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5  Institutional settings and
enabling environments
Christoph Lüthi and Hong Yang

This  chapter  deals  with  the  role  of  the  institutional  framework  and  stakeholder

engagement  to  ensure  the  success  of  projects.  Evidence  from  several  decades  of

experience  with  water  supply  and  water  resources  management  shows  that  two  of  the

most  important  reasons  for  project  failure  are  the  lack  of  coordination  and  of  proper

stakeholder involvement in the planning, supply and management of  water  resources.  A

sound  institutional  framework  depends  upon  knowledge  availability,  sound  political

decision-making and legal and regulatory frameworks. This chapter will therefore provide:

an overview of why working towards enabling environments is important;

an outline of how to conduct a stakeholder assessment;

guidance on how to initiate and sustain community engagement; and

an explanation of how to work towards inclusive institutional environments that

guarantee sustainable water resources management and equitable service

delivery.

5.1  Fostering an enabling environment

«The enabling environment is the term used to describe the broader system within which

individuals and organizations function and one that facilitates or hampers their  existence

and performance. This level of capacity is not easy to grasp tangibly, but is central to the

understanding  of  capacity  issues.  They  determine the  ‘rules  of  the  game’ for  interaction

between  and  among  organizations.  Capacities  at  the  level  of  the  enabling  environment

include  policies,  legislation,  power  relations  and  social  norms,  all  of  which  govern  the

mandates,  priorities,  modes  of  operation  and civic  engagement  across  different  parts  of

society.» (UNDP, 2008)

An enabling environment creates an atmosphere that allows a flourishing and sustainable

water sector where people have dependable and adequate services. Without an enabling

environment,  managers  in  a  water  sector  struggle  on  a  day-to-day basis  just  to  provide

intermittent  services  that  barely,  if  at  all,  meet  minimal  quality  standards.  People  lack

access to water, the economy is held back and the environment suffers. The following key

features  are  prerequisites  of  a  sound  institutional  framework  or  “enabling

environment” (Fig. 5.1):

Political  will  and  government  support:  Elected  and  accountable  local  govern-ments

and  authorities  that  demonstrate  political  will  are  a  precondition  for  successful

service delivery. Strengthening governance and improving civic participation are key

prerequisites of the effective development of civic infrastructure (the “demand side”

of governance).
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Build rapport  with decision-makers  and encourage them to be accountable and to

act in a transparent fashion.

Institutional  arrangements:  In  many  countries,  there  is  no  clear  distinction  between

regulation  and service  provision.  A sustainable  and equitable  service  delivery can

only be guaranteed by a sound institutional set-up. This requires a clear distinction

between:  (i)  independent  institutions  responsible  for  performing  monitoring  and

evaluation (usually at the district or provincial level) and (ii) service provision at the

local level (including operation and maintenance). 

Define  the  interface  between  local  community  involvement,  user  groups,  non-

governmental organisations and the local authority or utility.

Legal framework: The technical norms and standards that influence the types and levels

of service which are put in place are important. Problems that need to be overcome

here are regulatory inconsistencies, lack of regulations and unrealistic standards. A

further issue in many countries is poor enforcement of existing regulations.

Make sure your project is in line with national and municipal policies and by-laws.

Knowledge and Skills: The capacity to provide services effectively and efficiently is the

backbone of sustainable service provision. The skills base available in each context

will  define  how well  policies  and  strategies  can  be  implemented.  This  will  include

both  public  (local  authority)  staff,  but  also  private-sector  and  NGO  stakeholders,

who also have their roles to play.

Identify  capacity  gaps,  particularly  at  municipal  and community  levels,  then fill  the

gaps with tailored training courses, on-the-job training, exposure visits, etc.

Fig. 5.1 Depiction of the six elements of an enabling environment (Source: Lüthi et al, 2011)

Financial arrangements: An enabling financial environment ensures that an intervention

is  economically  sustainable  in  the  long  run  by  introducing  user  fees  and,  where

appropriate, targeted subsidies.

Financial contributions and investments are required from users, from government
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agencies and from the private sector. Here the key is to increase the capacity and

willingness of beneficiaries to generate funds.

Sociocultural  factors:  Awareness  of  and  respect  for  the  local  sociocultural  landscape,
especially in traditional rural contexts, is crucial. Neglect of sociocultural factors and
failure  to  ensure  that  solutions  are  socioculturally  embedded  are  two  of  the  most
common reasons for past failures. 

Identify  behaviours  and  prevailing  sociocultural  norms  through  surveys  or  market

research (see Chapter 8 on behaviour change).

A more in-depth discussion on working towards enabling environments can be found on

pages 49–65 of the CLUES guidelines (www.sandec.ch/clues).

5.2  Carrying out stakeholder assessments

A  stakeholder  assessment  forms  the  basis  for  understanding  the  institutional  and

organisational  setting.  With  this  knowledge,  an  enabling  environment  can  be  fostered.

The  aim  of  a  stakeholder  assessment  is  to  understand  the  opinions  and  attitudes  of

different  stakeholders  about  something  (an  action,  a  project).  Such  information  is

important  to  highlight  public  concerns  and  values,  which  should  be  incorporated  when

later trying to find an acceptable and sustainable solution to the problem. As a first step,

possible stakeholders need to be identified. These may belong to one or more groups: 

Key stakeholders have significant influence upon or importance within an action,

e.g. government agencies and officials, donors, policy makers or some influential

NGOs.

Primary stakeholders are those ultimately affected, either positively or negatively,

by an action, e.g. households and end users.

Risky stakeholders are persons or organisations who have low importance or

interest, but who can indirectly influence an action or who are indirectly affected by

an action, e.g. researchers.

Low-priority stakeholders have low importance, interest or influence, but could

become primary stakeholders if their interest was awakened.

Stakeholders’  interests  in  and  influence  on  a  project  may be  visualised  in  a  diagram  to

demonstrate  differences  in  opinion  and  influence.  Many  techniques  for  stakeholder

mapping exist. Here we present a simple Influence-Importance matrix (Fig. 5.2), in which

stakeholders  are mapped according to their  importance or  interest  and influence over  a

decision. Conducting stakeholder assessments requires trained experts and moderators –

make  sure  you  have  the  necessary  expertise.  More  details  are  available  in  the  SSWM

Toolbox.

http://www.sandec.ch/clues
http://www.sandec.ch/clues
http://www.sswm.info/category/planning-process-tools/exploring#Stakeholder%20Analysis
http://www.sswm.info/category/planning-process-tools/exploring#Stakeholder%20Analysis


5  Institutional settings and enabling environments

Geogenic Contamination Handbook 6

Fig. 5.2 Stakeholder  matrix,  in  which  different  groups  or  individuals  are  mapped  according  to
their  importance  and  influence.  The  blue  arrows  indicate  the  desired  changes  in
stakeholder status.

