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1. Background

Sustainable WASH for All (SUSWA) is a bi-lateral project funded by the Government of Nepal (GoN)
Government of Finland (GoF) and European Union (EU) including contributions from project
Municipalities and users’/beneficiaries to be implemented in the selected Municipalities of Karnali
Province. The project was started from Mid-November 2021 and will be implemented till Mid-April
2026.

The Ministry of Water Supply (MoWS) is the line ministry and the Department of Water Supply and
Sewerage Management (DWSSM) acts as the Project Coordination Office (PCO) for the project. The
Supervisory Board (SvB) is the apex decision-making body of SUSWA.

The Municipalities are the main implementers of this project. Hence, they are responsible for
planning, budgeting, implementation and monitoring of WASH activities in their Municipalities.
Funds for the annual WASH programme budget for implementation of project activities will be
transferred to the Municipal WASH Fund (MWF). The Municipalities will follow the community-based
approach for the implementation of project activities. SUSWA supports the local government to
undertake their mandate in providing WASH services to the people in a participatory and transparent
manner.

SUSWA aims to ensure improved and equitable access to safe and sustainable drinking water and
adequate sanitation services, dignified menstruation and improved hygiene practices paying special
attention to the needs of women and girls and those in vulnerable situations in the project
municipalities.

Water, Sanitation and Hygiene Management Committee (WASH-MC) to be formulated and Water
Sanitation and Hygiene Unit (WASH Unit) are to be established in each project Municipalities as per
the Project Document and Project Implementation Manual (PIM) of the project. In order to
institutionalize the WASH-MC the Municipalities will be supported to formulate Municipal policies
and directives with institutional capacity enhancement.

WASH-MC and WASH Unit are responsible to look after the WASH management activities for
sustainable services also beyond the project. In order to achieve the output to see the outcomes
implementing the project activities as per the Annual Work Plan, SUSWA supports the Municipalities
to outsource human resources under WASH Unit. In this line, WASH Unit needs to recruit and
mobilize the staff to run the WASH activities supported by SUSWA as well as municipality and other
development partners in the municipality.

In order to select and mobilize the required human resources to facilitate the activities in project
Municipalities, WASH Unit Staff Selection and Mobilization Procedure is prepared as provisioned in
Project Document and Project Implementation Manual of the project. This Procedure is approved by
the 3" Supervisory Board Meeting held on 29t September 2022.



2. WASH Unit

Human resources in the municipality are important for effectively implementing the project activities
and fulfilling the human resources gaps that exist in the project Municipalities. They have to execute
all the activities as per the approved AWP of the municipality. Therefore, achievements of project
objectives are highly influenced by the quality of performance of the staff under WASH Unit. They
are further accountable to conduct field activities in the project communities. They are also
responsible to support WASH-MC in the decision-making process for WASH management activities.
In this regard, outsourcing and mobilizing individual staff under WASH Unit is crucial. Hence, the
proper selection, mobilization and monitoring of the staff is an important aspect of the project
implementation to achieve the intended results. Required composition of Human Resource (HR) is
presented in chapter 3.

The objective of HR management under WASH Unit is to institutionalize and strengthen WASH Unit
in the municipality to promote WASH governance for sustainable WASH service delivery.

3. Human Resources Requirement

The number of Human Resources (HR) for different capacities is presented below. However, it can
be decided as per the requirement of the municipality based on the HR capacity gap assessment. The
project also needs support for project Municipalities in the establishment and capacity building of
WASH-MCs and WASH Units including their capacity building under strengthening WASH
governance.

The M-WASH Unit have at least five staff members that includes as follows:

WASH Unit Chief/WASH Focal Person (to be assigned from municipality permanent staff)
WASH Coordinator (including post construction support)
Technical Facilitator (Sub-Engineer)

WASH Facilitator (public health or social background)
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MIS Officer (from municipality permanent staff when available, in-charge of N-WASH
reporting and WASH Plan updating)

Besides the above team members, other staff can be hired by the municipalities as needed following
the project Implementation Manual (PIM) and in mutual coordination and understanding among the
municipality and the project. The job Description (JD) of each staff position is given in Annex-1.

Scheme Level Staff:

At scheme level, one WASH Technician (Asst. Sub-engineer) and one Social Mobilizer will be
outsourced/hired and mobilized by the municipality for providing support to WUSCs for the
implementation, on-site supervision, monitoring and reporting of the on-going project activities. One



team of WASH Technician and Social Mobilizer will provide support to one or more
schemes/communities depending on the size and complexity of the scheme as well as location of the
schemes such as proximity and accessibility.

The WASH Unit team and Municipal WASH Advisor (MWA) will coordinate, facilitate and supervise
the activities of the field team and provide on-site support as needed.

4. Recruitment Process of WASH Unit Staff

WASH-MC is responsible for deciding and executing the recruitment of staff under WASH Unit.
Following are the main steps of this recruitment process.

Step 1: Decision on required number of HR for recruitment: WASH-MC decides the required
number of staff and to recruit them applying the WASH Unit Staff Recruitment and
Mobilization Procedure.

Step 2: Vacancy announcement mentioning the required qualification and experiences:
Minimum 15 days' notice should be published in municipality Notice board, municipality
website, local and/or provincial or national newspaper.

Step 3: Formation of evaluation committee: WASH-MC will form an evaluation committee
comprising at least 3 members) representing from among the WASH-MC members and
MWA/PSU representatives. The evaluation committee member must guarantee that they
have no conflict of interest in the recruitment process. The required sector specialists
among municipality sections might also be invited for the interview process. Scoring sheet
of shortlisting, written test, interview and final result will be approved by WASH-MC
before the shortlisting process starts.

Step 4: Short listing: The evaluation committee will evaluate the applications in reference to
submitted evidence® and shortlist the candidates in maximum 1:3 proportion. Short
listing will be done as per the following criteria.

a. Academic Qualification 10
b. Relevant working experiences including trainings 60
c. GEDSI aspects? 30

The detailed scoring criteria will be developed by the evaluation committee and should
be approved by WASH-MC prior to proceeding the short-listing process.

