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PREFACE

The National Decentralization Policy, instituted in 1998 by the Malawi Government, emphasizes
community empowerment through the transfer of power and responsibility to the local authorities.
Since then, there has been an increasing emphasis on developing community ownership through the
adoption of practices like Community Based Management (CBM) training.

However, many district government offices are facing limited operating budgets allocated from
central government, and financial assistance from donor agencies is not always guaranteed. This
often limits the ability of the district to effectively support the community led operation and
maintenance (O&M) activities on a wider scale. The key strategies in overcoming this challenge are
both to use available resources effectively, and to leverage additional funds for O&M.

Monitoring activities are often carried out by a range of different actors at the national level,
including the Ministry, NSO, Donor Agencies and Non Governmental Organizations with the aim of
coming up with a sector wide information system that could provide vital data and information for
programme/project planning and implementation as well as resource allocation and prioritization in
the sector. Regular data collection and analysis will provide a robust monitoring and evaluation
(M&E) and management information system (MIS) systems that inform performance of the sector.

Malawi has through the M&E Technical Working Group built a National WASH M&E Framework since
the beginning of 2014 which included the WASH M&E database tool at the district level. This tool was
further tested in Mchinji district in late 2014 and additional indicators related to the O&M for water
points such as CBM training, Area Mechanics and spare parts supply chain were incorporated into
this tool based on the O&M framework developed through the “the Project for Enhancement of
O&M for Rural Water Supply in the Republic of Malawi”.

It is hoped that the experiences compiled in this manual may provide useful information all over
Malawi as the districts continue to develop strategies and plans for the effective O&M service
delivery.
Any substantive comments for improvement of the manual are welcome and should be directed to
the secretary responsible for Water Development.
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Introduction
 
This manual has been developed to support the M&E component related to the operation and
maintenance (O&M) for water points at district level which is harmonized with a National Water
Sanitation and Hygiene (WASH) Monitoring and Evaluation (M&E) framework developed through
M&E Technical Working Group (TWG) in the beginning of 2014.

The contents of the manual include materials regarding the M&E data collection system1, and WASH
M&E indicators1 including the additional ones related to the O&M for water points such as CBM
training, area mechanics and spare parts supply chains, M&E data templates, and definitions of these
indicators, as well as guidelines on how to:

 Use the WASH M&E database1 including the additional indicators related to the O&M for
water points

 Use the basic Excel and Pivot table skills for data analysis and advanced WASH M&E database1

 Prepare the hands on WASH database training

In this manual, a CD is also attached at the end of the book which includes the following materials:

 WASH M&E database (original version for 28 districts as a national standard)
 WASH M&E database including the additional indicators related to the O&M for water points

(revised version for Mchinji district as a example)
 Area mechanic and spare parts retail shop database
 Data collection templates and tally sheets
 Definitions of the WASH indicators
 Introduction of the National WASH M&E Framework

1 These contents are re edited based on National WASH M&E Framework developed through M&E TWG in
beginning of 2014.
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Part I M&E data collection system
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A. What is the Rural Water Supply and Sanitation (RWSS) M&E 
System?2 

The Rural Water Supply and Sanitation M&E system is a joint approach shared by the Ministry of
Health and the Ministry of Water Development and Irrigation to collect and analyze basic data on
WASH that can help improve service delivery in Malawi. The data is stored in an MS Excel database
where it is analyzed and used to produce a simple map of district coverage rates as shown below
figures. This approach has been rolled out for use across all districts in Malawi.

This data is collected using recurring government resources and is freely available to organizations
that request it from districts.

Step 1.

HSA completes
community data form
in their villages of
responsibility.

Step 2.

Data is entered into a
simple MS excel
spreadsheet.

Step 3.

Data automatically
populates an analysis
template built using
pivot tables in MS
excel.

2 This section is re edited based on “Guide to the National Rural Water Supply and Sanitation M&E System, May
2014”.
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Step 4.

Data calculated using
the templates can be
visualized on a district
map outline directly
within the MS excel
program. Each block
represents a Traditional
Authority within the
District. A map can be
generated for each
indicator using a drop
down menu.

Figure I 1: Data collection, analysis and visualisation tools

B. What data does it include? 

The approach collects data at the community level, as well as some information on public premises,
learning institutions, health centres as National WASH M&E indicators and some additional data such
as Area Mechanic and spare parts supply chain for the management of the operation and
maintenance of water points. Details of these indicators are described as follows.

In addition, data collection templates and definition of each indicator is shown in Appendix 1 and
Appendix 2 respectively.
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B.1 Community indicator
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B.2 Learning Institutions Indicators

AM

35. No. of WPC/VHWC 38. Year trained in initial
CBM

41. No.of preventive
maintenance contract
between AM and WPC

36. No. of functioning
and/or active
WPC/VHWC at this
moment

39. No. of WPC/VHWC
trained in CBM
refresher

42. Year.of preventive
maintenance contract
between AM and WPC

37. No. of WPC/VHWC
trained in initial CBM

40. Year trained in CBM
refresher course

CBM
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B3. Indicators for Public Premises
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B4. Health Centres indicators
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B5. Area mechanic database

B6. Spare parts retail shop database

C. How is data collected?3 

Data is collected by district government extension agents, primarily Health Surveillance Assistants
(HSAs) with support from Water Monitoring Assistants (WMAs).

Data is aggregated in Health Centres and passed up to the District Coordinating Team (DCT) where
data is entered in the database and shared across members of the district.