 

Advanced tools for stakeholder assessment

Willingness-to-Pay Analysis (WTP)

Finding out how much end-users are willing to pay for a water service is critical for setting

water tariffs and determining how high demand for the service is. Many different methods

for  carrying  out  willingness-to-pay  evaluations  exist,  and  if  done  correctly,  very  useful

information  can  be  gained.  WTP is  a  complex  analysis  and  may not  be  appropriate  in

institutionally weak settings. It requires:

A large investment in time and effort

People with expertise in economics

Well-trained interviewers who can avoid initiating bias amongst those surveyed

It is debatable whether people should be asked how much they are willing to spend for a

product  or  service that  they do not  yet  know.  A detailed  description  on  how to  conduct

WTP surveys for water services can be found in Wedgwood and Samson (2003). 

Multi-Criteria Decision Analysis (MCDA)

MCDA  is  a  technique  for  comparing  different  options  (e.g.  products  or  services)  and

eliciting  stakeholder  preferences.  It  identifies  the  measures  and  options  that  have  the

broadest acceptance and which defuse conflict among stakeholders. The technique can

be  used  to  identify  a  single  most  preferred  option,  to  rank  options  or  to  distinguish
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acceptable from unacceptable possibilities. It is a complex exercise that needs accurate

input  data  and  may  be  difficult  to  complete  successfully  in  institutionally  weak

environments.  A  “light”  version  can  be  a  very  useful  exercise  in  decision-making

workshops  to  initiate  discussion  between  stakeholder  groups  and  to  elicit  their

preferences, as has been shown by Osterwalder et al. (2014). 

The individual  steps  of  an  MCDA,  using  fluoride  mitigation  options  as  an  example,  are

outlined in Chapter 9.3.

5.3  Ensuring effective participation

It  is  widely acknowledged  that  stakeholder  participation  is  a  linchpin  for  the  catalysis  of

change  and  makes  people  active  participants  in  their  own  development.  Community

participation primarily seeks to achieve sustainable services for the poor and transparency

and  accountability  throughout  the  process.  Good  partnerships  and  participatory

programmes  begin  when  actors  come  together  to  achieve  a  common  goal  based  on

agreed  priorities.  The  following  arguments  are  advanced  when  making  the  case  for

community participation:

Ownership: By giving affected communities a real say in decision-making through

active consultation, communities gain ownership of the development process.

Greater efficiency and effectiveness: Both national governments and

development agencies see community contributions as a means to achieve project

goals (e.g. mobilising funds or contribution of “sweat equity”)

Better design: Participation during the planning stage will lead to a more

appropriate design and technology – especially at the user interface. 

Social change and empowerment: Involving beneficiary communities in

mobilisation, planning and project design creates a sense of ownership over the

outcomes, and thus social capital is gained. This can lead to new forms of social

partnership and “empowered communities” (Lüthi and Kraemer, 2012).

Engaging  proactively  with  communities  has  the  potential  to  help  foster  social  capital

formation  in  communities.  Non-tangible  community  assets  such  as  trust,  networks  and

behaviour  change  are  an  important  asset  for  poor  communities  that  lead  to  greater

empowerment.  Communicative  planning  tools  that  enable  “real”  community participation

include  community  surveys,  focus  group  discussions,  community  meetings  and

participatory  mapping  exercises.  These  tools  and  participatory  approaches  assist  in

forming  community-based  organisations  or  user  groups  that  ensure  sustained  use  and

correct  water  treatment  procedures  over  time.  A  detailed  overview  of  useful

communicative  planning  tools  is  provided  in  the  following  file  links  from  the  CLUES

Toolbox:
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T2_Interview-Methods

T3_Participatory-Assessment-Methods 

T4_Organising-Meetings,_Events_and_Workshops

Community engagement approaches may work better in some places than in others. Past

experience shows  that  community involvement  does  not  necessarily lead  to  sustainable

services and can go wrong. The three most common problems are:

1 Elite capture and social control resulting from power inequalities between different

community segments;

2 Financial mismanagement by community groups, which leads to mistrust and

internal conflict; and 

3 Top-down mode of project delivery by local authorities, resulting from inexperience

in the design and delivery of community engagement strategies.

It  is  therefore  becoming  widely  recognised  that  sustainability  of  services  can  only  be

achieved  through  ongoing  financial  and  technical  support  to  communities  by  external

bodies – usually by local authorities or NGOs (WSUP, 2013).

If done correctly, investing in the “social capital” of communities can lead to empowerment

and  strengthening  of  capacity  at  community  levels.  But  this  is  not  free  of  charge.  Any

project  that  aims  to  achieve  sustainable  community  engagement  should  devote  roughly

15%  to  20%  of  the  overall  planning  and  implementation  costs  to  ensure  effective

community participation (Lüthi and Kraemer, 2012).

5.4  Fostering inclusive institutional
environments
Working towards inclusive institutional environments is  very context-specific,  so that any

solution  will  need  to  be  adapted  to  the  local  context.  This  means  investigating  different

options for long-term service sustainability involving community-managed, utility-managed

or co-managed operations. The following points should be kept in mind when initiating a

project for mitigating geogenic contamination:

Community-based approaches that are well connected to external service providers

can help foster  social  capital  formation in  communities.  Recent  sector  experience

shows that non-tangible social capital (e.g. trust or social networks) is an important

asset in poor communities.

Provide continuous communication with the communities, involving various media.

For example, conducting study tours, targeted communication campaigns or focus

group workshops  will  help  build  momentum  and ensure  the  smooth  planning  and

implementation  of  a  project.  By giving  a  voice  to  citizens  and  local  organisations,

social  accountability  mechanisms  are  introduced  and  the  accountability  of  local

authorities strengthened.




 
 
 
Draft – see www.sandec.ch/clues for updates 


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 vocabulary1 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 
                                                 
1 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 
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explains the possible answers (or options, scenarios), which are represented by 
pockets sewn into a cloth. The predefined answers can be visualised by 
pictures or drawings attached to the pockets. For the anonymous voting 
process, the cloth is hung in a concealed room and one by one the group 
members take the vote by placing a stone or token2 in the respective pocket. 
Alternatively, the participants can be provided with response cards where they 
anonymously mark or write their answers, as well as concerns and ideas 
regarding the questions asked by the facilitator. Thereafter, the cards are 
placed in a polling box. The range of answers could also be defined in a 
participatory manner with the group.  
After the voting session, the facilitator displays the results to the group for an 
analysis and interpretation of the findings. The group’s attention is drawn to 
voting patterns like similarities or differences. Through pocket voting, a good 
basis for further discussions on current services and practices and the need for 
modification is provided. 
 
Advantages and disadvantages 
+ reduces possible embarrassment 
+ ensures confidentiality 
+ reduces reservation and objection to tell the truth or to give an opinion  
+ does not require much time for preparation, realisation and analysis 
− limited information gain through predefined answers (may simplify the 


answering possibilities and influence how people think about the question 
and how they answer it) 


− too many questions are not practical 
 
 
FOCUS GROUP DISCUSSIONS 
Purpose 
Focus group discussions (FGDs) serve to elicit social/cultural norms, values 
and (behavioural) practices of the group, to address the broadness of the 
themes, disagreements, contradictions, norm violations and their consequences. 
The outputs of FGDs are knowledge on and perceptions of the group; the 
central point is the detection of socially (re-)produced group norms in the 
interactions of the group members. A close look should be taken at the 
differences between diverging groups, particularly in terms of gender, age, 
interests as well as participation and self-representation during the group 
discussion. 
 