1 Academic certificates, training certificates, work experience letters etc.
2 This also includes priority scores for local candidates



Step 5: Written Test and Interview: Evaluation committee will carry out written test and
interview on the same day. The setting of written test questions will be done by the
evaluation committee.

Step 6: Final Scoring: After completion of all the tests, marks obtained by the candidates will be
computed in following basis;

a. CV evaluation 15%
b. Written test 50%
c. Oral test/ interview 35%

The evaluation committee will finalize the process immediately after completion of all
tests and submit the final scores to the WASH-MC with recommendation. The candidates
under the waiting list will also be recommended.

Step 7: WASH-MC will decide on recruitment based on the recommendation of the evaluation
committee and publish the notice of successful candidates and the rest of them as waiting
candidates.

Step 8: The Office of Municipal Executive will appoint the successful candidate in an annual
performance-based contract in prescribed format (Annex 2).

Annual Performance Evaluation

The performance review of the WASH Unit staff will be a regular process and the annual performance
evaluation (APE) will be done on the basis of work carried out by the WASH Unit staff throughout the
year. Performance of the WASH Unit staff will be assessed as per the agreed annual work plan and
performance progress achieved in the municipality. It can be assessed also during each monitoring
visit in the municipality including scheme level visits. Progress and event reports will also be the basis
of the performance evaluation. Final performance evaluation of the WASH Unit staff will be done
annually, by the evaluation team assigned by the WASH-MC. A SUSWA project representative is
mandatory in the evaluation team. The final evaluation will be approved by WASH-MC. The
evaluation format with key indicators for performance evaluation is presented in Annex 3. Evaluation
process will be executed in a web-based system developed in SUSWA SmartME MIS system.

Based on the score obtained by WASH Unit staff in APE, WASH-MC will apply the following reward
or punishment system.

e WASH Unit staff obtaining scores 85 to 100, will be rewarded by a 10% increment in salary.

e WASH Unit staff obtaining scores 75 to less than 85, will be rewarded by a 5% increment in
salary.
e WASH Unit staff obtaining scores 60 to less than 75 will be continued in work with



commitment of further improvement.

e WASH Unit staff obtaining score 50 to less than 60 will be continued with strong commitment
for improvement in written within a specified time period.

e WASH Unit staff obtaining scores less than 50 will not have their contract renewed.

6. Salary and Benefits of WASH Unit Staff

The equivalent grade of the WASH Unit staff positions will be as per the prevailing grading system
of GoN (Table 1).

Table 1: Grade of the WASH Unit staff

S.N. Position Grade Remarks

1 WASH Officer 6™ grade (adhikrit chhaitau)
Coordinator

2 MIS Officer Officer 6% grade (adhikrit chhaitau) | If already recruited by
the municipality, her/his
position and grade will be
as it is.

3 | Technical Assistant 5% grade (sahayak

Facilitator pachau)

4 WASH Facilitator | Assistant 5™ grade (sahayak
pachau)

5 WASH Technician | Assistant 4™ grade (sahayak
chhautho)

6 Social Mobilizer | Assistant 4™ grade (sahayak
chhautho)

Basic salary and remoteness allowances of staff will be as per the Government of Nepal's salary
scale. On top of the basic salary the WASH Unit staff will receive following benefits.

Provident Fund equivalent to 10% of basic salary

Gratuity equivalent to 8.33% of basic salary

Communication allowance NPR 500 per month

Field kit allowance NPR 500 per month

In case of traveling to outside the working municipality, DSA will be paid to WASH Unit staff as

© oo oW

per the government rules.



The travel expenses (as per actual) and DSA as per government rules (within municipality) will
be paid to the WASH Unit staff for supporting in field survey, on-site support, training,
monitoring and other activities.

Dashain bonus on a pro-rata basis of working months in a year. Equivalent to one-month basic
salary in case of completion of a full year in the position.

Leave facilities will be as per municipality's rule.

WASH Unit staff will have accidental and medical Insurance facilities.

Other benefits (if any) will be agreed with the project during AWP preparation.



Annex 1: Job Description of WASH Unit Staff

1. Post: WASH Coordinator
Duty Station: Municipal headquarter with frequent travel to different scheme areas.
Supervisor: Chief Administrative Officer
Reporting: Chief Administrative Officer/ Municipal WASH Advisor
Accountability: WASH Management Committee.

Academic Qualification: Bachelor’s degree in Rural Development, Civil Engineering, Sociology,

Management, or other relevant discipline

Professional experience:

e Minimum 5 years of work experience in community Development in Rural Setting, Planning
& management of WASH Management (Minimum 3 years in WASH sector) activities under
local government/development agency.

Other Skills:

e® Excellent in social mobilization & training facilitation skills.

® Good in written and spoken English and Nepali with command in the local language.

® Good reporting skills in Nepali & English.

e Command in Computer skill (MS Office, excel, PowerPoint, email etc.).

Duties:

e Contribute, support and encourage the municipality to formulate and update different
plans and strategies (WASH plan, WASH management, DMM, total sanitation, disaster
preparedness, 0&M/sustainability, MIS, etc.) and also support for effective implementation.

e Keep the municipality officers and decision-makers informed about the development
opportunities available with SUSWA.

® Encourage and assist in the joint implementation of interventions.

® Assist the municipality in annual planning, monitoring and reporting in relation to the
SUSWA interventions;

e Compile and verify different progress reports including Municipal WASH Fund (MWF) status
and report to WASH-MC/Municipal WASH Advisor ensuring the quality of data.

® Assist the municipality officials to access and use the MIS systems availed to them by
SUSWA. Ensure and support timely reporting of results.