3 This section is re edited based on “Guide to the National Rural Water Supply and Sanitation M&E System, May
2014”.

Area
No. Name Sex Village Traditional Authority Contact Date of

Registration
1 Eftone **** Male Mikundi Mduwa 0991 *** *** 1/1/2013
2 Edward **** Male Chakhalira Mduwa 0996 *** *** 1/1/2013
3 Andrew **** Male Mkanda Mkanda 0999 *** *** 1/6/2012
4 Fanuel **** Male Gumba Mkanda 0884 *** *** 1/6/2012
5 George **** Male Chimombo Mkanda 0993 *** *** 1/10/2013
6 Nelson **** Male Chipumi STA Kapondo 0993 *** *** 1/10/2013

NO. NAME OF SHOP VILLAGE TRADITIONAL AUTHORITY Contact CURRENT SITUATION

1 Pagwanji Enterprise Bua Trading Centre Mlonyeni 0991 *** *** Selling

2 R.K. Hardware Matutu Trading Centre Mduwa 0996 *** *** Selling

3 Angoni Grocery Kaigwazanga Mkanda 0999 *** *** Stopped selling

4 Zuze General Suppliers Waliranji Trading Centre Mavwele 0884 *** *** Selling

5 Give and Take Mikundi Trading Centre Mduwa 0993 *** *** Selling

6 Yanu Yanu Kapiri Dambe 0993 *** *** Selling
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District Environmental Health and Water Development Offices then communicate this information to
their respective line Ministries.

Figure I 2: M&E Information Flow Diagram

Box 1: Pilot test in Mchinji district in 2014

Mchinji district tried to carry out the data collection excise in late 2014. The district environmental
health office and district water development office took full responsibility for all processes such as
below.

No. Work process Responsible
person/office

No. Work process Responsible
person/office

1 Data collector orientation AEHOs 6. Data validation AEHOs
2 Distributing forms AEHO 7. Data compilation DDEHO
3. Data collection 8. Data analysis
3.1 Data collection for community

indicators
HSAs 8.1 Data analysis Local AEHOs

3.2 Data collection for Learning
Institutions

HSAs 8.2 Data analysis District DDEHO

3.3 Data collection for Public Premises HSAs 9. Present to DCT DDEHO, DWDO
3.4 Data collection for health centres

indicators
SHSAs and/or
AEHOs

10 Keep official version of
database

DDEHO, MEO

3.5 Data collection for area mechanic
database

WMAs 11. Report data

3.6 Data collection for spare parts supply
chain

WMAs 11.1 Report data to RWDIO /
MoAIWD

DWDO

4. Collecting Forms at HC AEHOs 11.2 Report data to MoH DEHO
5. Entering data AEHOs
Abbr.: Assistant Environmental Health Officers (AEHOs), Water Monitoring Assistants (WMAs)

Health Surveillance Assistants (HSAs), District Water Development Officer (DWDO)
Senior Health Surveillance Assistants (SHSAs), Deputy District Environmental Health Officer (DDEHO)
District Environmental Health Officer (DEHO), Monitoring and Evaluation Officer (MEO)

Ministry of Agriculture, Irrigation and Water Development (MoAIWD), Ministry of Health (MoH)
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D. How frequently is it updated?4 

Verification exercises have found that data collected presents a good overall picture of a district that
can highlight areas for more targeted follow up. While not perfect, accessing this existing and freely
available information can help interventions to more efficiently and effectively prioritize their efforts.

E. Reporting 

Field reports help the responsible Sector to build a bigger picture of what is happening in the sub
sector. It also helps the Sector to learn which strategies and methods are helpful or not, what is
working and what is not working.

The information in the reports goes into Management Information Systems (MIS). It is added to and
compared with information from the other reports. This information helps the Sector to improve the
understanding of how the project is running at the district level. The information in reports should be
numerically aggregated with other information to compile statistics. While numerical information is
not enough, it gives a wider picture of the programme to guide decision making.5

Sample report format is shown in Appendix 3 as a reference.

4 This section is re edited based on “Guide to the National Rural Water Supply and Sanitation M&E System, May
2014”.
5 This description is re edited based on “Water Supply and Sanitation District Operational Manual July 2010,
Ministry of Irrigation and Water Development”.
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Part II WASH M&E Database

Note: These contents are re edited based on National WASH M&E Framework developed through M&E TWG in
beginning of 2014.





Part II – 1  Basic Microsoft Excel 2007 
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A.  Introduction 

This section is an introduction to the basic functions in Microsoft Excel 2007.

It covers the following topics:

 Basic Parts of the Excel Screen
 Moving Around a Worksheet
 Office Button Menu
 Entering and Changing Data
 Basic Formatting
 Formulas
 Sorting Data
 Filtering Data

A1. Common Keyboard and Mouse Commands
Throughout this manual, the following terminology and notation is used to represent
commands using the keyboard or mouse.

Click: Press the left button of the mouse.

Right click: Press the right button of the mouse.

Double click: Press the left button of the mouse twice. This should be a quick motion of two
taps in a row.

Click and drag: Press the left button of the mouse and keep holding it as you drag the
mouse in the direction you wish to go.

Select: For one cell, click on the cell. For multiple cells, click on the cell in the top left part
of the range that you wish to select, hold the mouse, and drag across the remaining cells to
the bottom right part of the range. The selected data will be highlighted in a thick black box
and shaded in grey. An example of a selected range of cells is shown below.

<Enter>, <Tab>, < >, etc.: Press the key indicated within the <> brackets. 
<Ctrl+__>, <Alt+__>, <Shift+__>, etc.: Press and hold the key shown left of the + sign, then
press the key after the + sign. E.g. <Ctrl+s> means press and hold the Ctrl key, then press the
s key.
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B. Basic Parts of the Excel Screen 

1. Ribbon: Highlighted in the red box in the above, this is where you can find a menu of
functions for Excel. There are different tabs, such as Home, Insert, Page Layout, etc.
Each tab has a different set of functions. You can access the tabs by clicking on them.

2. Office Button: When you click on this button, it will open up a menu of common
functions, such as opening, saving, and printing files.

3. Save Button: Click on this button to save your work (see more detailed description in the
Office Button Menu section).