The focus group discussion method is useful to get an understanding of 
people’s experiences and knowledge, and to find out what people think and why 
they think that way. FGD disclose conflicts between what is assumed to be 
private and personal (delicate and sensitive topics) and what is open and public 
and may therefore provide comprehension on topics which other methods 
would not be able to reveal. Essential with this method is the interaction 
between participants; group members should be enabled to focus on one 
another, rather than on the facilitator(s).  


                                                 
2 With tokens in two different colours a gender differentiation can be undertaken. 
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Data from focus groups should not simply be interpreted as being generated by 
a collection of individuals, but as socially produced in the group interactions. 
Individuals in a focus group might express their own opinions and describe their 
own behaviours, but they also adapt and censor these to make them 
acceptable to the perceived norm of the group or/and the researcher(s). 
 
Advantages and disadvantages 
+ does not discriminate against persons who are illiterate or, for other reasons, 


cannot write or read.  
+ can encourage participation from persons who can not be interviewed 


(because of feeling humiliated by the setting of a face to face interview) or 
think they have nothing to say (those can get involved in a discussion 
initiated by other group members).  


− A negative aspect of group dynamics is that the articulation of group norms 
could quieten individual voices with differing opinions and views.  


− Another challenge is the social desirability, when participants answer and 
discuss the offered topics in favour of the researchers assumed 
expectations (Kitzinger 1995, Wellings et al. 2000). 


 
INDIVIDUAL INTERVIEWS 
Purpose 
Individual (or single, face to face, or in-depth) interviews elicit personal topics, 
practices, and individual norm violations that do not arise during FGDs. 
Individual interviews serve to deepen topics mentioned during FGDs and to 
cross-check or complement data. 
The outputs of individual interviews are knowledge, perceptions, and practices 
of individuals. 
 
Individual interviews are one of the standard methods for surveys. They might 
be semi-structured or entirely narrative using only open-ended questions. The 
less structured and the more in-depth an interview is, the more privacy and time 
is required, but the more details might be retrieved that would not have been 
brought up by a predetermined questionnaire.  
Even though in-depth interviews require time and interviewing skills, they are 
useful once topics, taboos, wording and persons with access to relevant 
information regarding certain topics (key-informants) have been identified. It is 
important to choose people from different backgrounds, and not only one 
person per household, as the respective situation presents itself differently for 
each household member. 
 
Advantages and disadvantages 
+ generates in-depth knowledge 
+ suitable for the investigation of personal topics and individual practices 
− requires time and interviewing skills 
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D2.2 Conducting Randomised Sample Surveys 


Author: Heidi B. Johnston 


WHY CONDUCT A SAMPLE SURVEY? 


To obtain information reflecting characteristics of a large project area population, 


rather than only those who participate in workshops or group meetings, one can 


conduct a sample survey. In a sample survey information is collected from a portion 


of a population to provide information meant to represent the entire population. A 


representative sample survey is less expensive and less time consuming to conduct 


than a census of the entire population, and if thoughtfully designed and carefully 


conducted, can yield results that accurately and reliably reflect population 


characteristics relevant to improving project implementation and impact.  


Conducting a sample survey is a multi-step process including survey planning and 


design, fieldwork, data processing and analysis, and preparing and presenting 


findings to multiple stakeholder groups.  


SURVEY PLANNING AND DESIGN 


Survey planning includes developing a detailed project outline with a timetable and 


budget (see Table 1). The population to be studied needs to be precisely defined, 


key research questions need to be identified and agreed upon, the research and 


analysis strategies need to be decided and official permissions must be obtained.  


Table 1: Example of a timeline for conducting a randomized sample survey, from Nichols 
(1991), p. 22. 


Weeks 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 
Planning and 


design 
           


    
Fieldwork 


      


       Data processing and 
analysis 


   


           
Presenting findings 
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Questionnaires are designed with the aim of systematic collection of sets of 


standardized information. Applying the Questionnaire should generally take an hour 


or less of respondents’ time; including time to introduce the survey purpose and 


obtain consent from the respondent to participate in the research (see example 


consent form, Annex 1).  


Survey questions can be “closed ended” having a limited range of answers, and for 


which the full range of answers is included in the questionnaire form. They can also 


be “open ended” and depend on the respondent to provide an answer in his or her 


own words. Open ended questions are usually used to document attitudes and 


experiences for which there are many possible answers. Closed ended questions are 


easier to record answers to, code and analyze and should be used when possible 


(see example questionnaire, Annex 2). The questionnaire should be translated into 


the local language, using the terminology of the local community and avoiding 


technical terms. Back-translation of the questionnaire into the original language is 


useful to ensure accuracy of meaning. Pretesting of the interview forms and interview 


procedures is essential to confirm that the meanings of the questions are clear and 


not misunderstood, and that the interview procedures are thorough and make 


efficient use of the respondents’ time. After pretesting, the forms and procedures 


must be revised according to the pretest results. 


Determining the right sample is a multi-step process. First the target population 


must be defined and listed. For example, for a household survey a list could come 


from a map of the study area showing individual dwellings. The degree to which the 


sample is representative of the total population depends on the size of the sample 


and the method by which the sample is chosen.  


A simple way to determine the necessary sample size is to first consider the 


information the survey is meant to yield. Consider the population subgroups, for 


example wealth or income groups, and key indicators such as toilet use or 


experience of illness. Using information already known about the community being 


studied or other similar communities, develop an example data table showing how 


the sample is expected to divide into the key subgroups (see Table 2). The total 


sample size should be large enough so that the sample size in each subgroup is at 
least 50, allowing for the identification of variation within subgroups. The sample 


should include at least 10% more than the predicted sample size to account for 


members of the sample who refuse to participate or are not at home. In the example 


shown in Table 2, the sample would be 450 plus 45, yielding a total sample of 495. 
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Table 2: Example table to demonstrate simple sample size calculation: toilet use by level of 
wealth. 


Toilet use 


Wealth level 


N Public Private Shared Other 


I (poorest) 75 70% 0% 10% 20% 
II 150 40% 10% 50% 0% 
III 100 20% 60% 20% 0% 
IV 75 10% 80% 10% 0% 
V (wealthiest) 50 5% 95% 0% 0% 
Total 450     


A) Once the sample size is developed, the sample can be generated. One means 


of generating a simple random sample is to use a complete list of all individuals 


or units (such as households) in the entire population of interest (i.e. the 


sampling frame) and assign a number to each unit/household. Write these 


numbers on individual slips of paper, put these into a container and mix them 


well. By pulling out the number of slips estimated as necessary for the sample, 


the simple random sample is generated.  A plan should be made to interview the 


units/households identified in the selection process.  


B) Systematic random samples are easier to select than simple random samples 


and are more likely to represent all subgroups of the sampling frame. Again, a 


complete list of all individuals or units in the sampling frame is necessary. To 


generate a systematic random sample from this list, select individuals or units at 


regular intervals from the list. For example, to attain a systematic random sample 


of 500 households from a sampling frame list of 2500 households, first randomly 


select a household from the sample frame list. From this point, choose every 5th 


household on the list, going to the beginning of the list when the end is reached. 


Again, after the sample is selected, a plan should be developed to interview the 


individuals or units identified in the selection process.  


