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[bookmark: _Toc38542510]Introduction
This Training Implementation Guideline (hereinafter referred to as “Guideline”) describes the administrative procedures of trainings for Water Users and Sanitation Committees (hereinafter referred to as “WUSC”) in semi-urban towns by the Department of Water Supply and Sewerage Management (hereinafter referred to as “DWSSM”), and National Water Supply and Sanitation Training Center (hereinafter referred to as “NWSSTC”) under DWSSM. Furthermore, it is expected that the Guideline shall be utilized not only to conduct the trainings for improvement of WUSC’s capacity but also to enhance the interaction of trainings conducted by NWSSTC.
The following points shall be considered to plan/conduct trainings for WUSCs in semi-urban towns.
i) In order to learn basic knowledge and skills for sound management of water supply service through proper operation and maintenance (hereinafter referred to as “O&M”), lectures as “Basic Training” will be conducted.
ii) Lectures and trainings will be planned/conducted for WUSCs in semi-urban towns (not for large and small scale WUSCs).
iii) Training contents are focused on management and O&M of water supply facilities in WUSCs. 
iv) The acquired knowledge and skills in the Basic Training will be applied by the WUSCs through the “On-site Training”.
v) The goals of the On-site Training are 1) to understand the current condition of their water supply facilities, 2) to recover/improve its function, 3) to analyze the current management situation and 4) to make improvement plan by the WUSCs.
vi) Opportunity to share information and exchange opinions among the WUSCs will be provided in “Refresher Training/Observation and Interaction Workshop”.
vii) Interaction among the participated WUSCs in the Refresher Training will be ensured through the above the trainings.

[bookmark: _Toc38542511]Outline of Trainings Implemented by NWSSTC
This Guideline covers the following four trainings. The outline of these trainings is shown in the following table. These trainings shall be conducted by DWSSM/ NWSSTC/ FWSSMPs in accordance with the annual training plan prepared by NWSSTC.
i. Training of Trainers (ToT)
ii. Basic Training
iii. On-site Training
iv. Refresher Training / Observation and Interaction Workshop
	Item
	Contents

	Training of Trainers

ToT
	Objective
	· To enhance teaching skills and knowledge necessary for the Basic Training.
· To provide updates on syllabus and training materials.
· To share evaluation results and feedbacks from the previous training activities.

	
	Trainer
	[bookmark: _Hlk38284592]Trainers who experienced both ToT and Basic Training

	
	Trainee
	[bookmark: _Hlk38284644]Trainer candidates selected by DWSSM/NWSSTC

	
	Facilitator
	NWSSTC

	
	Training Period
	1 to 2 days (standard period)

	
	Outline
	Key points of “Standard Operating Procedure (SOP)”*1 and “Management” as well as updates on syllabus and training materials are provided by lecture and exercise. Evaluation results and feedbacks from the previous training activities are shared.

	
	Goal
	Teaching skills and necessary knowledge for the Basic Training are acquired.
Trainers for the Basic Training are developed.

	Supplemental
ToT
	Objective
	· To enhance teaching skills and knowledge necessary for the On-site Training.
· To provide updates on syllabus and training materials.
· To share evaluation results and feedbacks from the previous training activities.

	
	Trainer
	Engineers of FWSSMP (Federal Water Supply and Sewerage Management Project) who experienced both ToT and Basic Training

	
	Trainee
	FWSSMP Engineers nominated by DWSSM/NWSSTC 
(Participants: Engineer/staff of MoPID (Ministry of Physical Infrastructure Development), WSSDO (Water Supply and Sanitation Division Office) and Local Government)

	
	Facilitator
	NWSSTC

	
	Training Period
	One day (standard period)

	
	Outline
	Key points to conduct the On-site Training as well as updates on syllabus and training materials are provided by lecture and exercise. Evaluation results and feedbacks from the previous training activities are shared.

	
	Goal
	Teaching skills and necessary knowledge for the On-site Training are acquired.

	Basic Training
	Objective
	· To learn/understand “SOP” and “Management” for independent management of water supply facilities to provide safe drinking water to consumers stably and efficiently.
· To analyze the current management situation and make improvement plan from the viewpoint of stability, efficiency, safety and independence.

	
	Trainer
	Trainers nominated by DWSSM/NWSSTC

	
	Trainee
	Manager (1) 
and/or incase that manager position is vacant, key board member (1) and key technician (1) of the nominated WUSCs

	
	Sponsor
	NWSSTC

	
	Training Period
	4 days (standard period)

	
	Outline
	Provide practical skills and knowledge for water supply management and O&M of facilities.
· The management component will introduce/explain checklist for qualitative analysis, key performance indicators (KPIs) and benchmarking for quantitative analysis in order to prepare business plan. 
· The O&M component will explain the SOPs of water supply facility, water quality management, distribution network, and water meters management in order to conduct preventive maintenance.