4. Help Button: If you want to look up how to perform a task, or have a problem, click on
this button to access a help menu. You can search in the help menu for answers about
how to use Excel.

5. Active Cell: This shows up as a thick black box around a cell. In Excel, a cell is a single
box of the spreadsheet that can store data. The Active Cell is the cell that you are
currently on, and can manipulate the data inside of it.

6. Row: One row of data is a horizontal set of cell (see yellow box). Rows are labelled with
numbers (e.g. row 7).

7. Column: One column of data is a vertical set of cells (see green box). Columns are
labelled with letters (e.g. column K).

8. Name Cell: This tells you where your active cell is. In this case, it is A1. This means it is
in Column A, Row 1.

9. Formula Bar: This displays the data or formula that is stored in the Active Cell. You can
type in this formula bar to add, change, or remove the data or formula in the Active Cell.
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10. Sheet Name: This is the name of the worksheet in Excel. In each Excel workbook (the
name for an Excel file), you can have multiple worksheets. Each tab is a different
worksheet. You can access each sheet by clicking on the tab.

11. Scroll Bars: The scroll bar on the right hand side moves up and down. The scroll bar at
the bottom moves side to side.

12. Zoom: Click on the + or – to zoom in (make text on screen appear bigger) or zoom out
(make text on screen appear smaller).

C. Moving Around a Worksheet 

There are different ways to move around a worksheet in Excel.

Using your mouse: Move the mouse pointer around the screen to the cell that you wish to
change and then click on that cell to make it the Active Cell.

Using scroll bars: If you need to see parts of the worksheet not shown on the screen, you
can move around the worksheet by clicking on the arrows on the ends of the scroll bars to
go in the direction you wish. You can also click and drag the grey box inside the scroll bar to
move around the worksheet.

Using arrow keys: Starting from the current Ac ve Cell, use the arrow keys ( , , , or )
to move around the worksheet. If you press the key once, it will move the Active Cell up,
down, left, or right by one position. If you hold down the arrow key, then it will keep moving
in that direction.
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D. Office Button Menu 

When you click on the Office Button, it will show a menu of common functions and a list of
Recent Documents. The Recent Documents are the most recent files that were opened.
These files can be accessed by clicking on them. The basic functions are:

1. New: Create a new, blank Excel workbook.

2. Open: Open an existing Excel workbook. Find the file that you wish to open in the file
explorer window that pops up and double click to open it.

3. Save: Save the current workbook. The first time you save, a file explorer window will
pop up (see below).

You need to give the worksheet a file name and a location. Find and click on the folder that
you want to save to in the file explorer.

Type a name into the Filename box and <Enter> or press the Save button. After the first
time, when you press the Save button, it will save the workbook under the filename
assigned to it. You can also use the Save button at the top of the screen, or <Ctrl+s>.
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Save frequently, about every 10 minutes so you do not lose your work when the computer
fails or power is lost.

4. Save As: Save the current workbook under a different name. This will take you through
the same process as if you were saving a workbook for the first time. This function is
helpful if you wish to have multiple versions of a file. For example, you have changed
some data and want to keep the old and new version of the file.

5. Print: Print the workbook file. This will open a Print menu with multiple options, such as
number of copies, sections to print, etc. Print menus change depending on the type of
printer you have.

6. Close: Close the current workbook.

7. Exit Excel: Close Excel.

 

E. Entering and Changing Data 

The following example will demonstrate how to enter and change data in a workbook.

1. Go to the cell where you want to enter data. It will become highlighted with a thick
black box. In this case, we are starting with A2.

2. Type in your data. You will see this appear in the cell, as well as the formula bar. Press
<Enter> when you have completed entering the data. This will take you to the next row,
where you can continue to enter data.

3. Optionally, you may use <Tab> to move to the right, instead of down, if you want to
enter data across the row.
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4. To change data, go to the cell that you want to change. Either double clicks on the cell
or on the formula bar. Type in your change, then <Enter> or <Tab>.

F. Basic Formatting 

In Excel, the look of the worksheet can be customized using different types of formatting.
Basic formatting options are located under the Home tab, in the groups Cells, Number,
Alignment, and Font. These groups will be described with examples to demonstrate some
common basic formatting options. More advanced formatting options are available in the
Style group.

F1. Cells
This group includes options to modify the look of each cell. The key button is the Format
button. Click on this button to see the drop down menu. Under Cell Size, you may set a row
height or column width, or let Excel automatically fit the size of the row or column according
to the data.

Column widths and row heights can also be set by clicking and dragging the edge of the
column or row to the desired size. In the example below, the text in cell A1 is too big to fit in
the column width, so it was adjusted to make it wider.
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F2. Number
Data may be formatted in different ways, depending on the data type. In the Number group,
there are different options for how data will be presented. There are options for currency
($), percentages (%), and to add a comma (,) for thousands separator. There are also
options to add or take away decimal places. In the drop down menu in the Number group,
there are more formats and advanced options. To assign or change the number formatting
for data, select the cells that you wish to apply the format to. Then select a format with one
of the buttons or selecting from the drop down menu.

Some key types of number formats are:

Number: General numeric data. By default, it will assign two decimal places.

Percentage: For percentages. The data needs to be entered as the decimal number (e.g.
0.85), and will be automatically formatted into a percent (85%). Do not enter the percent
number (e.g. 85), as that will result in it being multiplied by 100 in the display (e.g. 8500%).

Short Date or Long Date: For automatic formatting of dates. These will put dates into a
specific format, depending on the setting of the computer.

Text: For normal text (e.g. names, villages).
Examples of these formats in an Excel worksheet:
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F3. Alignment
This group contains options to change how the text is aligned inside the cell. It can be
aligned in different ways vertically (top, middle, bottom), and horizontally (left, centre, right).
The text in a cell can also be wrapped. This means that if the data typed in the cell takes up
more space than one line, it will automatically go to the next line. By default, numbers are
aligned to the right, while text is aligned to the left.