C) A random walk is not an entirely random method of generating a sample as it 


relies on the thoroughness and judgment of a field supervisor. The main goal is 


to have a sample spread over the entire study area. One common random 


walking scheme in an area with roads or paths is to select a central junction of 


the area. From this point a field supervisor should send pairs of interviewers in 


different directions of the junction. Individuals in the pairs work on opposite sides 


of the road/path. For a sample of 500 within a sampling frame of 2500, 


interviewers should interview at every 5th household. If no one answers at a 


selected household the interviewer should note the household and return for an 


interview at a later time. On subsequent days the field team should go to smaller 
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junctions sufficiently far from the previous days’ sites to avoid repeat contact with 


the same households. An area map will help the field supervisor track the 


structure of the sample (see sample map below).  


 
Figure 1: Random walk schedule for randomized sample survey (example from Nouakchott, 
Mauritania) 


FIELDWORK 


Selection and training of interviewers is key to the quality of survey results. The 


age, sex, and social status of interviewers can affect interview dynamics and should 


be taken into consideration during fieldworker recruitment, as should interviewing 


skills and experience. An interviewer training program should take a minimum of 2-3 


days and cover topics such as the background and purpose of the survey, 


introducing the survey to respondents, obtaining permission from respondents to 


participate in the survey, and use of the interview form. Interviewers should 


repeatedly practice interview procedures and use of the questionnaire prior to the 


survey implementation, and prioritize making the respondent feel comfortable when 


answering questions. Careful supervision and management are essential to keep 


fieldwork running smoothly and to ensure the collection of quality data.  


DATA PROCESSING AND ANALYSIS 


When data collection is being completed data processing can begin. This begins 


with checking completed forms to note and correct errors. All responses to the survey 
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must have numerical codes to enable data entry. For closed ended responses 


numbers beside each response variable represent the numerical code. For open 


ended questions the range of responses need to be manually grouped into 


meaningful categories, with numerical codes assigned. Coded data can be entered 


into a database using data entry software.  


Data collected in surveys can be analysed in different ways. Tables can be used to 


summarize findings; two-way tables (cross tabulations) show variables of interest 


according to population subgroups. Presenting data in percentages allows for 


comparison of subgroups. Presenting survey results graphically – for example in bar 


charts, line graphs, histograms and scatter diagrams – can ease the interpretation of 


data. It is important to analyse the distribution of variables of interest in the 


population, and this can be done using percentiles and standard deviations. The 


advice of a statistician or local university researcher in survey planning stages and 


prior to data analysis can be invaluable.  


PRESENTING FINDINGS 


Effective communication of research findings to the right audience is essential for 


research to have an impact. Consider the full range of audiences that need to be 


reached, such as project officers, community members, government officials, 


technicians and aid agency staff. A basic starting point is a good report describing 


why and how the survey was conducted, presenting findings with tables and 


diagrams, and listing conclusions and recommendations. In addition results may be 


presented in community and professional meetings, and perhaps using other 


communication strategies such as drama, newspapers and video.  


RECOMMENDED RESOURCES 


Nichols, P. (1991). Social survey methods: a field guide for development workers, 
Oxfam.  


This text is an excellent, highly readable introduction to the multiple steps of 
conducting social science surveys with a focus on low resource settings. Available at: 
http://books.google.ch/books?id=MLqyxiTDiNoC&printsec=frontcover&dq=Nichols+s
ocial+survey+methods&hl=de&ei=K7yBTZqmBIiWswav0vS2Aw&sa=X&oi=book_res
ult&ct=result&resnum=1&ved=0CDQQ6AEwAA#v=twopage&q&f=false.  


Epi Info™ is highly recommended free software available from the United States 
Centers for Disease Control. Different modules of Epi Info™ facilitate the 
development of questionnaires, data entry forms, data entry, analysis and data 
reporting. Available at: http://wwwn.cdc.gov/epiinfo/ 



http://books.google.ch/books?id=MLqyxiTDiNoC&printsec=frontcover&dq=Nichols+social+survey+methods&hl=de&ei=K7yBTZqmBIiWswav0vS2Aw&sa=X&oi=book_result&ct=result&resnum=1&ved=0CDQQ6AEwAA#v=twopage&q&f=false

http://books.google.ch/books?id=MLqyxiTDiNoC&printsec=frontcover&dq=Nichols+social+survey+methods&hl=de&ei=K7yBTZqmBIiWswav0vS2Aw&sa=X&oi=book_result&ct=result&resnum=1&ved=0CDQQ6AEwAA#v=twopage&q&f=false

http://books.google.ch/books?id=MLqyxiTDiNoC&printsec=frontcover&dq=Nichols+social+survey+methods&hl=de&ei=K7yBTZqmBIiWswav0vS2Aw&sa=X&oi=book_result&ct=result&resnum=1&ved=0CDQQ6AEwAA#v=twopage&q&f=false

http://wwwn.cdc.gov/epiinfo/
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Annex 1:  Example consent form for household sanitation survey 


[Name of Institution] 


Written Consent Form 


Title of the Research Project:  


Principal Investigator:  


Purpose of the Research:  


Why Selected: We are interested in learning about sanitation in your community. 
You are one of [ # ] people in this community who are being asked to answer a few 
questions to help us learn more.  


What is expected from the respondent?  
We are asking you to help us complete a short questionnaire. Using the 
questionnaire I will ask you to answer questions about your household. The survey 
will take approximately 45 minutes to complete. 


Risk and benefits: There is no more than minimal risk to participating in this study. 
Although you will not be paid for your participation, the responses you give will 
provide us with valuable information to understand sanitation issues in your 
community. This information will be used to make recommendations to improve 
sanitation.  


Privacy, anonymity and confidentiality: Please be assured that the information 
you provide will be treated in a confidential manner. Only investigators of this study 
and members of the Ethical Review Committee of [Institution] will have access to the 
information collected. Your name will not be associated with the information you 
provide us. Instead, this questionnaire has been assigned a unique identifying 
number. You will not be personally identified in any reporting of data. All information 
collected will be combined and reported as a group.  


Future use of information: This information may be used in the future for additional 
research on sanitation. We assure you that privacy, anonymity, and confidentiality 
will be maintained.  


Right not to participate and withdraw: Your participation is completely voluntary. 
You have the right to stop the survey at any time.  


Person/s to contact: If you have any questions about your rights as a participant in 
this study, you may contact [principal investigator] at [institution]. His/Her contact 
number is [contact number]. If you feel that you have been treated unfairly or have 
been hurt by joining the study you may call [principal investigator] or [name] at 
[institution] His/Her contact number is [contact number].   


Principle of compensation: You will not be paid for your participation in this study. 
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Do you have any questions?  Yes  No 


Do you agree to participate in the study?  Yes  No 


We are now inviting you to participate in our survey and provide consent. If you 
agree, please indicate that by providing your signature in the space indicated below. 


Thank you for your cooperation. 