	
	Goal
	WUSCs in semi-urban towns will be able to provide safe and sufficient water in sustainable, efficient, and accountable ways.

	On-site Training
	Objective
	To practically learn how to apply the knowledge and skills acquired from the Basic Training.

	
	Trainer
	Trainer(s) nominated by DWSSM/NWSSTC

	
	Trainee
	Key board member, manager and key technician of the nominated WUSCs

	
	Facilitator
	NWSSTC/ FWSSMP
(Participants: Engineer/staff of MoPID, WSSDO and Local Government)

	
	Training Period
	1 day for 1 WUSC (standard period)

	
	Outline
	Check/confirm whether the actual activities of WUSCs are carried out in accordance with the SOP and management procedure which provided by the Basic Training. Necessary instruction, suggestion and advise will be provided by the trainer(s), and it will be shared among the WUSCs.

	
	Goal
	WUSCs in semi-urban towns apply the knowledges and skills acquired from the Basic Training continuously.

	Refresher Training/
Observation and Interaction Workshop
	Objective
	· To introduce new subjects/topics which are not covered by Basic Training.
· To obtain feedback on Basic Training and On-site Training.
· To share good practices & key issues of WUSCs in semi-urban towns.
· To learn proper O&M and management of water supply with model WUSC’s*2 introduction and visiting the facilities. 
· To introduce policy and technology related to water sector
· To facilitate interaction among WUSCs in semi-urban towns and support organizations.

	
	Trainer
	Chief and/or engineer of NWSSTC, chairperson of the model WUSC, guest speaker

	
	Trainee / Participant
	[bookmark: _Hlk38292663]Board members and manager of WUSCs near the model WUSC region, engineers/staffs of FWSSMP, MoPID, WSSDO, Local Government etc.

	
	Facilitator
	NWSSTC and the model WUSC

	
	Training Period
	1 to 2 days (standard period)

	
	Outline
	NWSSTC shall select a model WUSC to conduct this training and to introduce the O&M and management as good practice to participated WUSCs.
This training provides an opportunity for WUSCs in semi-urban towns to update and share their experience and good practices of O&M and management, and facilitate interaction among WUSCs, DWSSM, NWSSTC and other related organizations to incubate innovate ideas for improvement of water supply sector.

	
	Goal
	The above objectives will be achieved.


*1) “SOP” has developed for the following purposes:
· To introduce the standard O&M procedure of water supply facility for WUSCs in semi-urban towns. 
· To provide safe and effective O&M procedure for WUSC staffs.
· To ensure the quality of O&M activities performed by different staffs.
*2) “Model WUSC” is considered to implement the best practices of community-based water supply management in semi-urban towns. DWSSM/NWSSTC are primarily responsible for selection and coordination with the model WUSC.
Basically, the above mentioned trainings are carried out in order to provide not only necessary knowledge and skill for sound management of water supply through proper O&M, but also required instruments/essential equipment to WUSCs in semi-urban towns. Furthermore, it is desirable that the WUSCs will utilize the acquired knowledge and skills from these trainings and publicize safe and reliable water supply to stakeholders including consumers. 
The relationship of these four trainings is shown in the following figure. Implementation
On-site Training
Refresher Training /
Observation & Interaction Workshop
ToT
Basic Training
Evaluation/Feedback
Supplemental
ToT
(If necessary)