® Assist the municipality accountant in financial reporting of the MWF, when necessary.

e Support municipality to formulate WASH, DMM and CCA/DRR related policies.

o Keep the municipality officers and decision makers informed about the SUSWA guidelines
and policies.

e Coordinate with other WASH sector organizations for possible collaboration and resource
sharing in the municipality.

e Analyze the need of capacity building activities for municipality officials/ stakeholders and
suggest activities for the for Annual Work Plan;

® Assist organizing WASH-MC meetings and decisions.

e Coordinate WASH Unit team and conduct monthly/bi-monthly meetings.

e Mobilize and supervise WASH Unit staff to achieve the work plan of the municipality.

e Implement post construction related activities at scheme ana municipality level to
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institutionalize WASH governance for sustainable WASH services.
® Ensure GEDSI aspects are taken into consideration in all activities.
® Any other duties towards achievement of project objectives assigned by WASH-MC.
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2. Post: MIS Officer
Duty Station: Municipal headquarter
Immediate Supervisor: Chief Administrative Officer
Reporting: WASH Unit
Accountability: WASH-MC

Academic Qualification: Bachelor’s degree with substantial relevant experience in Information

Technology or relevant fields

Professional Experiences:

Minimum 2 years of relevant work experience.
Experience in monitoring and evaluation of rural development programs.
Proven experience in developing and managing MIS systems.

Professional Experiences:

Duties:

Excellent computer skills including MS Excel, MIS systems, databases and GIS mapping.
Good communication skills in Nepali. Command over the English language will be an
advantage.

Establish and functionalize the user-friendly WASH MIS system in the municipality.
Support to maintain N-WASH database during and after WASH Plan preparation.
Support in data collection of households, communities, municipality/ward and project
data as per monitoring plan, including regular scheme, capacity building activities and
local level progress data.

Ensure the GEDSI/HRBA and CCA/DRR integration in the MIS system of the municipality.
Preparation of GIS and other maps for different purposes as per needs.

Other duties as assigned by the supervisor and WASH Unit
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3. Post: Technical Facilitator (Sub-engineer)
Duty Station: Municipal headquarter with frequent travel to different scheme areas.
Immediate Supervisor: WASH Coordinator
Reporting: WASH Unit
Accountability: WASH Management Committee.

Academic Qualification: Intermediate/Diploma level in Civil Engineering
Professional experience:

e Minimum 3 years of experience on community based rural water supply & sanitation
activities (Survey, Design, supervision/monitoring and evaluation etc.).

e Working experience with donor funded programs/projects and under local government is
an advantage.

Other Skills:

e Excellent in social mobilization & training facilitation skills.

® Good in written and spoken English and Nepali with command in the local language.

® Good reporting skills in Nepali & English.

e Command in Computer skill (MS Office, excel, PowerPoint, email etc.).

e Knowledge in drafting/AutoCad is an asset.

Duties:

e Support to prepare and finalize the scheme layout plan; brief the technical issues of the
schemes to Users/WUSCs through mass/WUSCs meetings.

e Carry out a detailed survey, prepare design and cost estimate of water schemes considering
the DRR/CCA measures and following technical norms and SUSWA approach.

e Ensure that the technical designs and estimates are checked and approved by the
municipality Engineer and Chief Administrative Officer.

e Participate and support WUSCs in CAP preparation & review.

e Support to WASH Technician/masons/VMWs for layout of structure as per approved design
drawings.

® Prepare procurement documents for external materials and facilitate WUSCs for construction
materials procurement process and ensure the quality of construction material (local and
non-local).

e Conduct technical trainings at community level as trainers and support municipality to
manage those trainings.

e Support for technical quality assurance and control of the WASH infrastructure.

e Supervision, monitoring and evaluation of water supply and sanitation schemes.

e Train and support as needed the teams preparing Water Safety Plans (WSPs) especially for
the technical aspects.

® Support to conduct public auditing in the schemes.

® Prepare running and final technical reports of the WASH schemes for payments.

® Ensure GEDSI aspects are taken into consideration in all activities;

® Support and participate in scheme monitoring as per SUSWA policies.

e Participate in monthly/bi-monthly meetings.

13



Participate in the scheme monitoring as per the Step-by-Step scheme monitoring process;
Support WASH Coordinator for planning, monitoring and reporting of the project activities.
Facilitate municipality for the payment to the WUSCs.

Scheme database reporting to the project.

Any other duties towards achievement for project results assigned by the Supervisor/WASH
Unit.
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4. Post:

WASH Facilitator

Duty Station: Municipal headquarter with frequent travel to different scheme areas.

Immediate Supervisor: WASH Coordinator

Reporting:

WASH Unit

Accountability: WASH Management Committee.

Academic Qualification: Intermediate in Public Health or other relevant discipline.

Professional experience:

® Minimum 5 years’ experience in WASH, community health and Dignified Menstruation
Management (DMM) in rural areas.

e Additional advantage to those who worked with donor funded program/projects in the
Municipalities.

Other Skills
e Fluency in written and spoken in Nepali, command of local languages of the working area is
an additional asset.
e Ability to work independently
e Facilitation and good communication skills.
e Demonstrated ability to work with local communities and in multi-cultural environment

Duties:

WASH Facilitator works in close coordination with concerned community members, health post, and
schools, FCHVs, WUSCs, W-WASHCC and M-WASHCC. He/she is responsible to promote total
sanitation and DMM activities at households and schools of assigned wards. WASH Facilitator will

perform following tasks under direct supervision of WASH Coordinator.

1. Sanitation & Hygiene Promotion

Motivate the beneficiaries on health, sanitation, hygiene issues (personal hygiene,
household/environmental sanitation) with special attention to latrine construction, use
and maintenance, water safety plan and hand washing practice.

Organize household level visits and focus on hygiene and nutrition issues of children and
women. Aware women and girls in menstrual hygiene behavior.