 


_______________________________________________ ____________ 


Signature or left thumb impression of respondent Date 
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Annex 2: Example survey on household sanitation (47 questions) 


 


Baseline household Questionnaire 


Date:    Location:     Name of interviewer:     Person interviewed: (sex/hh head) 


Time needed:  ___ minutes        Interview completed?   (yes/no) 


 


Note to the interviewer: The respondent should preferably be the household head. If it is not 


possible to interview the household head, please interview the spouse. If the spouse is not 


there, interview an adult household member above 18 years of age. 


 


1. Is it possible to interview this household? 


� Yes 


� No, the respondent refused to participate in the interview or was not at home. If 
not at home, note time to return to conduct the interview:  


 Time 1: ____________   Time 2: ____________   Time 3: ____________ 


 


A. Household Composition  


I will first ask a few questions about the people who belong to this household.  


2. How many people currently live in this household (including children)? 


 


3. How many adults (persons of age 18 and older) live in this household?  


 


4. How many children living in this household are between 0 and 5 years old? 


 


5. How many children living in this household are between 6 and 10 years old? 


 


6. Of the children (aged 0 to 10) living in this household, how many currently go to school?
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I will now ask you questions about the adults of this household (persons aged 
18 and above). Please, let me know: 


7. Is this household head male or female? 1 = Male 
 2 = Female 


 


8. What year was he/she born? _________ 


 


9. Is he/she married? 1 = Yes 
 2 = No 


 


10. What is his/her ethnicity? __________________ 


 


11. Is the household head one of the primary decision makers on matters related to 
household finances/investments? 1 = Yes 
 2 = No 
 


12. Can the household head read or write? 1 = Yes 
 2 = No 
 


13. What is his/her highest level of completed education? 1 = No formal education 
 2 = Primary school 
 3 = Secondary school  
 4 = Post-secondary school 


 


14. What is his/her main occupation? _________________________ 


 


15. What is the total average monthly household income? (local currency) ____________ 
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B. Housing and Property Situation 


Now I would like to ask you some question about the house you live in. 


16. How long has your household/ have you lived in this community? 1 = <6 months 
 2 =  6-12 months 
 3 = More than 1 year 


 


17. Do you have plans moving to another house in the next 6 months? 1 = Yes   
 2 = No 


 


18. Do you rent or own this house? 1 = Rent   
 2 = Own  
 3 = Other 


 


19. If you rent, how much rent do you pay in total per month? (in local currency) __________ 


 


         


20. Do you own the land your house is built on? 1 = Yes (Skip to 22) 
 2 = No (Go to 21) 


 


 


21. Who owns the land? _____________________ 


 


 


22. Do you feel secure from eviction from this house? 1 = Yes   
 2 = No  
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Now I will ask you a few questions about your house itself. 


23. What are the walls of the house mainly built of? 1 = Earth/mud 
 2 = Wood 
 3 = Bricks/cement 
 4 = Other, specify: 


 ______________________ 


 


24. Does the house have electricity? 1 = Yes   
 2 = No  


 


25. Does the house have its own toilet facility? 1 = Yes   
 2 = No 


 


26. Is the house connected to piped water? 1 = Yes   
 2 = No  


 


27. What is your household's main source of drinking water? 1 = Public piped 
 2 = Shared tap 
 3 = Private piped 
 4 = Protected well  
 5 = Unprotected well,  
 6 = Water vendor 
 7 = Other, specify:  


 _____________________ 
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C. Health Conditions 


I will now ask you questions about your health and the health of this household's 
children under the age of 5. If you cannot answer the questions about the children, we 
would like to ask another adult who knows about the childrens’ health. 


28. Have you had diarrhea in the last 2 weeks? 1 = Yes   
 2 = No  


 


 


29. For how many days in total have you experienced diarrhea during the last 4 weeks? ____ 


 


 


30. Have any children under the age of 5 living in this household had diarrhea in the last 4 
weeks?  
 1 = Yes   
 2 = No  


 


 


31. What do you think are the two diseases that people in your community most often 
experience?  


01 Eye infection 09 Tuberculosis 17 Headaches 


02 Yellow Fever 10 Diarrhea 18 Backache 


03 Stomach Pain 11 Vomiting 19 Accident 


04 Malaria 12 Dysentery 20 Chicken Pox 


05 Schistosomiasis 13 Urinary Infection 21 Measles 


06 Intestinal worms 14 Skin infection 22 Other – specify: 


07 Typhoid 15 Hepatitis A  23 Other – specify: 


08 Cholera 16 Respiratory disease 99 I do not know 
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D. Sanitation & Demand 


I will now ask you questions on your household's use of toilet facilities. 


32. What toilet facility do members of your household most often use? 1 = Public 
 2 = Shared 
 3=Private(SKIP to 47) 
 4= None 
 5 = Other, specify:   


 __________________ 


 


33. Why do you use this facility? What do you like about it? What do you dislike about it? 


__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________ 


 


34. What type of toilet facility is it? 1 = Flush toilet 
 2 = VIP 
 3 = Simple latrine 
 4 = Ecosan / Dry toilet 
 5 = Bucket toilet 
 6 = No sanitation facility 
 8 = Other, specify: 


 ___________________ 


 


 


35. What is the second option if you cannot use the toilet facility named above? 1 = Public 
 2 = Shared 
 3 =Private 
 4= None 
 5 = Other, specify: 


 ___________________ 


 


 


36. Is there a public toilet facility in your community? 1 = Yes (Go to 37) 
 2 = No (Skip to 40) 
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37. How far is the public toilet from this house? ___________________ 


 


 


38. If you use this public toilet, why do you use it? If you do not use this public toilet, why do 
you not use it? 


__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________ 


 


39. If you use a public toilet, how much do you pay for using the public toilet? 


__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________ 


 


40. If you share a facility with other households, who paid for the building of the toilet facility 
you share? 


 


__________________________________________________________________________ 


 


41. How many people do you share the toilet facility with? ___________________ 


 


 


42. Is the toilet your household most often uses generally clean? 1 = Very clean  
 2 = Somewhat clean 
 3 = Somewhat dirty 
 4 = Very dirty 
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43. Is the toilet your household most often uses usually emptied shortly after it fills? 1= Always 
 2 = Most of the time 
 3 = Rarely 
 4 = Never 
 5 = Other, specify: 


 ___________________ 


 


44. Who pays for the emptying of the toilet? 1 = All users 
 2 = Only a few households 
 3 = NGO or project 
 4 = Other, specify: 


  ___________________ 


 


45. How comfortable or uncomfortable do you and other members of your household feel 
because your household has no private toilet? 1 = Very uncomfortable 
 2 = A little uncomfortable 
 3 = Somewhat comfortable 
 4 = Very comfortable 


 


46. What could motivate your household to construct a private toilet facility to be used by your 
household only? 


__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________ 


 


47. Please tell me, in your opinion, what are the main issues associated with people not using 
a toilet facility? 


__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________ 


 


Thank you for participating in this interview, we appreciate your time and responses! 
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D2.3 Household Survey on Environmental Sanitation 


The questionnaire below was prepared for a household survey conducted in 


September 2009 within the Household-Centred Environmental Sanitation (HCES) 


project in Darkhan, Mongolia. This project is being implemented as a component of 


the Water Research Project “MoMo – Integrated Water Resources Management for 


Central Asia: Model Region Mongolia”, which is funded by the German Federal 


Ministry of Education and Research (BMBF). The goal of the household survey was 


to assess the current status, practices and perceptions of the environmental 


sanitation situation in a peri-urban sub-district in Darkhan. 


