Project Management

Purpose Monitoring is the regular observation 
and recording of project activities to check how 
they are progressing and to take decisions for 
course correction and improving project perform-
ance. Monitoring helps to ensure that the desired 
outputs are being achieved (NETSSAF, 2008). For 
CLUES, monitoring involves a situation analysis 
that asks 3 simple questions: 1. Where are we? 
2. Where do we want to go next? 3. What do 
we need to do to make it happen? The monitor-
ing tool suggests a checklist which assists you 
in process monitoring during the first 6 steps of 
CLUES. Monitoring of the implementation phase 
is not less important, but different to monitoring 
of the planning process and therefore not cov-
ered by this tool. More information on monitor-
ing plans for construction can be found in the 
description of sub-step 7.1.

How to use this tool? The monitoring checklist 
(Document D30.1) should be used by all indi-
viduals and institutions which have an interest in 
the project. It is recommended that regular mon-
itoring review meetings be held after each of the 
six planning steps by the process leader, ideally 
right after the respective workshop involving 
NGO and/or local authority and community rep-
resentatives. Results of the monitoring review 
meetings should be documented in writing. Cor-
rective action should be taken if need be.
Regular process monitoring also supports good 
project management. More information on 
project management is provided in Tool T29.
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Meeting at Bellagio (Italy) from 1-4 February 
2000, an expert group brought together by the 
Environmental Sanitation Working Group of 
the Water Supply and Sanitation Collaborative 
Council (WSSCC) agreed that current waste 
management policies and practices are abusive 
to human well-being, economically unaffordable 
and environmentally unsustainable. They there-
fore called for a radical overhaul of conventional 
policies and practices world-wide, and of the 
assumptions on which they are based, in order 
to accelerate progress towards the objective of 
universal access to safe environmental sanita-
tion, within a framework of water and environ-
mental security and respect for the economic 
value of wastes.
The resulting principles are as follows:

1. Human dignity, quality of life and environ-
mental security at household level should 
be at the centre of the new approach, which 
should be responsive and accountable to 
needs and demands in the local and national 
setting.
•	 solutions	should	be	tailored	to	the	full	spec-	 	
 trum of social, economic, health and environ-  
 mental concerns 
•	 the	household	and	community	environment		 	
 should be protected
•	 the	economic	opportunities	of	waste	recovery		
 and use should be harnessed 

2. In line with good governance principles, 
decision-making should involve participation 
of all stakeholders, especially the consumers 
and providers of services. 
•	 decision-making at all levels should be based   
 on informed choices
•	 incentives	for	provision	and	consumption	of		 	
 services and facilities should be consistent   
 with the overall goal and objective
•	 rights	of	consumers	and	providers	should		 	
 be balanced by responsibilities to the wider  
 human community and environment  

3. Waste should be considered a resource, 
and its management should be holistic and 
form part of integrated water resources, nutri-
ent flows and waste management processes.
•	 inputs	should	be	reduced	so	as	to	promote		 	
 efficiency and water and environmental  
 security
•	 exports	of	waste	should	be	minimised	to		 	
 promote efficiency and reduce the spread of   
 pollution 
•	 wastewater	should	be	recycled	and	added	to			
 the water budget 

4. The domain in which environmental sanita-
tion problems are resolved should be kept 
to the minimum practicable size (household, 
community, town, district, catchment, and 
city) and wastes diluted as little as possible.
•	 waste	should	be	managed	as	close	as	possi-	 	
 ble to its source 
•	 water	should	be	minimally	used	to	transport		 	
 waste
•	 additional	technologies	for	waste	sanitisation			
 and reuse should be developed

Annex: The Bellagio Principles
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Your Key to CLUES:

This key opens the door to the CLUES Toolbox  
containing 30 tools.
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The fact that a large majority of the world’s population 
is without access to adequate water, sanitation, drainage 
and solid waste services, presents strong evidence that 
conventional approaches to environmental sanitation are 
unable to make a significant dent in the backlog which  
exists in most parts of the developing world.
 
These guidelines present guiding principles for the plan-
ning and implementation of environmental sanitation 
infrastructure and services in disenfranchised urban and 
peri-urban communities. The planning approach builds 
on a framework which balances the needs of people 
with those of the environment to support human dignity 
and a healthy life. By involving all relevant stakeholders,  

particularly the beneficiary community, it aims to consider 
the entirety of perspectives and expectations. This allows 
finding the best possible environmental sanitation solu-
tion in a common agreement.   

In Part 1 the seven steps of the actual planning approach 
are explained. Part 2 describes why an enabling environ-
ment (political, legal, institutional, financial, socio-cultural 
and knowledge framework) is needed as a precondition 
for the success of a planning process and how it can be 
nurtured. Part 3 provides 30 practical tools in digital form 
which aim to support and streamline the implementation 
of the process. The toolbox is provided on the enclosed 
memory key. 

Swiss Federal Institute of  
Aquatic Science and Technology 
www.eawag.ch

Water Supply and Sanitation 
Collaborative Council 
www.wsscc.org

UN-HABITAT 
www.un-habitat.org

>      Overview of the CLUES planning approach