An example of wrapping text for cells A11 and A12 because the text is too long for the
column width and we don’t want to make the column too wide.

F4. Font
Fonts are different styles of text. This group contains options to change the look of the
text. , and they each have a name. In this spreadsheet, the font name is Calibri. The font
size is 11, which is how big the font appears. The bigger the number, the larger the font.
Underneath the font name and size boxes are options for formatting the font, borders,
colour of the cell, and colour of the font.
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Examples of changing the font colour, cell colour, and border:
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G. Formulas 

You can do calculations, similar to using a calculator, inside of a cell. These are called
formulas. The following example will show how to use basic formulas in Excel.

If you wish to add together multiple cells to get a total, you can use the SUM function. In
this case, we want to know how many bottles each person has ordered.

1. Go to the cell where you wish to calculate the sum. In this case, it is E2.
2. Type =SUM (in the cell or in the formula bar.

3. Click on the cells you want to sum together, they will be highlighted and you see
something like the picture below. Optionally, you may type in the locations of the cells
yourself. The way it works is to type in the location of the first cell (B2), then :, then the
location of the last cell (D2). B2:D2 means “from B2 to D2”, so it includes B2, C2, and D2.

4. Type) so that the formula reads =SUM (B2:D2), then <Enter> or <Tab>.

5. Rather than typing the same formula for the rest of the rows, you may copy the formula
by clicking on the + at the bottom right corner of the Active Cell, then dragging it down
the column. In this case, you click and drag from E2 to E5. Excel automatically changes
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the formulas to refer to the cells in the same row as the formula. So for row 3 is =SUM
(B3:D3), row 4 is =SUM (B4:D4), and so on.

You can do a basic calculation by typing “=” and then numbers and symbols. Use brackets to
group calculations. Excel follows order of operations brackets, exponents, division,
multiplication, addition, subtraction. The signs used are: + for addition, for subtraction, *
for multiplication, / for division, and ( ) for brackets.

In this example, to calculate the total price for all drinks for Chisomo, the formula is =E2*F2.
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H. Sorting Data 

The sort function is used to arrange data based on the values presented. Sort can be used
on numeric data, dates and times, or text. Sorting data helps you quickly visualize and
understand your data better, organize and find the data that you want, and ultimately make
more effective decisions. The following example will show how to use the sort function in
Excel.

1. Select the data in the worksheet that you wish to sort.
2. Click on Data tab of the Ribbon, then click on Sort.

3. A pop up window will appear. Make sure the box that says “My data has headers” is
checked so that your header row (i.e. Name, Coke, etc.) is not included with the data to
sort.

4. Do one of the following (in this example, we choose option c for the Name column):

a. To sort from low numbers to high numbers, click Sort Smallest to Largest.

b. To sort from high numbers to low numbers, click Sort Largest to Smallest.

c. To sort in alphabetical order, click Sort from A to Z.

d. To sort in reverse alphabetical order, click Sort from Z to A.

5. To sort by multiple columns, click “Add Level”, then use the “Then By” fields in the sort
window to select additional rows and orders. For example, we can first sort by
ascending order of Total $, then ascending order for Name.
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I.  Filtering Data 

Filtered data displays only the rows that meet criteria that you specify and hides rows that
you do not want displayed. You can filter by more than one column to produce a smaller
subset of data. The following example will show how to use the filter function in Excel.

1. Select the data in the worksheet that you wish to filter.

2. Click on the Data tab of the ribbon, then click on Filter.

3. Click the arrow in the column header that you wish to filter.

4. Select the criteria that you wish to filter by. Use the check boxes to select or unselect
values that you wish to include. For more advanced functions (see below), you can set
criteria, such as “equals”, “does not equal”, “is greater than”, etc. Click OK to apply the
selected filter.

5. To use criteria to filter, click the drop down menu that says “_____ Filters”. If it is text, it
will say “Text Filters”, if it is numbers it will say “Number Filters”. In this example, we
will use the number filters for the Total column.
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6. Click the criteria that you want. A pop up box will appear. Set the criteria accordingly
and click OK. In this case, we are setting the filter for Total greater than 2.

7. To remove a filter, click the arrow in the column heading that you wish to remove the
filter from, and select “Clear Filter From …”.



Part II – 2  PivotTables in Microsoft Excel 2007 
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A. Introduction 

This manual is an introduction to PivotTables in Microsoft Excel 2007. It covers the following topics:
 Background on PivotTables
 Creating a PivotTable
 Manipulating a PivotTable
 Performing Calculations in a PivotTable

B. Background on PivotTables 

A PivotTable report is an interactive way to quickly summarize large amounts of data. Use a
PivotTable report to analyze, explore, and present data. PivotTable reports enable you to make
informed decisions about critical data. A PivotTable report is generated based on a set of data in an
Excel worksheet. Different categories of data from the Excel worksheet can be displayed in the
PivotTable report, and arranged in different ways, such as counting, summing, or averaging values.

C. Creating a PivotTable 

1. Select the data you wish to summarize in the PivotTable report, or the entire worksheet.

2. On the Insert tab, in the Tables group, select PivotTable.

3. In the Create PivotTable window, verify that the range is correct, and that New Worksheet is
selected as the location for the PivotTable report to be placed, and click OK.
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4. In the new sheet, drag PivotTable fields to the desired locations to create your PivotTable.

5. To change the way that values are calculated, click on the desired field in the Values area and
select Value Field Settings. In the Value Field Setting window, select how you want the values to
be summarized, and click OK. A few common types of Value Field Settings are:

a. Sum: Adds together the values of each field within that category

(e.g. Sum of Population for GVH = 100 from village A + 200 from village B + 300 from
village C+ 80 from village D = 680).

b. Count: Counts the number of values that exist within that category

(e.g. Count of Population for GVH is 4 because 4 villages are within that GVH).

c. Average: Average of the values of each field within that category

(e.g. Average of Population for GVH = (100+200+300+80)/4 = 170).