Author of this questionnaire: 


Dr. Katja Sigel 
Helmholtz Centre for Environmental Research – UFZ 
Department of Economics 
Permoserstrasse 15 
04318 Leipzig 
Germany 
Phone: +49-341-235 1640 
Email: katja.sigel@ufz.de 
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Household survey environmental sanitation: current 
status, practices, perceptions 


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  
Nr1 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) 
 
 


8 What is the highest level of school 
which you have completed?  


- No formal education 
- Class 1-4 
- Class: 5-8 
- Class: 9-12 
- Vocational 
- Polytechnic college 
- University 


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


questions were deleted and others added.  
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9 What is the highest level of school 
the other members of your household 
(7 years and older) have completed? 


- No formal education:___ (number) 
- Class 1-4:___ (number) 
- Class: 5-8:___ (number) 
- Class: 9-12:___ (number) 
- Vocational:___ (number) 
- Polytechnic college:___ (number) 
- University:___ (number) 


Housing characteristics 


Nr Question Possible Answers 
12 Is the head of household the 


actual owner? 
- No, because___ 
- Yes, paid land price at that time:___ 


Tugrik 
- Assumed value of the piece of land 


today:__________ Tugrik 
13 If no, what is your monthly rent? - Don’t pay rent 


- ___________Tugrik per month 
14 Is this piece of land (khashaa) 


officially registered? 
- Yes, since___ 
- No, because___ 


15 How many buildings are on this 
khashaa? 


- Ger:___ 
- House (wood):___ 
- House (stone/brick):___ 
- Buildings other (specify):___ 


16 In how many buildings does your 
household live? 


Summertime 
- Ger:___ 
- House (wood):___ 
- House (stone/brick):___ 
- Buildings other (specify):___ 
 
Wintertime 
- Ger:___ 
- House (wood):___ 
- House (stone\brick):___ 
- Buildings other (specify):___ 
 
 


17 What is the total area of this 
khashaa? 


- ________ m2 
- Length:________m 
- Width:________m 


18 Do you have electricity? - Yes 
- No, because___ 
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19 What was your electricity bill last 
month? (i.e., your share if you do 
not have your own meter) 


- ________ Tugrik 
- Don’t know 


20 Do you have a telephone 
connection? 


- Yes 
- No, because___ 


21 Do you have a mobile phone? - Yes 
- No, because___ 


22 What was your telephone bill last 
month (including mobile phone)? 


- ________ Tugrik 
- Don’t know 


Part II: Water supply 


“Now I would like to ask you some questions about your water supply situation.” 


Existing household water supply situation 


Nr Question Possible Answers 
24 What is the main source of 


drinking-water for members of your 
household?  
 
 


- Water kiosk (A) 
- Water from other households who 


have private taps or wells (B) 
- Private well (C) 
- Rainwater collection 
- Surface water (river, dam, lake, pond, 


stream, canal, irrigation channels) 
- Bottled water 
- Cart with small tank (provider) 
- Protected spring 
- Unprotected spring 
- Piped water into dwelling (private 


water connection) 
- Piped water to yard/plot (private 


water connection) 
25 What is the second most important 


source of drinking-water for 
members of your household?  


- Water kiosk (A) 
- Water from other households who 


have private taps or wells (B) 
- Private well (C) 
- Rainwater collection 
- Surface water (river, dam, lake, pond, 


stream, canal, irrigation channels) 
- Bottled water 
- Cart with small tank (provider) 
- Protected spring 
- Unprotected spring 
- Piped water into dwelling (private 
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water connection) 
- Piped water to yard/plot (private 


water connection) 
26 How would you evaluate the 


quality of drinking-water? 
- Good 
- Fair, because___ 
- Bad, because___ 


A Water kiosk:  
27 Do you use water from the water 


kiosk? 
- Yes, water kiosk number ___ 
- No [go to question 38] 


29 How long does it take to go there, 
take water, and come back? 


- No of minutes:___ 
- Don’t know 


30 How many times a day do you 
fetch water? 


- Once 
- Twice 
- Three times… 
- ___ days a week 
- Don’t know 


31 Who usually goes to this source to 
fetch the water for your 
household? 


- Adult woman 
- Adult man 
- Female child (under 18 years) 
- Male child (under 18 years) 
- Varies 
- Don’t know 


32 What do you use for carrying 
water? 


- Car 
- Two wheel cart 
- Hand 
- Other (specify):___ 
- Don’t know 


33 Does your water kiosk have water 
every time you go? 


- Always 
- Almost always 
- Sometimes 
- Very often it has no water 
- Don’t know 


36 If yes, how much do they charge 
per litre water from the water 
kiosk? 


- Charge:_______ Tugrik/litre 
- Other (e.g., flat rate):___ 
- Don’t know 


37 How much water do members of 
your household usually collect 
from the water kiosk per 
day/week? 


Summertime: 
- Litres per day:___ 
- Litres per week:___ 
 
Wintertime: 
- Litres per day:___ 
- Litres per week:___ 
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B Water from other households:  
38 Do you use water from other 


households who have private taps 
or wells? 


- Yes 
- No [go to question 43] 


39 How much water do members of 
your household usually collect 
from other households per day or 
per week? 


Summertime 
- Litres per day:___ 
- Litres per week:___ 
 
Wintertime: 
- Litres per day:___ 
- Litres per week:___ 


40 If you use water from other 
households: How do they charge 
for water? 


- Per bucket 
- Fixed monthly fee 
- Water provided free 
- Tugrik per litre:________ 
- Don’t know 


41 If per bucket: How much do they 
charge per bucket? 


- 60l bucket:________ Tugrik 
- 40l bucket:________ Tugrik 
- 25l bucket:________ Tugrik 
- Don’t know 


C Private well:  
43 Within the perimeter of your 


khashaa, do you have a private 
well? 


- Yes 
- No [go to question 49] 


44 How is this well constructed? - Tubewell/borehole 
- Protected dug well 
- Unprotected dug well 
- Don’t know 


45 What is the distance of your well to 
pit latrines (including pit latrines of 
your neighbours)?  


- Distance:___ m 
- Don’t know 


46 For what purposes do you use the 
water from your well?  


- Drinking 
- Washing of food 
- Washing of clothes 
- Washing of dishes 
- Washing oneself 
- Other (specify):___ 


47 Is the private well you use shared 
with other households? 


- Yes 
- No 


48 If yes: How many households 
share the well? 


No of households:___ 
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 General questions:  
49 How many litres of water does 


your household consume every 
day (including all sources and 
uses)? 