Motivate and encourage the communities for active participation at all levels (meetings,
O&M of facilities, construction/materials quality issues; awareness campaigning ....... etc.).
Facilitate and conduct the health and hygiene related training/workshop to the
communities as AWP.

Organize & facilitate the sanitation & hygiene awareness campaigns with the support from
health post and W/M-WASHCC.

Train the M/W-WASHCC/WUSCs/MGs on total sanitation and DMM and mobilize for
campaigns at community level.

Facilitate and monitor the health and hygiene related construction of facilities.

Support WASH supply chain establishment in the municipality.
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e Support to celebrate national & international events/Day (national sanitation week, hand
washing day, environment day, latrine day, menstrual hygiene day, water day; .... etc.) at
community level.

e Monitoring the household sanitation & hygiene status through self-monitoring and mobile
application tools.

e Facilitate in practicing sanitation improvements, sites and home cleanliness, and personal
hygiene.

e Participate in Child club/SMC/PTA meetings and raise sanitation & hygiene issues; mobilize
teachers and students for proper O&M of WASH facilities.

e Coordinate with and encourage the school to develop a better education environment
through better child, gender and disability friendly WASH facilities.

e Monitoring the toilet use/cleanliness, proper hand washing facilities, girls' menstrual
hygiene/pad management through self-monitoring and mobile application tools.

e Train schools (SMC/PTA/child clubs) on total sanitation and mobilize towards total
sanitation campaigns at community level.

e Facilitate different activities for community people, school girls/boys/teachers, elderly
citizens, traditional healers/social and religious leaders for behavior change in the areas of
sanitation, hygiene and menstruation management practices.

e Support WASH Unit to implement the planned activities under sanitation, hygiene and
DMM.

2. Water Quality Promotion
e Ensure the water quality test of schemes and follow-up the WSP implementation.
e Disseminate information on water quality and reuse of waste water to HG at household
level.
e Promote and encourage point of use water treatment options at households and schools.
3. Others
e Updates the health and hygiene related data in consultation with health post and FCHVs,
analyze it and provide WASH Coordinator for reporting
e Maintain good harmony and coordination with the project team, municipality officials,
and other stakeholders for timely completion of planned activities.
e Participate in monthly/bi-monthly progress review/planning meetings at municipal office
(as requested by WASH Coordinator).
e Any other duties towards achievement for project results assigned by the Supervisor.
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5. Post: WASH Technician
Duty Station: Scheme site as assigned by the supervisor.

Immediate Supervisor: WASH Coordinator

Reporting: WASH Unit

Accountability: WASH Management Committee.

Academic qualification: TSLC in civil engineering from CTEVT or completion of at least 30 days
water supply and sanitation training from recognized development
agency/institution.

Professional experience:

e Completion of at least 5 gravity flow schemes independently and having 2 years of
experience in WASH sector. Experience with sanitation, hygiene and water quality is an
advantage.

e Additional advantage to those who worked with donor funded program/projects in the
Municipalities.

Other Skills:
e Fluency in written and spoken in Nepali, command of local languages of the working area
is an additional asset.
e Ability to work independently.
e Facilitation and good communication skills.
e Demonstrated ability to work with local communities and in multi-cultural environment.

Duties:

The Water Resources Technician is the key person to perform construction related activities at the
project site. He/she is the full-time field-based staff for technical inputs in schemes construction
related activities. WASH Technician will perform following tasks under direct supervision of
supervisor and technical guidance of Technical Facilitator maintaining close coordination with Social
Mobilizer.

Mobilize the community for implementation of the WASH schemes.

Support and Conduct pre-feasibility survey/study of WASH schemes

Support Technical Facilitator while conducting detail survey

Perform and support training to local people and technical training like VMW etc.

Provide direct technical inputs to WUSCs/masons to ensure quality of workmanship of

construction activities of all types of schemes.

e Coordinate and cooperate with the ward/municipality team for smooth implementation of the
scheme activities.

® Support to WUSCs for proper records of construction materials (structure wise use), tools and
attendance of skilled and unskilled labor as per scheme book.

e Facilitate to WUSCs to select training participants for technical training (VMW, RWH...etc).

After formal training; provide additional on the job training and evaluate their performance.

17



Support to WUSCs/communities in water tariff fixation, preparation of WSP and O & M plan,
formulation of scheme operation guideline and facilitation in implementation.

Support water quality related activities, water quality examination including Water Safety
Plans and related training in scheme level.

Provide advice and support to development of Water Safety Plans; and monitor
implementation.

Contribute and support source conservation activities and any other activities related to
sustainability of schemes and total sanitation activities.

Contribute and support promotional activities i.e., celebrating special events (national
sanitation week, hand washing day, water day, and environment day ...etc.) at municipal level.
Support scheme level monitoring visits.

Maintain good harmony and coordination with the project team, municipality officials, and
other stakeholders for timely completion of planned activities.

Any other duties towards achievement for project results assigned by the supervisor/WASH
Unit.
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6. Post: Social Mobilizer

Duty Station: Scheme site as assigned by the supervisor.
Immediate Supervisor: WASH Coordinator

Reporting: WASH Unit

Accountability: WASH Management Committee.

Academic qualification: Intermediate level in relevant discipline.

Professional experience:
e Minimum 2 years of working experience in social mobilization or community development
in rural settings with minimum one year in WASH sector.
e Additional advantage to those who worked with donor funded program/projects in the
Municipalities.

Other Skills:

e Excellent in Social mobilization & training facilitation skills.
e Good in written and spoken Nepali with command in the local language.
e Demonstrated ability to work with local communities and in multi-cultural environment.

Duties:

Social Mobilizer is responsible for mainly responsible to coordinate, supervise/monitor and manage
the scheme/community level activities of the project at assigned wards of the municipality. Duties
of Social Mobilizer are presented below in detail.

1. Planning & implementation

e Organize mass meetings at ward/scheme level and disseminate information about SUSWA;
respective scheme/activities and roles of stakeholders.