User Guide Manual on Monitoring and Evaluation Database for Water Points

32

Tip: Check your Value Field Setting is set to the correct type of value. Otherwise, your summarized
data may be incorrect (e.g. having a Count of Population instead of a Sum).

6. If you click outside of the PivotTable, or go to another worksheet, the PivotTable Field List will
automatically disappear. To view the PivotTable Field List at anytime, simply click in a cell on the
PivotTable.

Important Reminder: If you change the source data after the pivot table is created, remember to
refresh data in the pivot table, by clicking the Refresh button on the PivotTable Toolbar.
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D. Manipulating a PivotTable 

Once a PivotTable is created, you can change how data is displayed by functions such as sorting,
filtering, and expanding or collapsing according to different fields.

To access sorting or filtering functions, click on the arrow beside Row Labels. A drop down menu will
appear. Select the field that you wish to apply this to (in this case, it can be the T/A or GVH). Sorting
and filtering options in PivotTables are the same as the standard Sort and Filter functions in Excel
(see Part II 1).

In the first example, the T/A is filtered for Chimwala, so only Chimwala will appear. In the second
example, the Sum of Population of GVH are filtered for values greater than 10,000. Note that for
Label and Value Filters, only one filter can be applied at a time.

The Row Labels can be expanded or collapsed to show more or less detail in the PivotTable using the
+ or – signs to the left of the label. Click on the + signs to expand, and the signs to collapse. In this
case, the PivotTable can be expanded to show GVHs (e.g. in Katuli, Makanjira, and Mponda), or
collapsed to only show the T/As (e.g. in Chimwala and Chowe).
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E. Performing Calculations in Pivot Tables 

If summary functions in a Pivot Table don't provide the data that you need to make a decision, you
can create your own formulas in calculated fields. Use a calculated field when you want to use the
data from another field in your formula. The PivotTable report would then automatically include this
rate in the subtotals and grand totals. For example, you could add a calculated item with the formula
for number of people per household, using the population, and the number of households. This
example is used in the steps below.

1. Click the PivotTable report
2. On the Options tab, in the Tools group, click Formulas, and then click Calculated Field.

3. In the Name box, type a name for the field. In the Formula box, enter the formula for the field.
To use the data from another field in the formula, click the field in the Fields box, and then click
Insert Field. Click Add.
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4. You may change the look of the number format in the Calculated Field by selecting the column
with the Calculated Field, going to the Home tab, then selecting a number format in the Number
group. In this example, the Calculated Field is rounded to one decimal place.



Part II – 3  Malawi National WASH M&E Database Guide 
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A. Notes on Graphics Used In This Guide 

B. System Overview 

The 3 parts of this M&E program:

Data:

Contains all the information or
data regarding each village

Analysis:

Summarized information in a
table

Map:

Displays a map of the district.
Colours change depending on
the data collected.

All three sections can be accessed using the tabs at the bottom of the screen:
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C. Enable Macros 

First please check to see if Macros are enabled. The database will not work unless Macros are
enabled.

Step 1

If you see the
“security warning” at
the top of the
screen:

a. Click the
Options
Button



User Guide Manual on Monitoring and Evaluation Database for Water Points

40

Step 2

After clicking the
Options Button this
window should show
up.

Click “Enable this
content”

Click the OK button

This window should
close and the
security warning
should disappear.
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D. Data Entry 

D.1 Finding the Datasheet and Its Important Parts

Step 1

Click on the tab that says:
“[District Name] Data”

Note

The data sheet will now be
shown.

This is where you will see
and enter village data

Note
The “headings” of the sheet should look similar to this:
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Not all headings will be on your
screen. Additional headings can
be seen by “scrolling” to the
right.

Step 2

Click and hold the mouse onto
the rectangle (or bar) and move
the mouse left and right.

This is called “click and dragging”

Note

More Headers become
available after the scroll bar
has been moved to the right
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Step 3

Return to the beginning of
the data by scrolling the bar
back to the left

D.2 Data as rows

Note

Each row of the datasheet
represents 1 village.

When entering data for one
village, it should all be in one
row
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D.3 Tips for Entering Data for a Village

Step 1

To enter the date first click on the box (or cell)
where you want to enter it.

Step 2

Type in the date using the following format:

DD MM YYYY

Note

If you correctly enter the date you will see it
shift to the right side of the box as shown.

Note

If the date was entered incorrectly it will
remain on the left of the box
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Step 1

To enter a TA you must first click the cell (also
known as a box) where you would like to enter
the TA info.

You will see a button with the arrow pointing
down appear right beside the box where you
clicked.

Step 2

Click on the button with the arrow pointing
down and a menu of TA’s will appear.

If you click on Msosa afterward, it will enter it
into the cell.

Note

After clicking on Msosa you will see it entered
into the cell

Note

If you try to enter a name that is not in the list
or do not spell the TA correctly you will see this
error.

Click on Cancel and try to enter again.
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Note

Some columns will ask you to enter a Yes or No
in the form of a “Y” or “N”

They will always have a “(Yes = Y, No = N)” note
as part of their Name

The Y or N must be capital letters

Note

If you enter a value that is not a capital Y or N,
you will see this error message.

Click on Cancel and try to enter again.