[bookmark: _Toc38542512]Procedure to Conduct Each Training
[bookmark: _Toc38542513]Common Procedure
[bookmark: _Toc38542514]Training Needs Assessment
NWSSTC shall conduct a training needs assessment so as to optimize the training plan (hereinafter referred to as “Annual Plan”) and syllabus of the training for WUSCs in the semi-urban towns.
[bookmark: _Toc38542515]Formulation of Annual Plan and Securing Budget
0. NWSSTC shall prepare the Annual Plan of the next fiscal year based on the results of training needs assessment and evaluation/feedback from the completed trainings.
The Annual Plan shall include the following information:
· Name of training course
· Objectives
· Venue
· Target trainees (board member, manager, operator, plumber, meter reader, accountant etc.)
· Approximate number of trainees/participants
· Training period
· Budget/ Estimated cost
NWSSTC shall request the necessary budget based on the Annual Plan to DWSSM.
DWSSM shall secure the sufficient financial allocation to implement the Annual Plan in this fiscal year.
[bookmark: _Toc38542516]Formulation of Syllabus
0. NWSSTC shall prepare the Syllabus of each training as specified in the approved Annual Plan.
The Syllabus shall include the contents as shown in Appendix-1.
The Syllabus shall be finalized at least two weeks before implementation of each training.
[bookmark: _Toc38542517]Assignment of Trainers/Guest Speakers
0. NWSSTC shall prepare the list of trainer candidates for each training based on the Syllabus.
DWSSM shall select the eligible trainer candidates in consideration of their availability, level of knowledge and experience, attitude and disciplines.
If any guest speaker is required to implement the training, DWSSM/NWSSTC shall select the speakers among those who have appropriate level of knowledge and experience required to conduct the training. 
The list of trainer candidates shall be finalized at least two weeks before implementation of each training.
[bookmark: _Toc38542518]Development of Training Materials
0. NWSSTC and the nominated trainers shall prepare the training materials.
NWSSTC and the nominated trainers shall review the standard training materials and update them if necessary.
If any new training material is required for the planned training, such training materials shall be prepared by the trainers/speakers who will conduct the training. NWSSTC shall support them.
NWSSTC shall review the prepared training materials and finalize the materials at least two weeks before implementation of each training.
[bookmark: _Toc38542519]Selection of Trainees
0. DWSSM/NWSSTC shall finalize the selection of the trainees of each training based on the Annual Plan and the Syllabus at least two weeks before implementation of each training.
[bookmark: _Toc38542520]Preparation before Training
0. NWSSTC shall ensure the venue, accommodation and transportation etc. according to the Syllabus at least two weeks before implementation of each training.
0. NWSSTC shall make a training schedule and send notification letters including necessary information (schedule, venue etc.) to all participants at least one week before implementation of each training.
0. NWSSTC and/or the model WUSC shall prepare the following items before implementation of each training.
· Handout of training materials
· Stationery
· Necessary instruments/materials for the training
· Arrangement of the training place to accommodate participants
· Preparation of lunch and light meals
[bookmark: _Toc38542521]Implementation
0. NWSSTC shall comprehensively manage and proceed the trainings according to the Syllabus and schedule.
0. The nominated trainer shall conduct each part of training.
0. NWSSTC shall support the training activities if necessary.
0. NWSSTC shall prepare a training record by using the specified format and taking photo and/or video during the training.
0. NWSSTC shall issue the certificates to the fully participated trainees at the closing session.
0. NWSSTC shall allow necessary expenses to the participants in accordance with NWSSTC’s norm.  
[bookmark: _Toc38542522]Evaluation
0. NWSSTC shall evaluate the training including the trainer’s performance by using the specified format (questionnaire sheet is shown in Appendix-2).
[bookmark: _Toc38542523]Feedback
0. NWSSTC shall obtain feedback from the trainees immediately after the training. 
[bookmark: _Toc38542524]Reporting
0. The trainer shall submit a brief report to NWSSTC immediately after the training by using the specified format as shown in Appendix-2.
NWSSTC shall compile a report including the evaluation results, the analysis of feedback from trainees and the report from the trainers. The report shall be submitted to DWSSM within one month after implementation of the training.

[bookmark: _Toc38542525]Training of Trainers (ToT)
0. Training programs shall be updated/revised based on the evaluation and feedback of the trainings implemented in the previous fiscal year.
0. NWSSTC shall select candidate trainers from the related organizations and make a plan of ToT.
0. NWSSTC shall conduct ToT to develop and recruit trainers. 

[bookmark: _Toc38542526]Basic Training
0. Training programs shall be updated/revised based on the evaluation and feedback of the trainings implemented in the previous fiscal year. However, under the COVID-19, the training shall be online.
0. Basically, Basic Training shall be conducted at NWSSTC in Nagarkot.
0. Manager of the nominated WUSCs shall be invited to Basic Training. However, in case that manager is absence or not designated, one board member and one key technician shall be invited.
0. The maximum number of trainees shall be within forty considering the capacity of classroom of NWSSTC in Nagarkot and to be for thoughtful and scrupulous instruction.
0. Each lecture shall be conducted by one trainer and one assistant. In case of practical training, one trainer shall manage within ten trainees, and backup trainers can assist trainees in the practical training session.

[bookmark: _Toc38542527]On-site Training
0. Training programs shall be updated/revised based on the evaluation and feedback of the trainings conducted in the previous fiscal year.
0. Basically, the On-site Training shall be conducted at WUSC sites.
0. The trainer(s), key board member, manager and key technician of WUSCs shall check/confirm with management check sheet (refer to Appendix-3) whether actual activities of WUSC have been carried out in accordance with the SOPs and management procedure. The manager and/or key technician of WUSC shall explain actual O&M and management activity for the trainer(s). Necessary instruction, suggestion and advise will be provided by the trainer(s) according to the results, and it will be shared with the trainees.

[bookmark: _Toc38542528]Refresher Training / Observation and Interaction Workshop
0. Training programs shall be updated/revised based on the evaluation and feedback of the trainings implemented in the previous fiscal year.
0. Refresher Training / Observation and Interaction Workshop shall be conducted at model WUSCs as shown in the Annual Plan.
0. Basically, a model WUSC shall be nominated for the training/workshop by NWSSTC, and the WUSC shall hold the training/workshop with NWSSTC and arrange the study tour such as visit of water treatment plant, intake sites, water distribution facilities and so on.
0. Participants shall be the suburbs of the model WUSC. 