® Assist in formation of WUSCs as GEDSI/HRBA strategy and support to prepare the statute
and registration and renewal process; and Operational bank account opening.

® Assist WUSCs in transportation and proper store management of construction materials
(local/non-local) at scheme site.

o Regularly follow-up the implementation progress of project activities; Support the WUSCs
for community mobilization, CAP review and provide backup support to complete all
activities in a given timeframe.

e Contribute and assist WUSCs/users in solving disputes existing at the scheme level (if any)
in close coordination with Municipal officials.

e Facilitate the community on selection of participants for technical training (VMW).

® Assist WUSCs for maintaining the institutional governance through proper book keeping,
meeting minutes, scheme board, public auditing and participation of women and
disadvantaged groups in meetings/campaigns.

® Support WUSCs/Users in preparation of O&M action plan and water safety plan. Facilitate
and follow the implementation of plans and also support WUSCs for linkage development
with concern agencies for sustainability of water services.

e Support WUSCs to register/renew in the municipality and affiliate with WUSC Network.

® Support WASH Unit to implement the planned activities regarding DMM in connection to
the DMM policies and plan.

19



Capacity Building, Coordination collaboration and synergy building

Conduct various trainings in scheme/ward level as per approved work plan following the
Step-By-Step Procedure of the project.

Assist and capacitate WUSCs in proper financial management/book keeping and non-local
materials procurement process, transportation, store management; meeting minutes,
other records keeping.

Maintain good harmony and coordination with the project team, Ward officials, and other
stakeholders for timely completion of planned activities.

Monitoring and reporting

Plan and participate in scheme level monitoring process ensuring Step-By-Step process
and also ensure the monitoring feedbacks are properly and timely implemented.
Coordinate with and facilitate health post/FCHVs, schools and other organizations
working in the municipality for public health issues monitoring (sanitation & hygiene
behavior, nutrition, menstrual hygiene, .... etc.); closely monitor the performance of Self-
monitoring tools (HH and schools) outputs/impact.

Prepare monthly/bi-monthly summary progress report of project activities including the
next month plan for monthly/bi-monthly meeting. Ensure issues raised, community
feelings, good practices introduced and lessons learnt from reporting period are followed
up in implementation of the project activities.

Office Management and Administration

e Review bills and other documents of WUSCs/programs and recommend to the WASH
Unit for necessary action. Also facilitate WUSCs for payments to Users/Suppliers.

® Prepare proposals of workshop/training according to approved AWP and forward to
WASH Coordinator for approval process and fund management. Maintain the
transparency of expenditures and advance settlement on time.

e Participate in monthly/bi-monthly progress review/planning meetings at WASH Unit.

Others

e Ensure the project guidelines (PIM, SBS, GEDSI/HRBA, etc.) are followed properly at all
stages of project implementation.

e Any other duties assigned by the supervisor/WASH Unit towards achieving the project's

results.
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Annex 2 : Contract Template for WASH Unit Staff

.............. TS AR/ TRYTIAT, Tl AT &I G9!, RIS a0
AT AT AT PR FHA A FR GBI

U FERIEAT MTSATeAepT / ARATART, oo (Fgqfs;  FEed AT T o

FHATY TR fqa= :

EEVASKS RN (ATreRd / FETd® T . qw)

s fafa USSR

JUTAT ANTHAT . ¢

BEET L TS ATTART / TRITIABT FHABT ATSTAT Foa1{erd ASTHT AT
HATATSIATR] ATAIFATTAR TATAT ZAIAE |

21



P foamor :

FHARIER! HTT [0 Fqgar § A7 [GSUH @ | el AR TAEHel w1 HrEd T9049 G |
FET BT a0 AR FTITFIRT T AGHHT HIAGETET HAThTR! ATIHT TERIATH @I,
AT qIhE T Fichre |

FEHIATRT At :

A PR EAD, | AT a7 AU AhT /FIRITABTA bl ATTHTH] BREAFFTET AN
TUHT 3T ATAR STk TATh! UTSUAT @A, TRIARTE TAT T3l STALITIT JIATTRT [ARTaHT
TGP GHAHT ST/ RATART AT TERIAT @S T GHS, | ATATTATH BhAThATIES
FATAA THHT ATNT ATl TUHT G, RARIS qIT Wodal HGLITaq qrafae!r =
THITSTH FR GERIAT Fatd 99 T Afps |

PR AR ST

PR AAITATAT FHARIA TOATA THITAB] ITA] BN TS, Ih IuAed] BNad ATeh]

FRT FATAT T ATATSATATE ATTHA §S, | IR AT g9 TAIHT Ih FTAed s ATdR A e,
|

EokH ST g g atg | ufte I wrew | #fwad
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A RIS qoqT 97 e
FHARIATS a9 STHITSTHERT AFH TRHE TIT A [T FATAIaE Iqded RS, |

ATIRAT UTRHHF TAd Tbed | B uiq Afgar | eEedr AT AT |

%,

FHATT F=agepIT a9 ( L gfq wfear | sreedr AT AT |

ATIRAT TeAAbl 10%)

FHATT UG HIT aTqT ( L gfq wfeqr | steedr AT /T |

ATIRIT TAAR 5.33%)

freg waT % LN i wieAr waredr T AT
|

TAR @ 3. T gt wfear waredr AT AT |

free fbe @ =. LN i HieAr wearedr AT AT |

ST % L gt wfear | sreedr AT AT |

AT ATFINAT (HIHT TR IJURITh THITHE! T YT FHAR GoTaBT TAT TG

HITHT STHAT AT AT SGHT AhTAl TS |

T dedk =SS Gl JadThl gl FHANA [MIch TR dAddadrs AR AT F=AAd

~C

" 9 AR U AfeArdl aad aRERE ASare @9 UGS | Uk gy Heal FH HH T
Cb*iﬂl?ld’)l dledlls @é HHI@%II(\CIC{? SUHT U g |