Note

Watch for the mistake of the letter “ ” or “ ” being entered instead of the number The letter and
number keys are very close together.
You will see letters shifted to the left side of the box or cell. Numbers will be on the right.
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D.4 Entering New Data to a Village Already In the List

As an example, we have received the following information:

Date of Data Collection 21 01 2013
Name of HSA Luyando
Name of Village Village 37
Village Code 222
GVH GVH 12
GVH Code 111
TA Msosa
TA Code 222
Health Center Chipata
Health Center Code 444
Village Population 1203
Number of Households 80

Step 1

Click on the “Find and Select”
button on the top left

Step 2

Click on “Find”

Step 3

Find the row that matches the data we
have. For this example we will assume the
villages have already been filled in.

Type in “Village 37” and click “Find Next”

Note

After clicking “Find Next” it will
bring you to where it matches.

Otherwise it will tell you that
there is nothing that matches
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what you were looking for.

Step 4

On the same row as Village 37,
enter the appropriate values
under the corresponding
columns.

For example:

Under Date of Data Collection,
type: 21 01 2013

Under Name of HSA, type:
Luyando

Step 5

Continue entering data for this village across the row
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D.5. Copy and Paste Data from another workbook

Step 1
Open spreadsheet that currently holds the data for WASH in the district

Step 2
Highlight cells to be copied into the WASH database analysis template. (Do not include the title cell).
Copy cells (Ctrl+C)

Step 3
Return to the WASH Database you want to copy to, on the ‘District’ Data tab.
Select first cell in the row where the data will be pasted by left clicking on the cell

Step 4
Go to the Home tab.
Click the arrow under the paste
option.
Select Paste Special
Select Values and press the Enter
Button.

Note: Do not paste directly or the
data validation features will not
function

Step 5
Repeat steps 1 4 for each row to be
copied and pasted until all data
have been transferred to the
District WASH database
spreadsheet

  



User Guide Manual on Monitoring and Evaluation Database for Water Points

50

E. Data Analysis 

To view the table to analyse data:

Step 1

Click on the Data Analysis tab at
the bottom of the spreadsheet

Note

You can now see the data analysis
sheet. It should look similar to this.

Here you’ll see data for all
Traditional Authorities and
villages.

Step 3

Change between “Expanded”
“Collapsed” views

Click on the buttons at the top
to show different views.
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Step 4: Collapse to TA

Click the “Collapse to TA” button.

Summarized information for each TA will
be shown.

Step 5: Expand each TA

Click “Expand TAs” button.

Detailed information of each village under
each TA will be shown.
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F. Maps 

Step 1

Click on the “Map” tab at the
bottom of the sheet

Step 2

Always click on the “Update Map
Option List” button first

Step 3

Click on the button with the arrow
pointing down under “Select
Mapping Option”

This will open a drop down menu,
where you can click on a map to
see the data.

After clicking on the menu the map
will update to show the
information you clicked on.



Part II – 3  Malawi National WASH M&E Advanced Database Guide 
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A. Reminders: 

Always Enable Macros
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B. Inserting a new indicator 

In this example we will be adding the indicator “Non Functional Water Source (Broken)”
This is from the definition:

B1. Adding the New Data
1. Move to the right of the spreadsheet. All new indicators must be placed on the right

side of the table. In this example we will be adding the indicator to column BB.

2. Type in “Non Functional Water Source (Broken)” as the header.

Non Functional: A water point is considered non functional if it is not providing water at the time
of a spot check. There are several possible reasons for non functionality which should be used for
standard reporting;

i. Broken: The water point is not producing water but could be repaired or rehabilitated.
ii. Disconnected: The water point has been disconnected due to other factors, but could be
reconnected.
iii. Vandalized: The water point is not producing water because of vandalism or theft but
could be repaired or rehabilitated.
iv. Abandoned: The water point is not producing water or is not being used due to water
quality reasons and should not be repaired or rehabilitated.
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3. Enter data and format the colour and borders of the column. Data here is not real and
used only as an example.

B2. Adding New Data to the Pivot Table

1. Select the Analysis Table

2. Right click the Analysis Table then select Unprotect sheet
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3. Now the Pivot Table fields pane should appear on the right side.

4. Click Options, Change Source Data, Change Data Source.

5. Make sure that the range selects all data in your community data sheet and includes
the indicator you just added. In our example our new column is BB.
You can select all columns with the mouse or change the equation below:

'Salima Community Data'!$A:$BB
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6. Now the new indicator should be available in the Pivot Table field list.

7. Scroll down in the list showing Values. Notice how the order matches the order of the
pivot table.

8. Drag the Non Functional Water Source field into the bottom of the values field.
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9. The field will show up at the end of the table and set to “Count” the values entered in
that field.

10. We want to change this to add the number of Broken water sources. So we will click
the “down arrow” beside the field on the right. Then click Value Field Settings.



User Guide Manual on Monitoring and Evaluation Database for Water Points

60

11. Change the field from count to sum.

12. You will now see the table adding the total broken water sources in the table

13. You can modify the title and formatting to improve appearance.
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C.  Adding Formulas to the Pivot Table 

This will allow you to have the Analysis Table perform calculations like this image below:

We will calculate this NF WSource (Broken) Rate by the following Equation:

= 'Non Functional Water Sources (Broken)'/( 'Total Borehole'+ 'Total Tap'+ 'Total SW'+ 'Total PS')

*Note that the data used in this example will be fake and thus, not reflective of reality.

In this example we will be using the indicator “Non Functional Water Source (Broken)” This is from
the definition:

The Data should already be entered like the following and the field should be available in the pivot
table.

Non Functional: A water point is considered non functional if it is not providing water at the time
of a spot check. There are several possible reasons for non functionality which should be used for
standard reporting;

i. Broken: The water point is not producing water but could be repaired or rehabilitated.
ii. Disconnected: The water point has been disconnected due to other factors, but could be
reconnected.
iii. Vandalized: The water point is not producing water because of vandalism or theft but
could be repaired or rehabilitated.
iv. Abandoned: The water point is not producing water or is not being used due to water
quality reasons and should not be repaired or rehabilitated.
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C1. Adding the formula to the Pivot Table (Analysis Template)

1. Right click the “Analysis Template” Tab and select unprotect sheet.

2. Click anywhere on the pivot table so the field list will appear on the right side of the screen.

3. Click anywhere on the table, then go to Options Tab, Formulas, Calculated Field.
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4. Name the field NF WSource (Broken) and build the formula. You will first insert the “Non
Functional Water Sources (Broken)” Field.