Basic Training (Online Training)
WUSC with PC & Internet
0. Confirming WUSCs whether they own a PV and can connect to an internet to attend the online training. In case that WUSCs are NOT in environment where they can take online lecture, see section 3.6.2.
A trainer operates PowerPoint and video materials. 
In order to facilitate lectures, question and answers from participants will be held together after lecture. 
When some of WUSC participants are unfamiliar with Zoom (online application) operation, how to operate Zoom (microphone/ camera/ on & off) is explained before a lecture starts to prevent the turning on and making noise during the lecture.
Because of online training, practical training such as clamp meter, insulation resistance meter and water quality test kit is not possible. Follow them in the On-site training. 
WUSC without PC & Internet
0. WUSC which does not have devices such as PC and internet connection needs to visit near conference room. Conference rooms shall be prepared by DWSSM/NWSSTC
Projector to share lectures shall be setup by room owners and/or FWSSMPs. 
Trainers (DWSSM, NWSSTC and FWSSMPs) do not need to move to sites. Reduce the infection risks to COVID-19, and save the time and money.
To confirm WUSCs locations in a map
To find proper venue to conduct the training (convenient location to gather WUSCs)
Alternative venues: WUSC, FWSSMP, WSSDO, public hall, hotel, etc.
To arrange required equipment such as PC, projector and speaker
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Appendix-1	Standard Syllabus
1. Standard Syllabus of ToT
0. Objectives
· To enhance teaching skills and knowledge necessary for Basic Training and On-site Training.
· To share evaluation results and feedbacks from the previous training activities.
· To provide updates on syllabus and training materials.
Method
Lecture and exercise
Venue
NWSSTC in Nagarkot and/or DWSSM conference room 
Training Period
1 day or 2 days (depending on the volume of updates and number of participants)
Trainer
Trainers who experienced both ToT and Basic Training 
Trainee
Trainer candidates selected by DWSSM/NWSSTC 


Modules
[image: ]


2. Standard Syllabus of Basic Training
0. Objectives
· To learn/understand “Standard Operating Procedure (SOP)” and “Management” for independent management of water supply facilities to provide safe drinking water to consumers stably and efficiently.
· To analyze the current management situation and make improvement plan from the point of view of stability, efficiency, safety and independence.
Method
Lecture, exercise, groupwork and discussion.
Venue
NWSSTC in Nagarkot
Training Period
approximately 4 days
Trainer
Trainers nominated by DWSSM/NWSSTC 
Trainee
Manager or key board member and key technician of the nominated WUSCs


Modules
[image: ]
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3. Standard Syllabus of On-site Training
0. Objectives
To practically learn how to apply the knowledge acquired from the Basic Training
Method
Observation, inspection and providing necessary instruction/suggestion/advice 
Venue
WUSC’s site
Training Period
1 day (according to the site situation)
Trainer
Trainer(s) nominated by DWSSM/NWSSTC
Trainee
Board member, Manager and key technician of the nominated WUSCs 
Modules
Module 1: Water Treatment Plant (Water Supply Facility)
Standard Time: half to one day (according to the site situation)
Contents:
· Inspection of O&M procedure/activity for main facility/equipment
· Inspection of O&M records
· Inspection of inventory management for spare parts
· Providing necessary instruction, suggestion and advice
Module 2: Water Supply Management
Standard Time: half day
Contents:
· Collection of KPIs data
· Conduct of interview survey to board members and/or manager with the management check sheet
· Confirmation of the schematic flow diagrams (water supply system drawings) 
· Detection of required essential equipment such as flow meter, chlorination unit, valve and so on
· Confirmation of essential equipment installations
· Inspection of water quality test record
· Inspection of distribution network maps
· Inspection of annual report including financial statements and internal audit
· Inspection of customer complaints register
· Providing necessary instruction, suggestion and advice
Local Government engineers shall be invited to observe WUSC. 

4. Standard Syllabus of Refresher Training / Observation and Interaction Workshop
0. Objectives
· To introduce new subjects/topics which are not covered by the Basic Training
· To obtain feedback on the Basic Training and On-site Training
· To share good practices & key issues of among participated WUSCs in semi-urban towns
· To introduce policy and technology related to water sector
· To facilitate interaction among participated WUSCs in semi-urban towns and support organizations
Method
Forum style
Venue
Model WUSC meeting room or suitable places (hotel, hall etc.)
Training Period
Basically 2 days (according to the number of training modules)
Trainer
Chief and/or engineer of NWSSTC, chairperson /manager of the model WUSC, guest speaker 
Trainee / Participant
Board members and/or Manager of the invited WUSCs, engineers of FWSSMP, MoPID, WSSDO and Local Government etc.
Modules
The modules shall be designed and developed according to the results of needs assessment, the evaluation and feedback of the trainings implemented in the previous fiscal year. The following examples shall be modified accordingly.
Example Module 1: Water Sector Policy
Objectives: To familiarize with recent movement of water sector policy and possible impacts on WUSC in semi-urban towns
Standard Time: within 60 minutes
Trainer: 1 guest speaker
Example Module 2: WASMIP-II Achievements and Lessons Learnt
Objectives: To share the achievements and best practices of WUSC in semi-urban towns which are benefited from WASMIP-II
Standard Time: within 60 minutes
Trainer: Chief of NWSSTC