FHHATA SATRAT FAHI TT ATATH] A FIqaad a1 qAGd w1 Gd Giqaad a1 wrEars]
ATARF AEHAES (ATYE ¥) AAT FTAT T TG G | T&T Ih HAee Je AT 4T
Gfaares AFHT T ATIFR SIS/ TWRATARATS  EAS, |

F f&= /aoar

F1Y & q9T "vel AU ARFRB! [FIH ATAR &5 ¥ thegdl sl IR dATaR Arasiiae
ferarept o qum Frated THIH=T Afadfg afq F¥ IS |

SvRaTew Glaem qar |er fear

ATRAT TERIAT THITHER! FH G TP AT FHART Feoled TIRATITHAT Afqieeh aaa famr
qITHIE HTH THIT FERT AT S | Flaciehiel FHARIS AR T4 9= fagrer fa=ar a#a
ATAYAFAT AR HTH T A& TRUHT B | TEAT GHHT BT T AT FHATS FHel T TeBTERT
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Tgr foar aTeT B | TFS HHAT ATRAT ATk T BT AT BREAAAT TATIET [aaTeh!
femr ar afafes TwaeT #9799 T AR THIE |

e faT

FHARIA Tk AiedqTH R (&P T qAdl (a8 S aH | FHARI [aardT a&ddbl AT dUH
TOHT [aaTHT 3% AR (69 Iool@ T ATdEH J97 TRI Fehd TRISAIAS, T AT [9aT Frehd
T a1 A AfgerR Hwraaiieaiaer o I STt / AR Rl B, |

gt faar g9 Wit TR ar {1 St FESTHT HH RS TSTAT AGE qqd AAEIE
e fa ST qae FEdl MG |

fermy foram

TR FHARTATS 9iq Afewr q fa7 awer goar frrdr faer fogv & S foer favrdr squeer
FIXITHT AT A9 qTg=e T 9T Bl AT HWT TUAT ATTITF THTT THA TTSATART / TARTIABTHT

TeT IS |

£
TS GRBRBT (HIRTTAR AR G FT IS /AR FTAAART FTATAASE HTAHT § Fadl TRAS,
|

AT 7 T AT A6
TSI / TR ABTRT HTHIT [T Bl T BT ATATAATRT A= AT JTASTHTF AT Th
fae TS S | TTSHTCTeRT / FARATIATeRT ATH TRl faaT B 9f FH=TIT o= T oI

c N Q = = =~ 2 Y

Y& T qTS S | T TFRIATHT Ioold TUHT ATeeh AT Hel G TRl Jiadr a1 amie=rHie
FHETI TS A |

A=A

FTI FATTAT TAT F HATT AT THT ATATSTATR GATADT AYEW T FHAIR! T g, |
FHAT TS ATAHT / ARANABTR] AT FHARGEATS TRRICHE FTHT AT A @TeAD! AT
HAERT T AYEAT TRUH G | FHARG BATAT GrI=A] q9T AThiq AAEHT FHT AT,
FHATN AT FTIRT ATAATRT fed g T I= TATRIRGT, THHSAT T Fdileh A=Y e

T, (STGAT %) |

AThITd fedel AT, Tl a7 AT TTAT HHARIA GEIHTH! ATl Ah ATIHI<E
AHFNIES FIAN T a7 T & S | FHAKS AR GoaR AAH Hhd FATAT o0
AT G b Ui ARRITT ROee Aresi=ies T g |
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Annex 3: Performance Evaluation Sheet

Position: WASH Coordinator

Name of the employee:

Date of evaluation:

Evaluation Period: FY ......cccceeuuen.

Evaluati
. Self- Justification valuatio Evaluation by
Main Full . n by . Average e a:
. . L Evaluation by . Evaluation Justification/
S.N. Evaluation Evaluation Criteria Mark Superviso Score
by Employee Employee Team Remarks
Category 3 r (C+D)/2
(A) (B) (D)
(€)
Ability to work as mentioned in the 8
job description
Efficiency and SkI”S.tO work according to project 5
1 Skill working approach
Necessary initiatives and
performance with positive thinking 5
according to efficiency and skill
Quality of constructed structures 8
lity of ity buildi
Job ng | Yo capacity building 6
activities
2 Knowledge -
. Plan vs. achievement 6
and Skill -
Budget expenditure and 5
transparency
Coordination with office of
Municipal executive and related 3
sections
3 Coordination | Coordination with the project and 3
WASH Unit staff
Coordination with other 3
stakeholders
4 Fpizzgftlicng Timely reporting of all reports 6
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Capacity and performance to

mobilize and supervise WASH Unit 7
staff
: Management Timely reporting of all reports 5
Capacity Understanding and follow-up of
project guidelines and manual, 7
including, PIM, SBS, Procurement
Procedure, GEDSI strategy etc.
No of WASH-MC meeting 5
Teamwork 5
Politeness and ethical issues,
behavior in community and with 5
6 Other other stakeholders, representation
of the SUSWA
English writing skill 4
Innovative ideas 4
Total 100

Key Target of the staff for next fiscal year

1

2
3
4
5
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Position: MIS Officer?