The full equation should read:
= 'Non Functional Water Sources (Broken)'/( 'Tot BH'+ 'Tot Comm Tap'+ 'Tot SW'+ 'Tot PS')

5. Since you will be dividing by a sum of a few fields now enter a “/” and an open bracket “(“

6. You can now add the first field as ‘Total Boreholes’ , and at a plus sign “+” before adding the
next field.
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The full equation should read:
= 'Non Functional Water Sources (Broken)'/ (‘Total Borehole’+ 'Total Tap'+ 'Total SW'+ 'Total
PS')

7. After adding the 'Total Tap'+ 'Total SW'+ 'Total PS' fields, you can close the bracket.

8. Now select add. After adding, you can press the OK Button.

9. Now the field should appear in the pivot table Field list
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10. Drag the field to the bottom of the “Values” box. It will automatically display it as a sum.

11. For this field we would like to display it as an average instead of sum.
Click the “Sum of NF WSource (Broken)” field in the bottom of the Values box and click value
field settings.
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12. In the value field settings, select Average under Summarize value field and change the name
to “NF WSource (Broken) Rate”

13. You will see the table updated to show the average.
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C2. Formatting the Pivot Table

1. To display these as percents and not decimals, highlight all the data and select Percent Style
under the Home tab.

2. The data is now displayed as a percent.

3. Finally to change colours, Select the column, then under the home tab, select fill.



User Guide Manual on Monitoring and Evaluation Database for Water Points

68

Your column should look similar to the following.
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D. Adding a TA to the Map  

D1. Reminders:

Always Enable Macros

To edit the map you will need to unlock the map sheet, by right clicking the tab that says map and
selecting unprotect sheet.

In this example we will be splitting TA Maganga into two parts. TA Maganga will remain south; TA
Maganga2 will be the north.
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D2. Setting up the TA Maganga2 Data

1. Click any cell in the TA column. Go to the Data Tab, then Click Data Validation then
again click Data Validation.

2. Under Source, Type in TA Maganga2. Now change the villages that belong to TA
Maganga2 to TA Maganga2.

You can now add data under TA Maganga2, or switch villages to the new TA.

3. Check the Analysis Template to see if TA Maganga2 appears.
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D3. Setting up the Map

*Before setting up the map be sure to unprotect the map sheet (see above)

1. For this example, move the TA Maganga Text Box so we can create the split.

2. Go to Insert, Shapes, Freeform Shape

For this example we will be splitting TA Maganga into two TAs.
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3. With your mouse draw in the new TA by clicking along the shape that you want.
With each click, a new point will be added. A few tips for drawing shapes:

a. You don’t need to make the shape perfect the first time, the points can be
adjusted later (see below).

b. Zoom in to the area where you are drawing the shape (click the + on the
Zoom toolbar on the bottom right corner) to get a better view.

4. Reduce the line weight by selecting the shape, go to Format, Shape Outline, Weight,
then ¼ pt. Also select Automatic as the line colour
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5. This is the result

6. To remove the blue colour, select the shape. Goto Format, Shape Fill, and select
Automatic
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7. *Optional: You can make adjustments to the shape by selecting the shape, going to
Format, then edit shape, edit points.

8. *Optional: You will be able to click and move different points of the shape around to
adjust.

9. *Important: Be sure to change the shape name to exactly match the TA we are
creating. Select the shape and click into the name box at the top left corner.
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10. In this case rename the shape to TA Maganga2 (Be sure to press enter after typing)

11. Move the original TA Maganga label and copy it

12. Paste the text box and type in the new TA’s Name in it
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13. Now you will have to update map option list to test if it is working

14. Here we selected Basic Latrine and it changed the TAs colour based on the example
data.
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E. Annex A: Solutions to Common Challenges 

1. Enable Macros

All of the analysis and mapping functions rely on macros and they need to be turned on. You may
see an error like this:

Note that by default, Excel will disable macros and the functions within the database will not work
unless the macros are enabled.

If you have accidentally disabled macros, close the Excel workbook. Open it again and enable macros
via the Security Warning Options (see below).

When you open the Excel workbook, a Security Warning will appear. Beside that Security Warning,
click on the Options... box. A dialogue box will appear. To enable macros, select “Enable the content”
then click OK.

2. Capitalization, Punctuation and Spacing When Entering Data

When entering data, make sure capitalization, spacing and punctuation is ALWAYS the same for
names so that the data will be grouped together properly. For example, if you are entering the GVH
name M'buka into the database, it needs to be entered exactly as M'buka. Examples of entries that
will NOT be valid:
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Examples:
M'buka
M buka
Mbuka
M'Buka
M' Buka

If you notice that your data has been split (e.g. there is GVH M'buka and Mbuka), go back into your
Village Data tab and change all of the entries Mbuka to M'buka.

It is also easy to confuse zero with O. Check your data if you are having problems to ensure that data
is correctly entered as “0” or “O”.

3. Unprotect a Worksheet

When trying to edit a worksheet, you may receive a message like this:

To unprotect the worksheet so it can be edited, right click the worksheet tab and select unprotect
sheet.

4. Unhide Worksheet

Certain worksheets for reference are hidden in the database. If you need to access one of these
worksheets to, for example, change colours on the map, you can unhide worksheets as follows:

1. Right click on one of the worksheets
2. Select "Unhide"
3. Select the worksheet that to you want to be shown, then click OK.
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5. Sorting by Columns Only

When sorting data all columns in the table need to be selected. Otherwise, excel will only sort the
column you select and the data in rows will no longer match correctly.