Appendix-2	Training Evaluation Questionnaires
1. Evaluation Questionnaire for WUSCs
[image: ]
[image: ]
2. Trainer Comment
[image: ]
Appendix-3	Management Check Sheet for the On-site Training
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Class Time  Session Contents Materials

* Opening Remark N/A

* Orientation and instruction to participants during training N/A

* Self introduction of participants N/A

* Objectives of TOT / Basic Training Power Point

Module 1: Introduction * Lecture: Summary of Module 1 Power Point + Basic Info/Checklist (Excel)

Lunch  45 min.

Module 2: Water Supply Facilities * Lecture: Summary of Module 2 Power Point + Movies (10 min.)

* Lecture: Summary of Module 3 Power Point + Movies (20 min.)

* Exercise: Chlorination Dosing Calculation Worksheet

Break 15 min.

Class 3 90 min. Module 4: Periodical O&M * Lecture: Summary of Module 4 Power Point + Movies (25 min.)

Module 4: Periodical O&M (Cont'd) * Exercise: Insulation Tester and Clamp Meters Electrical panel, Insulation tester, Clamp meter

Module 5: Water Quality Management * Lecture: Summary of Module 5 Power Point + Movies (30 min.)

Break 15 min.

Module 5: Water Quality Management (Cont'd) * Exercise: Water Quality Test Kit Water Quality Test Kit

Module 6: Distribution Facilities * Lecture: Summary of Module 6 Power Point + Movies (5 min.)

Lunch  45 min.

Module 7: Analysis of Water Supply Management * Lecture: Summary of Module 7 Exercise Sheet (Word)

Module 8: Planning of Water Supply Management * Lecture: Summary of Module 8 Power Point

Break 15 min.

* Preparation for Basic Training Power Point

* Feedback from Participants N/A

* Certificates  Certificates

Class 4 90 min. Closing Session

Module 3: Daily O&M



Class 1 90 min.

Class 2 90 min.

Class 3 90 min.

Day 1

Day 2

Class 1 90 min.

Opening Session

Class 2 90 min.
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Class Time  Session Contents Materials

* Opening Remark N/A

* Orientation and instruction to participants during training Power Point

* Self introduction of participants N/A

Break 15 min.

* Lecture: 1-1. Water Users and Sanitation Committee  Power Point

* Lecture: 1-2. Objectives of Water Supply Management Checklist (Excel)

* Exercise: 1-3. Filling in Basic Information and Checklist Basic Information(Excel)

Lunch  45 min.

* Lecture: 2-1. Purpose and Category of Operation and Maintenance Power Point

* Movies: Overview of Water Supply Facilities Movie (10 min.)

* Lecture: 2-2. Outline of Water Supply Facilities Power Point

Break 15 min.

* Exercise: 2-3. Self Analysis of WUSC Facilities Exercise Sheet (Word)

* Lecture: Review of Day 1 N/A

* Lecture: 3-1. Purpose of Daily Inspection and Keeping Records Power Point

* Movies: Daily Inspections  Movie (20 min.)

* Lecture: 3-2. Method of Daily Inspection and Trouble Shooting Power Point

Break 15 min.

Class 2 90 min. Module 3: Daily O&M (Cont'd) * Lecture: 3-3. How to keep Daily Operation / Inspection Record Power Point

Lunch  45 min.

* Exercise: 3-4. Calculation of Chlorination Dosing Exercise Sheet (Word)

* Observation: User of Chlorination Unit Chlorination Unit

Break 15 min.

* Lecture: 4-1. Purpose of Periodic Inspection Power Point

* Movies: Periodic Inspections Movie (25 min.)

* Lecture: Review of Day 2



Class 4 90 min. Module 4: Periodical O&M

Class 1 90 min. Module 3: Daily O&M

Class 3 90 min. Module 3: Daily O&M (Cont'd)

Module 1: Introduction

Class 3 90 min. Module 2: Water Supply Facilities

Class 4 90 min.

Module 2: Water Supply Facilities

(Cont'd)

Day 1

Day 2

Class 1 90 min. Opening Session

Class 2 90 min.
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Class Time  Session Contents Materials

* Lecture: 4-2. Method of Periodic Inspection Power Point

* Lecture: 4-3. How to keep Periodic Inspection Record Power Point

Break 15 min.

Class 2 90 min. Module 4: Periodical O&M (Cont'd) * Exercise: Insulation Tester and Clamp Meter Electrical panel, Insulation tester, Clamp meter

Lunch 45 min.

* Lecture: 5-1. Scope of Water Quality Management Power Point

* Lecture: 5-2. Important Points on Water Quality Management Power Point

* Movies : Water Quality Test Movie (30 min.)