______ litres per day 
 
- Up to 20 litres per day 
- 21-40 litres per day 
- 41-80 litres per day 
- >80 litres per day 
- Don’t know 


50 How much water does your 
household consume for drinking 
and other household needs? 


- Drinking:______% 
- Other household needs:______% 
- Don’t know 


51 Do you know about how much 
money your household usually 
spends for water (including all 
sources and uses)? 


- Tugrik per month:________ 
(summertime) 


- Tugrik per month:________ 
(wintertime) 


- Don’t know 
52 What type of water container do 


you use for fetching water? 
- Metal 
- Plastic 
- Other (specify):___ 


53 In what type of vessel do you keep 
water? 


- Metal 
- Plastic 
- Wood 
- Other (specify):___ 


54 Do you treat your water in any way 
to make it safer to drink? (If 
necessary differentiate between 
the different water sources you 
use) 


- Yes 
- No 
- Don’t know 


55 If yes, what do you usually do to 
the water to make it safer to drink?  


- Boil 
- Add bleach/chlorine 
- Strain it through a cloth 
- Use a water filter (ceramic, sand, 


composite, etc.) 
- Solar disinfection 
- Let it stand and settle 
- Other (specify):___ 
- Don’t know 


56 Have any of your household 
members become ill recently due 
to water quality? 


- Yes 
- No 
- Don’t know 
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57 If so, which of the following 


diseases did your household 
member have? 


- Diarrhoea 
- Hepatitis 
- Dysentery 
- Salmonella 
- Other (specify) 


Household attitudes and perceptions about the existing water supply situation 


Nr Question Possible Answers 
58 How satisfied are you with your 


water supply situation? 
- Very satisfied 
- Fairly satisfied 
- Not satisfied at all 


59 What are the biggest 
disadvantages of the existing 
water supply situation? 


 
 
 


60 What measures to improve the 
existing water supply situation 
would you suggest? 


 


61 What do you think about the 
amount of money you have to pay 
for water? 


- Cheap 
- Fair and affordable 
- Expensive and not affordable 


Part III: Sanitation 


“Now I would like to ask you some questions about your sanitation situation.” 


Existing household sanitation situation 


Nr Question Possible Answers 
62 What kind of toilet facilities do 


members of your household 
usually use? 


- Own toilet facility 
- Toilet facility of other household(s)  
- Public toilet facility 
- Other (specify):___ 


 Own toilet facility  
63 What kind of toilet facility do you 


have on your khashaa? 
 


- Pit latrine without slab/open pit 
- Pit latrine with slab 
- Ventilated improved pit latrine (VIP) 
- Composting toilet 
- Toilet with (pour) flush 
- No facilities or bush or field 
- Other (specify):___ 


64 Do you share this facility with other 
households? 


- Yes 
- No  
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65 If yes, how many other households 
share this toilet? 


No. of households:___ 
 


66 The last time the youngest child of 
your household (< 8 years) passed 
stool, what was done to dispose of 
the stool? 


- Child used toilet/latrine 
- Put/rinsed into toilet or latrine 
- Thrown into garbage 
- Buried 
- Left in the open 
- Other (specify):___ 
- Don’t know 


67 When was your pit latrine 
constructed? 


Year:______ 


68 By whom was your pit latrine 
constructed? 


- Self-built 
- Professional company 
- Contract worker 
- Other (specify):___ 
- Don’t know 


69 How much did you pay for the 
construction of your pit latrine? 


- ________Tugrik 
- Own construction work: ___ days 
- Don’t know 


70 How deep is your pit latrine? - Depth:___m 
- Don’t know 


71 Is your pit latrine laterally lined? 
(i.e., does your pit latrine have 
solid side walls?) 


- Yes 
- No 
- Don’t know 


72 Do you dispose other things than 
excreta in your pit latrine? 


- Paper (including toilet paper) 
- Leftovers 
- Ashes 
- Greywater 
- Other (specify):___ 
- Nothing 


73 What do you do when the pit 
latrine is full? 


- Dig a new pit  
- Have pit emptied 
- Other (specify):___ 
- Don’t know 


73-2 If you dig a new pit: How often do 
you have to dig a new pit? 


- Every___ years  
- Never dug a new pit so far 
- Don’t know [go to question 81] 


74 If you have pit emptied: How often 
is the pit latrine emptied? 


- Every ___ years 
- Never emptied so far 
- Don’t know 


76 Who empties the pit latrine? - Self 
- USAG Darkhan 
- Private contractor 
- Other (specify):___ 
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- Don’t know 
79 Does your household have to pay 


anything to have the latrine pit 
emptied? 


- Yes, ________ Tugrik per emptying 
- No 


 General questions:  
81 How would you describe the 


condition of your pit latrine in terms 
of: 


- Cleanliness: Good/fair/poor 
- Privacy: Good/fair/poor 
- Convenience: Good/fair/poor 


88 Where is the greywater of your 
household discharged? 


- In the pit latrine 
- In the toilet (WC) 
- To the yard (e.g. special hole for 


greywater) 
- To the street 
- To open drain/gutters 
- Into the sewer 
- To natural water way 
- Other (specify):___ 


89 How much greywater do you 
produce? 


- ___ litres per day 
- Don’t know 


91 Do you use the bathhouse of bag 
7? If yes: Which services of the 
bathhouse do you use? 


- Don’t use any services because___ 
- Shower 
- Public latrine 
- Hairdryer, hairdresser 
- Other (specify):___ 


92 Where can you have a 
shower/wash yourself? 


- At home 
- At another household (e.g. 


neighbours, relatives) who have 
private taps or wells 


- Public shower (e.g. at the bathhouse) 
- Other (specify): 


93 How often do you have a shower? Every ___ days 
94 If you use public shower: How 


much Tugrik do you have to pay 
for one shower? 


- Adults:________ Tugrik 
- Children:________ Tugrik 


95 Do you grow crops in your 
garden/on your khashaa? 


- Yes 
- No 


96 If no: Are you thinking of growing 
crops in your garden in the future? 


- Yes 
- No, because____ 


97 Would you use sanitised (treated) 
human sludge as fertilizer for 
vegetables or other horticultural 
products? 


- Yes 
- No, because___ 
- Don’t know 
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Household attitudes and perceptions about the existing sanitation situation 


Nr Question Possible Answers 
98 How satisfied are you with your 


sanitation situation? 
- Very satisfied 
- Fairly satisfied 
- Not satisfied at all 


99 What are the biggest 
disadvantages of the existing 
sanitation situation? 


 
 
 


100 What measures to improve the 
existing sanitation situation would 
you suggest? 


 


101 What do you think about the 
amount of money you have to pay 
for sanitation facilities (e.g. public 
shower, public toilet facilities, 
emptying own pit latrine)? 


- No costs 
- Cheap 
- Fair and affordable 
- Expensive and not affordable  
 


Part IV: Stormwater management (drainage) 


“Now I would like to ask you some questions about stormwater drainage.” 


Nr Question Possible Answers 
103 Have you ever experienced storm 


water flooding? 
- Yes 
- No [go to question 111] 


104 How many times per year is your 
home/khashaa heavily flooded by 
stormwater? 


Times per year:___ 


105 In which months does stormwater 
flooding occur? 


- Months:___ 
 


106 Did the most serious stormwater 
flooding in the past year enter your 
yard/home?  


- No flooding 
- Flooding in yard only 
- Flooding inside home 


107 How high did the flood waters 
reach? 


- Less than ankle deep 
- At least ankle deep 
- At least knee deep 


109 What are the biggest 
disadvantages of the existing 
stormwater drainage system? 


 


110 What measures to improve the 
stormwater drainage would you 
suggest? 
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Part V: Solid waste management 


“Now I would like to ask you some questions about solid waste disposal.” 