Name of the employee:

Date of evaluation:

Evaluation Period: FY

Self- e . .
. . Justificatio | Evaluation | Evaluation by
Main Evaluation . Average e .
. . L Full n by by Evaluation Justification
S.N. Evaluation Evaluation Criteria by . Score
Marks Employee | Supervisor Team / Remarks
Category Employee (C+D)/2
(8) () (D)
(A)
Skill to design data base system,
analyze the data and generate 10
report
Job Knowledge -
1 and Skills Knowledge on N-WASH MIS and its 10
tools
GIS Map preparation 10
Updating MIS/ up to date 10
Data management in the MIS
. 10
considering GEDSI/CCA/DRR
) Target Vs Accuracy in data management 10
Achievement | Map generation as per the 10
requirement of WASH sector
Report generation and providing to 10
WASH Unit timely.
Teamwork 5
Politeness and ethical issues and
coordination with WASH Unit and 5
3 General municipality officials
Innovative ideas 5
Punctuality on work 5
Total score 100 0 0 0

3 APE of MIS Officer will be done, if MIS Officer is appointed from MWF.
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Key Target of the staff for next fiscal year

1

v A |WIN
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Position: WASH Facilitator

Name of the employee:

Date of evaluation:

Evaluation Period: FY

behavior in community and with

. Self- Justification BRI Evaluation by
Main . n by . Average e ..
. . L Full Evaluation by by . Evaluation Justification
S.N. Evaluation Evaluation Criteria Superviso Score
Marks Employee Employee Team / Remarks
Category r (C+D)/2
(A) (8) (D)
(€)
Possesses skills to perform
community/ward/municipality 7
/School level CB activities and
awareness campaigns
Job Skill to mobilize community and
1 Knowledge | tcpy, municipal health section and 7
and Skills mother groups, child clubs etc.
Understanding on School WASH 7
and Total Sanitation
Understanding on DMM 7
Achieved total sanitation targets 10
Achieved targeted HH monitoring
10

for TS
Achieved DMM promotion targets 10

5 Target Vs Achieved three-star model of 5

Achievement | schools

Achieved sanitation, hygiene and 10
DMM/MHM related CB activities
Conduct campaigns at community, 7
school and other places as planned
Teamwork 5

5 General Politeness and ethical issues, 5
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other stakeholders, representation
of the SUSWA

Innovative ideas 5
Punctuality on work/regularity in

) 5
the field
Total score 100

Key Target of the staff for next fiscal year

1

2
3
4
5
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Position: WASH Technician

Name of the employee:

Date of evaluation:

Evaluation Period: FY ......cccocveennee

behaviour in community and

Self- e Ev'alua Evaluation
Evaluation Justification tion by Average
S.N Main Evaluation . L Full by by . Justification/
Evaluation Criteria by Evaluation Score
Category Marks Employee Super Remarks
Employee . Team (C+D)/2
A) (B) visor D)
(©)
Possesses skills to construct 10
WASH schemes
Skill to mobilize community,
conflict management, and
coordination with WUSCs,
1 Job Knova\(/'Iﬁdge and municipality official, WASH 10
s Unit staff and others/Conflict
resolution
Understanding on WUSC
governance, public audits and 10
Water Safety Plans
All planned structures 10
completed in time
Quality of constructed
structures is according to 10
y standard
2 Ag:i(rj/eetm:nt Pipeline depth is according to 10
standard
WSP formulated in all 10
completed schemes
WUSC store book and store 10
properly managed
Teamwork 5
5 General Politeness and ethical issues, 5

32



with other stakeholders,
representation of the SUSWA

Innovative ideas 5
Punctuality on 5
work/regularity in the field

Total score 100

Key Target of the staff for next fiscal year

1

i BhWIN
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Position: Social Mobilizer

Name of the employee:

Date of evaluation:

Evaluation Period: FY

Self- . Evaluatio Evaluatio
Evaluation e g n by n by Average
Main Evaluation . . Full by . . Justification/
S.N. SEEy Evaluation Criteria Marks by ETT Superviso | Evaluatio Score Remarks
Employee (B) r n Team (C+D)/2
(A) (€) (D)
Possesses skills to perform
community/ward/municipality/school 10
level CB activities
Job Knowledge Skill to mobilize community and

1 and Skills coordination with WUSC, municipality 10
officials and others/conflict resolution
Understanding on WUSC governance,
public audits and SBS activities/WUSC 10
book keeping
All planned schemes completed in 10
time
GEDSI composition maintained in 10
WUSC, mass meetings etc.

2 Target Vs All CB activities completed in time 10

Achievement

SBS steps properly followed and
public audit conducted according to 10
the project rule
All reports submitted in time 10
Teamwork 5
Politeness and ethical issues,
behaviour in community and with

> General other stakeholders, representation of >
the SUSWA
Innovative ideas 5
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Punctuality on work/regularity in the
field

Total score

100

Target of the staff for next fiscal year

1

2
3
4
5
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Annex 4: Time Sheet for WASH Unit Staff
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Annex 5: Code of Conduct for WASH Unit Staff
TEATART/ ATCATART AR G, GCEHRTE TAT TodT TS Aaiid BT FHATHEERT ATATCHRIAT

AT STATREEAT e TRTAeRT / ARATAHT AR @RI, GYERE qa1 E@wodl (A1) IHRIEAT
FEHTT FHATUZEA ATATITUA FTALUTETHT ATHAT TR RS | TAA FHATLERA ATRAT HHET (ATGATHT it
T famue fRutoee aren @@a @t SEREae R W@/ )

T ATHT fT AU, AYARTE 97 Feoal ATESHIR qe7 a7 JTIET g T Jod &eahl Al A=
AT TEH | A7 A&7 g Tl ATRT q THIZAT FALG FHAR Eed qui qfeagar sfaed &o | T aan
FEETEH TIHT JEEA A STEALUT HE AT AT TRHT ITHIER T T T TEH |

AT T G sitfea wvammee fmior 7 7t &igq ax fafven qgan deamm qan Jdfiew aman sifiafy
T GIEART TG T T GHa WA TEHT T T FHATETHT THT TIER a1 FW TEAE qGHIIA
I ATAUTEE fGeq T QT aHIfSH AT T 81 & qrafead FHART T €qr gideht aum AT ™ Juse
FATAA FHHAR! AHAAT T TG THA FET 2T FHAERAE A qagRae e g7od | FHaeed
T AR, ATEAIUT, ArAed qoT FIUEE THIEA AS(IhaTe (ATelieadt §7or | glh FHATLZRA qFIEd T Hgaht
HATETHT THIA HAITAATRT HATHRA TLEHT &0 | Tqd: AT AET HEag FHATEEA g 9770 (Role
Model) F1 TTHT THITAT TEIA THILE | TEA Tl TFHIAA FHATHR TGEAE T TFIeet T TGRER
TAT AFH, JYTTAT AAT AHIAF THEHRTUTHRT ATELEEHRT [GHT T J@A AT qagNEw I99A ™ aFed |