* Lecture: 5-3. Procedure of Water Quality Test Power Point

Break 15 min.

* Lecture: 5-4. Procedure of Water Quality Management Power Point

* Lecture: 5-5. Troubleshooting Power Point

* Lecture: Review of Day 3

Class 1 90 min.

Module 5: Water Quality Management

(Cont'd)

* Exercise 5-6. Water Quality Test Water Quality Test Kit

Break 15 min.

* Movies: Water Distribution Facility Movie (5 min.)

* Lecture: 6-1. Water Distribution Facility Power Point

* Lecture: 6-2. Water Meters Power Point

Lunch 45 min.

* Lecture: 7-1. Analysis Method Power Point

* Lecture: 7-2. Key Performance Indicator Power Point

Break 15 min.

Class 4 90 min.

Module 7: Analysis of Water Supply

Management (Cont'd)

* Exercise: 7-3. Calculation of Key Performance Indicator KPI Sheet (Excel)



Class 2 90 min. Module 6: Distribution and Water Meters

Class 3 90 min.

Module 7: Analysis of Water Supply

Management

Class 3 90 min. Module 5: Water Quality Management 

Class 4 90 min.

Module 5: Water Quality Management

(Cont'd)

Class 1 90 min. Module 4: Periodical O&M (Cont'd)

Day 3

Day 4
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Class Time  Session Contents Materials

* Exercise: 7-3. Finalizing KPI and Checklist Checklist (Excel)

KPI Sheet (Excel)

Break 15 min.

* Lecture: 8-1. Business Plan Power Point

* Exercise: Identify Priority Areas KPI Sheet/ Checklist (Excel)

Lunch 45 min.

* Feedback from Participants Feedback forms

* Closing Remarks N/A

Break 15 min.

Class 4 90 min. Closing Session (Cont'd) * Certificates  Certificates



Class 3 90 min. Closing Session

Class 1 90 min.

Module 7: Analysis of Water Supply

Management (Cont'd)

Class 2

Module 8: Planning of Water Supply

Management

90 min.

Day 5
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Every lecture

S.N. Questions

1 How important was the training? Less Important Fair Important Very Important

2 Do you understand the lecture? Poor Fair Good Very Good

3 The training was useful on the basis of following items. Poor Fair Good Very Good

Training Contents

Methodology

Presentation (speech, explanation, speed)

Training Materials

4 How was the training conducted? Not Good Cannot Decide Good Excellent

5

Do you think what you learned in the training is useful in

your business in your WUSC?

AYes, it can be directly applied to work.

B

CIt cannot be directly applied or adapted, but it can be of reference to me.

DNo, it was not useful at all.

6 What subject/topic do you want to learn in this lecture? 



It cannot be directly applied, but it can be adaptable to work.
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Last Session (After training on DAY-5)

1 Time wise the training was Long  Appropriate Short Too Short

2 Were the facilities during your stay good? Don't Agree Cannot Decide Agree Strongly Agree

Accommodation

Food

Recreational

3 Any comment
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Every Module, Trainer needs to answer the following 

1. What is improvement points in the Powe Point material?

2. What is improvement points in the video material?

3. What is improvement points in the practice/exercise?

4. What subject/topic is additionally required in the text?

5. Revised/reexpress the Nepali words in the text

Page Revised words Re-expressed writings

6. Any comment to improve the Power Point and/or video materials
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WUSC Name: Survey Date:

Inspector Name: Respondent Name: (Position: )
Category | No Item Q Descriptions Yes No If No, Reason
1|* WUSC holds an Annual General Meeting.
2|* The schedule of Annual General Meeting is notified to all users.
3|* Management Board member, attendance Rate of Annual General Meeting is high.

1 Annual General Meeting * WUSC invites MoPID or WSSDO or FWSSMP or Local Government (L.G) in an Annual General Meeting.

|

* WUSC reports important decision of an Annual General Meeting to MoPID or WSSDO or FWSSMP or L.G.

MoPID (Ministry of Physical Infrastructure Development), WSSDO (Water Supply and Sanitation Division Office)

FWSSMP (Federal Water Supply and Sewerage Management Project)

* The members of Management Board are selected by election.

2 Election * The election is conducted regularly in a transparent way.

* The election is conducted with participation of all members of users committee.

Do~ O

* Management Board holds regular meeting.

3 Management Board 10]* The minutes of Management Board meeting are recorded.

11]* Management Board gives necessary instructions to Manager timely.

12]* Sub-committees are established for key management areas. (e.g., Water Safety Plan, procurement)

4 Sub Committees 13]* Each sub-committee holds meeting regularly.

Governance 14]* Each sub-committee makes decisions eftectively.

15|* Internal Audit Committee is established.

N

5 Internal Audit 16]* Internal Audit Committee submits findings and recommendations to Management Board regularly.

17]* An improvement plan is implemented according to the recommendations by Internal Audit Committee.