Nr Question Possible Answers 
111 Do you have your solid waste 


collected at your home, and if so 
by which service type? 


- No service 
- Communal service 
- Other (specify):___ 
- Don’t know 


113 How much do you typically pay to 
dispose of your solid waste (e.g. 
the collection fee or fuel for 
transport etc.) 


- Nothing 
- Tugrik per month:___ 
- Tugrik per bag:___ 
- Don’t know 


114 If solid household waste is not 
collected by service: How is the 
waste disposed of? 


- Dump away (e.g. on the street, open 
gutters and channels, empty land, 
river) 


- Burn 
- Bury or compost 
- Into a pit that is emptied 
- Into a pit that is abandoned 
- Other (specify):____________ 
- Don’t know 


115 How satisfied are your with the 
existing solid waste disposal 
situation?  


- Very satisfied 
- Fairly satisfied 
- Not satisfied at all 


 
117 How do you consider the costs you 


have to pay for solid waste 
disposal? 


- No costs 
- Cheap 
- Fair and affordable 
- Expensive and not affordable 


118-
2 


Would you agree to sort your solid 
waste? (e.g. glass, paper, ashes) 


- Yes 
- No 


Part VI: Household socio-economic characteristics 


“Now I would like to ask you some questions concerning employment and income.” 


Nr Question Possible Answers 
119 How many adults in this household 


(18 years and older) have 
employment or are self-employed? 
(i.e., how many are working) 


- Number of people employed:___ 
- Number of people unemployed:___ 
- Number of people retired:___ 
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120 Indicate the occupation of each 
working person: 


1.___ 
2.___ 
3.___ 
4.___ 
… 
 


121 Which is the main source of 
income of this household?  


- Wages and salaries or other cash 
income 


- Support from family or friends 
- Retirement pension and state social 


benefits 
- Child benefits 
- Other (specify):___ 


122 What is the total monthly income of 
this household?  
 
(or: How much money does your 
household have at its disposal 
every month)? 


- _____________ Tugrik 
 
- < 30,000 Tugrik 
 
- 30,000-59,999 Tugrik 
- 60,000-99,999 Tugrik 
- 100,000-149,999 Tugrik 
- 150,000-299,999 Tugrik 
- 300,000-499,999 Tugrik 
- ≥ 500,000 Tugrik 


123 How much money would you 
estimate all the members of your 
household spend per week, not 
including rent? 


- Tugrik per week:___ 
- Don’t know 


124 Do you have animals? - No 
- Yes: 
- Cattle (Yaks):___ 
- Horses:___ 
- Goats:___ 
- Camels:___ 
- Sheep:___ 
- Pig:___ 
- Chickens:___ 
- Other (specify):___ 


125 Where do you keep the animals? - On and around the khashaa 
- Aimag (name):___ 
- Distance from Darkhan:___km 


126 Do you have land?  - No 
- Yes (e.g. for growing crops) 


126-
2 


Do you have financial assets? - No 
- Yes (e.g. bank account, stocks) 
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Part VII: Concluding questions 


“Now we come to the concluding questions.” 


Nr Question Possible Answers 
128 How well do you know your 


neighbours? 
- Very well 
- Fairly well 
- Don`t know 


129 Could you imagine participating in 
joint activities of households or 
neighbourhoods to improve your 
water and sanitation situation? 


- Yes 
- No 
- Don’t know 


129-
2 


Have you already participated in 
community-based activities? (e.g. 
money-saving groups) 


- Yes 
- No 


130 Which of the following 
improvements do you think one 
should try the hardest to achieve? 
Please rank the following items: 


- Improving water supply services 
- Improving sanitation services 
- Improving stormwater drainage 
- Improving solid waste disposal 


“Thank you very much for this interview!”  







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
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:  
Process Ignition and Demand Creation
Detailed Assessment of the Current Situation 
Prioritisation of the Community Problems and 
Validation


Related Tools:
 Participatory Assessment Methods


 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.


 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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		Table 1: Example of a timeline for conducting a randomized sample survey, from Nichols (1991), p. 22.

		Table 2: Example table to demonstrate simple sample size calculation: toilet use by level of wealth.
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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. 


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 



http://www.sandec.ch/clues
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• 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 


• water and sanitation facilities (including informal facilities, private and public 


facilities as well as infrastructure provided by external agencies) 


• sections with good and bad access to water supply and sanitation (e.g. homes 


without sanitation facilities) 


For each feature, a symbol to be used on the map is defined. The community 


mapping team then draws the map on the ground or on paper. If necessary, 


participants can be sent off to gather information in the field. The facilitator ensures 


balanced interaction of all participants. If there is more than one group, each of them 


explains their drawing and in the end all the maps are consolidated into one that 


includes the entire information. 


Alternatively, participants can be asked to identify problem areas on an existing map. 


PROCESSING AND USE OF INFORMATION 


The final map including its legend can be photographed or transferred to paper. Key 


information (e.g. number, type and location of water supply and sanitation facilities, 


areas with different levels of service provision, etc.) can be extracted for further use 


in the following planning steps. 


The map is valuable source of information for analysing the existing conditions, need 


for improvements and suitable solutions (e.g. in the official launching workshop (Step 


2) or in the detailed assessment (Step 3) for information synthesis and planning of a 


transect walk and field visits). 


REFERENCES AND FURTHER READING 


 
• WSP & GoI (2008): A guide to decision making: Technology Options for Urban 


Sanitation in India 


• WaterAid (2005): Community mapping. A tool for community organising. 


Guidelines for WaterAid Programmes and Partners. 







 


Page 1 of 2 


Draft – see www.sandec.ch/clues for updates 
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. 



http://www.sandec.ch/clues
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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 
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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:  
Process Ignition and Demand Creation
Launch of the Planning Process
Detailed Assessment of the Current Situation


Related Tools:
 Ignition and Demand Creation
 Interview Methods and Questionnaire Examples 
 Problem Tree Analysis


 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.


 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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Draft – see www.sandec.ch/clues for updates 
D4.1  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: organise 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 



http://www.sandec.ch/clues
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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:  
Process Ignition and Demand Creation
Launch of the Planning Process
Prioritisation of the Community Problems and 
Validation
Identification of Service Options 
Implementation of the Action Plan


Related Tools:
 Sample Agenda: Official Launching Workshop
 Sample Agenda: Expert Consultation Workshop
 Sample Agenda: Community Consultation  
 Workshop


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 


 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.


 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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Aim for co-management partnerships that provide a clear division of responsibilities

between (i) day-to-day operation, maintenance and minor repairs which can easily

be  managed  and  carried  out  by  a  community-based  organisation  and  (ii)  more

sophisticated maintenance and major  repairs/spare parts  which must  be  provided

by professional service providers or operators.

Ensure that non-technical support is also part of the package. This entails two main

items:  (i)  support  to  professionalise  community-based  organisations  and  (ii)

addressing  behavioural  change  issues  that  are  closely  linked  to  the  correct  and

sustained use  of  novel  technology and  water  treatment  procedures.  A  successful

framework for implementing behaviour change is presented in Chapter 8.
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