THA T TRTEAT FELA FHATURERT ATHT AT ATHILERAT qATL TR AR ARTH © |
TH ATATCETEAT AaiidaT HAETTd WIUSERATE (F AIX AT fawmem TiusT © |

®. AT TSR T
T THEHT FAEIAT FAGH TAHT A FIEE:
q. G T qAT & BT AR AT FACEAT T, ATGART qFEdT WO,

3. 3TE RIECHAT UFEATTAHT ATHT TSR] qGEAT WTH,

3. FEEUH GCARE AT FEi@aar a1, e, a== (IEC materials) awmfeest qewi,
¥, A3 FHAKIEEA g EH TIART T ararell SqagNaedh! THam TOat qre T,

Y, FHARESA Fd, O a1 qAEauiy axawgAm fave eam feuat,

€. JTEIURE AEEE
R A FHATUESA FTEAT (afh-romt oo WoaT dereeard afand o areet TS |
o, FHERT [AAGAHT TIAE TFHN qAT ARIUEF FAER THUEH T AT Geahel, TCRIRT qaT eHant

AR LT AT EAUEH | Figed U eAgr IO, FERell qAT TFIRT T ATAAAART A=A
TR G AFEF, ATFAT AT AHIE THISHHTOT J FFER TS |

5. @ed YN AUART T AAAEA ATE 0™ [d ST e Mt et Tuwt THuEs | qrRAT froretar
AT R T T TAT ATRAT FTHET GFA AHTRT PRATRATIER TS | THHT AT SHAT =g
ARTCHS JT TH Tt Afweaferge f g7 |
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Q.

qe.

9z.

9.

Y FHATGEA ATCHF AT qfamd TodT S qgaht TSIl U AL | Fi T HIIETCHT
& af gare st sfrafiaamn dar woaT a1 A @ T a1 g sfafaaar W
ST A &Y &9 Afem JTasad TEe AW Ih FHATATE, JAEART FUAET &0 | Y T THTLHRT
gfieaT fashar a1 §a1 JTEEFarE JTW A G Afanf Tt it IEeT WH | SUHEhT afkfd,
qAT MSATART / ATLATART AT, TLARTG AAT ETTHAT FITATE g TS TRTCRT ATHH FILETCERHT
qui qIEEiaT FEH T S FHATEE a9 QU7 a6RT EIIRO |

T I FHATEEA IJUHITH I TIEIET a1 qHIWAE, TR HIOATE a1 AT AT T
T THTLH THA IOt T foam ge |

arafeem frmae g adgdar wesmas faua w89 o s afdagar qar steaen @
FH, GTETNT AT FTHUTAAT ETha AHGRHT ATEATHT IJTNITRIEEATE Fel STYATE fogae | ITReg
T AVTHT fITadT AT AT FATE qfF F faoamn Sams figds au swmsear [fiet &<
Aieft s T $ERUls AT I TEHT F9Th s |

TR Higed uf f.aew @ aar s gfaen @i e |
FHIIHT FTH Tal 3T A arerwt qar fired TR @meT &4 |

. ST FY TG S AT AT GHIWA AL MeEETH! TANT Teged T ST Iufedfcr g

ATh FLT M0 T T T |

Fieed aft FY TFRE Tofad Tgadt W fag g9 T & af Tomfas 3| a1 awgerd auds T
§ | FEHRT R AT AT THIT TS FH T AT T [GO09reh TAedr Wi fa gam T s
frofgeng gwifaa o @@ T w0 veTafa s aweR 3fEw g

FAATHT IJTHIUER, EQIAUEE AT FITATRT FAAAHT ATET AT JART IS |

AUTAHT FELA TG TR MU FHESATA AR a9 FHaRS faw o T arasn
D |

T I TeRTCRT i ZETTHT GEWHT g1 T & O TeRTERT A3Teh, STaTsl aor arTieeh fasg m
FIUAT T A |

AT FLHRTLATE FEA FAAH B AT afquast 1 afd R g g1gem |

T, AT ATELOT

0.

1.
RR.

Q2

FeHTATRT famit @AuT, qeawE qan wEeear T AT e £ af gt dW meor
qAT AR U affd R © | F O FHARS FY T IHFRE DA WE0T a1 g
TRHT AT TET T JATH AT AT TEq! FIUAT TEaE1T AR TAHT Tehld JTaAan] el gt
qGTEA |

TET THLH A A Hifaw ar difas a@d gaaFs T AT aa1 @ &H=r 3491 AN §7O |

TE Fe AT A FAATE GF, HFA T a1 T @ioq, T 0 SR anfit gew=
TETe, foerren, fadt awed uaET Bratddmge 1Ee |

IUATH CRITFATIERAT F I FHATEE S @ a1 T&dl FUAT FHATE qgai T ar afea ™
T qE G Mg ATHRIET ARATE @SN AT FF U EATHT HH TG |

o, AR O A7 AU Faiead =IOt
¥, ATHAT FHEHTAT F af FHAGA AT da T quidan g afogwr o |
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Y. F U FHENA 37T AR S T qAT AN U G AU RS afeld T TEER
SrETeTET qui &aAT gfaafeead © |

2%, FHARIEEATE GUIW AT 7T AIVRITLEEH! ATHHT AT a9 TH Tecdg 457 | g o1 ea™ fam
T © o aHTEECHT STaE Al dauate aefead FHAST AT Gled ST T agani
TMEYTIART / ALATARTRT THT TIASTHT ARRLIHE HEAT T AT |
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