18]* WUSC has adapted a policy on Gender Equality and Social Inclusiveness.

6 Social Considerations 19]* WUSC has adapted a policy on consideration for poor households.

20]* WUSC has adapted a policy on consideration for disabled people.

21]* WUSC has explicitly declared statements for its goal. (e.g., mission statement, vision)

)

7 Goal Management 22|* All staff know such mission statement or vision.

23]* WUSC has a mid-term management plan to detail the concept of mission statement or vision.

8 Mid-Term Plan 24]* The mid-term management plan includes rehabilitation and/or replacement of facilities.

25]* WUSC compiles and submits annual report timely.

9 Annual Report 26|* The annual report covers financial statements, auditors' report, and budget for the next fiscal year.
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Human
Resources

10

Code of Conduct

27
28

* WUSC has stipulated Code of Conduct for staff.

* All staff recognize and comply with Code of Conduct.

11

Job Descriptions

(IS IR
—_

* The duties of manager and each staff are explicitly described in job descriptions.

* The workload of manager and each staff are appropriate.

* The workload of manager and each staff are evenly distributed.

12

Staff Communications

(USRS RIS
E I )

* Staff reports their duties and problems regularly.

* Manager visits, monitors and advises staff regularly.

* Communication among staff to share problems is frequent.

Staff Appraisals

(TSI
N

* WUSC conducts staft appraisals to objectively evaluate their performance of staff.

* Staff can receive incentives/acknowledgement for his/her good performance.

14

Motivation

(TSI
o0~

* Staff have high motivation to work.

* Staff retention is high enough.

15

Knowledge and Skills

40
4

—_

* The knowledge and skills required for manager and staff have been identified.

* Manager and Staft have sufficient knowledge and skills for their duties.

* Manager has sufficient management skills. (e.g., leadership, team building, time management)

16

Training

42
43
44
45

* Staff receive training to increase knowledge and skill for their duties.

* Training materials are archived for knowledge sharing among staff.

* WUSC conducts induction training for new staft.

* WUSC dispatch staffs to training in NWSSTC when they are invited.

17

Water Source

46
47
48

* Existing water sources can provide sufficient volume of water.

* Existing water sources can provide safe water.

* WUSC has a plan to increase new water resource (surface/groundwater).

18

Facility for Water Volume

49
50
51
52

* Water Treatment Plant has sufficient capacity to respond to water demand.

* WUSC has expansion and/or new Water Treatment Plant constructions.

* Service Hours is long enough to respond to water demand.

* Service Hours is same throughout rainy season and dry season.

19

Facility for Water Quality

53
54
55
56

* Water Treatment Plan has necessary facilities to improve water quality.

* Water Treatment Plant is backwashed and/or maintained in a timely manner.

* WUSC understands dosing amount of chlorine solution for using chlorination unit.

* Permissible turbid water (lower turbidity) is used in a water treatment plant.
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Facility

20

Measurement Equipment

57
58
59

* Water production facilities are equipped with meter and gauge for water volume and pressure.

* WUSC has toolkit to measure electric equipment. (i.e., insulation tester, clamp meter)

* WUSC has toolkit to measure water quality. (i.e., water quality test kit, turbidity meter)

21

Maintenance Equipment

60
61
62
63

* WUSC has toolkit for maintenance and repair of facilities.

* WUSC has cleaning tools for facilities.

* WUSC understands hoe to use the electrical devices (e.g., insulation continuity tester, digital clamp meter, earth tester)

* WUSC has safety tools and equipment.

22

Distribution Network

64
6
66
67

N

* WUSC maintains (develops and/or updates) a map of distribution network.

* Household connections are high enough.

* Metered Ratio for houses and commercial buildings is high enough.

* WUSC has valves or air valves or washout valves or fire hydrant in a distribution network.

Disaster management

68
69
70

* WUSC has disaster management plan.

* Facilities are resistant/protected to natural disaster.

* WUSC has an insurance for water supply facilities.

24

Power Supply

7
72

—_

* Power supply is stable.

* WUSC has backup generator in case of power failure.

25

Lifetime of Facility

74
75

* The age of facilities and equipment is within their lifetime.

* Breakdown of facilities is not frequent.

WUSC has cleaned the Water Treatment Plant.

26

Office

76
77
78

* WUSC office is spacious enough as a working environment, and equipped with sufficient infrastructure.

* WUSC has laboratory for water quality test.

* WUSC has workshop and inventory stores for repair and maintenance.

0&M

Ninoratinn

27

Security and Safety

79
80

* Facilities have sufficient security.

* Staff wear items for securities during certain O&M (Operation and Maintenance) works. (e.g., helmet, mask, goggle, mask)

28

Utilization of Facilities

8
82
83
84

—_

* Actual water production volume is close to water supply capacity.

* Production Ratio (supplied water per person) is at an appropriate level.

* WUSC has periodically scraped and washed the sand in slow sand filter (if any).

* WUSC has Schematic Flow Diagram (water supply system drawing).

29

Manuals

85
86
87

* WUSC has a SOP (Standard Operating Procedure) for all facilities.

* WUSC has manuals for equipment and use them.

* WUSC conducts operation and preventative maintenance as per instruction of SOP.

Water Quality

88
89
90
91
92

* WUSC understands how to use water quality test kits (e.g. ENPHO kit).
* WUSC understands proper sampling points in water supply systems.

* WUSC conducts daily water quality test for four test parameters. (pH, turbidity, Total Dissolved Solid, Free Residual Chlorine)

* WUSC sends samples to a laboratory for monthly or yearly water quality test.

* The result of water quality test is good (to meet the National Drinking Water Quality Standards).

* WUSC discloses report of water quality test results to the consumers.
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UPCI TUIT
and
Maintenanc
e

Water Leakage

94
95
96

* Case of water leakage is at an acceptable level.

* Water leakage is repaired within short time after a case is reported.

* WUSC has major fittings in stock for emergency water leakage maintenance.

Periodical Operations

97
98
99

* The annual plan of periodical maintenance is formulated.

* WUSC conducts operation and preventative maintenance as per instruction of SOP.

* WUSC records Periodical Operations in a record book.

Troubleshooting

100
101
102
103
104

* Immediate action is taken for the problems.

* There is NO out of order in the water supply facilities.

* NRW (Non-Revenue Water) is low enough.

* WUSC uses a domestic water meter calculation method of instrumental error when a consumer made claim on water meter error.

* WUSC records all the troubleshooting in a record book.

Inventory Management

105
106
107

* Spare parts are stocked orderly in a designated space or shelf.

* Spare parts are replenished timely in case of out of stock.

* Quantity of spare parts are counted and recorded regularly.

Office

108
109
110

* Water treatment facilities and water source are cleaned regularly.

* WUSC office is cleaned and tidied regularly.

* WUSC has a computer to record and analyze data.

Information

Operation Record

111
112
113

* Flow meters are read and recorded daily, and water meters for domestic are read and recorded monthly.

* Manager checks the operation and inspection records regularly.

* Result of water quality test is recorded and disclosed to the public daily.

ICT

114
115
116

* WUSC has a computerized system. (e.g., billing, accounting, Management Information System)

* Staff have sufficient knowledge and skills to operate computer systems.

* Security measures are implemented to protect data. (e.g., data backup, password protection)

Document Management

117
118
119

* Important documents are filed and stored orderly.

* Documents are regularly checked by Manager for inspection.

* Documents are regularly checked by Internal Audit Committee for audit.

Water Tariff

120
121
122

* Current level of water tariff can cover operating cost.

* Current level of water tariff is at an affordable level.

* Surcharges are applied for delayed payment, and it works effectively to improve Collection Ratio.

40

Cost Management

123

* Unit Production Cost (NPR/m3) is controlled at an appropriate level.
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124]* Schedule of meter reading and billing is fixed.

41 Tariff Collection 125]* WUSC is making an effort that uncollected bills of water tariff are minimal.

Finance 126|* All financial transactions are recorded timely.

42 Accounting 127|* Cash on hand is checked and stored in a lockable safe daily.
128|* Balance of deposits in all bank accounts is checked at least monthly.
129]* Procurement is always authorized by relevant sub-committee.

43 Procurement 130|* Suppliers can provide equipment and consumables necessary for operation and maintenance for water supply timely.
131|* WUSC produces trial balance (amount of money) regularly at least quarterly.

44 Financial Analysis 132]* The financial status is reported to the Manager and Management Board regularly at least quarterly.
133|* WUSC responds to claim and requests from customers timely.

45 | Customers Management 134]* All claims from customers are recorded.
135|* Customer satisfaction is high for water service.
136|* The result of water supply operations including water quality test is disclosed daily.

46 Information Disclosure 137|* The annual report is shared with stakeholders (WUSC member, consumers, local government, WSSDO or FWSSMP, etc.).
138|* WUSC has developed or obtained necessary items for awareness program.

Communica| 47 Public Awareness 139|* WUSC conducts awareness programs regularly. (e.g., water conservation, taritf, sanitation)
tions

48 Online Services 140|* WUSC utilizes Internet/mobile for communications with customers. (e.g., e-mail, messenger, Social Network System)
141|* WUSC understands national level laws, regulations and policy on water sector.

49 Government 142]* WUSC communicates with Federal Government (DWSSM/NWSSTC).
143|* WUSC communicates with Provincial or Local Government regularly for operation and maintenance.

50 WUSC Network 144|* WUSC 1ntera$ts with other WUSCS regularlyj ‘
145]* WUSC organizes yearly observation tour to visit other WUSCs.

Surveyor Name with Organization and Position

Signature

Signature

WUSC Responsible Person Name:
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For providing safe and quality drinking water to people