Correct: Whole table is selected for sorting. Note the column labels at the top turn blue when
they are selected.
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Incorrect: Single column within table selected for sorting. Only column E (Date of Data
Collection) is selected.

6. Map Cannot Be Produced

You may encounter an error like the one below:

This message means that the map is trying to draw something that is not in the Analysis Template.

1. Ensure that analysis you want is in the analysis template worksheet. You may need to add a
formula to the Analysis Template (see Section B “Inserting a new indicator”)

2. Go to the Map worksheet
3. Click "Update Map Option List"
4. Select the indicator you want from the drop down list

7. Incomplete Row Data

All data should be entered in a row before moving on to the next one.
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Correct: Data in row is completely entered.

Incorrect: Beginning data entry in the next row before completing the one above.
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F. Annex B: Common Excel Commands 

1. Saving Your Work

You should regularly save your work by clicking on the Save button on the toolbar.

2. Refreshing Your Data

After entering or editing data, click on the Refresh All button under the Data tab to update the
database so that the analysis will include the most recently entered or edited data.

3. Keyboard Shortcuts

The following are common keyboard shortcuts to use in Excel.

Command Keyboard Shortcut
Copy Ctrl + C
Paste Ctrl + V
Find Ctrl + F
Save Ctrl + S
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Part III Training programme and syllabus on WASH M&E Database
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1. Hands - on Training Programme for WASH M&E Database 

It is the responsibility of the facilitator to develop the training programme to be covered in a
particular training. One of the sample hands on training programme for WASH M&E
database is shown below.

Time Activity
Day 1

8:00 9:00 Opening activities
9:00 10:00 Introduction to WASH M&E database
10:00 10:15 Tea break
10:15 12:00 Basic excel skills
12:00 13:00 Lunch
13:00 15:00 Basic excel skills
15:00 15:15 Tea break
15:15 16:30 Basic excel skills

Day 2
8:00 10:00 How to use the WASH M&E database
10:00 10:15 Tea break
10:15 12:00 How to use the WASH M&E database
12:00 13:00 Lunch
13:00 15:00 Pivot table skills for data analysis
15:00 15:15 Tea break
15:15 16:30 Pivot table skill for data analysis

Day 3
8:00 10:00 WASH M&E advanced database skills
10:00 10:15 Tea break
10:15 12:00 WASH M&E advanced database skills
12:00 13:00 Lunch
13:00 15:00 WASH M&E advanced database skills
15:00 15:15 Tea break
15:15 16:30 Catch up and questions

Day 4
8:00 9:00 Catch up and questions
9:00 10:00 Competency evaluation
10:00 10:15 Tea break
10:15 12:30 Data collector orientation guideline
12:30 13:30 Lunch
13:30 15:00 Data collector orientation guideline
15:00 16:00 District roles and responsibilities and implementation action plan
16:00 16:15 Workshop evaluation
16:15 16:30 Closing prayer
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2. Hands - on Training Syllabus for WASH M&E Database 

Based on the above training programme, training syllabus such as training module and
session is shown below.

Module No. No. 1
Module Name WASH M&E System Training
Target Training of District WASH officers and M&E officers on MS

Excel skills and WASH Database functionality
Objectives By the end of this module, participants should be able to:

1. explain a list of WASH M&E indicators
2. explain WASH M&E system
3. use WASH M&E database

Possible trainers EWB staff, MoH Environmental Health officers, MoAIWD
Sanitation Engineers, Database pilot districts (Salima,
Lilongwe, Blantyre, Mzimba South)

Total Duration for Workshop
No.1

4 days

Manuals to be used This manual
Other tools / materials to be
used

WASH M&E Database (CD) and laptop computers

Session Activity
No. Title
1 Opening Activities Opening Prayer, Introductions, Ice Breaker Game,

Expectations and Fears, Workshop Agenda, Workshop
Norms

2 Introduction to WASH
M&E Database

Introduction to the database, Background, Malawi database
maps. Introduce use potential within the district

3 Basic Excel Skills Refer to Clause Part II 1 “the basic MS Excel 2007” in this
manual and performing exercises participants will learn
basic MS excel skills including: Basic Parts of the Excel
Screen, Moving Around a Worksheet, Office Button Menu,
Entering and Changing Data, Basic Formatting, Formulas,
Sorting Data, Filtering Data

4 How to use the WASH
M&E Database

Using the M&E database work through the WASH M&E
database guide (See Part II 3) in this manual. Participants
will learn how to enter data, read the analysis template and
update and use the map.

5 Pivot Table skills for
Data Analysis

Refer to Clause Part II 2 “the pivot tables in MS Excel 2007”
in this manual and performing exercises participants will
learn pivot table skills in MS Excel including: Background on
PivotTables, Creating a PivotTable, Manipulating a
PivotTable, Performing Calculations in a PivotTable
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Session Activity
No. Title
6 Advanced WASH M&E

Database Skills
Using the M&E database (CD) work through WASH M&E
database advanced guide (See Part II 4) in this manual.
Participants will learn how to add an additional indicator,
update the analysis table, draw an additional TA on the map
and link to the analysis table.

7 Catch up and
questions

Participants will be asked to seek clarification on any of the
previous material in preparation for the competency
evaluation

8 Competency
Evaluation

A brief competency evaluation will confirm that the
participants are able to complete basic excel and data base
exercises. Advanced skills will not be tested.

9 Data Collector
Orientation Guideline
and Indicator
Definition Manual

The guideline prepared by the four WASH M&E pilot districts
for effective orientation of data collectors will be reviewed.
In this session lessons learned and the challenges overcome
in the pilot districts will be discussed. The indicators will be
reviewed to ensure a common understanding.

10 District Roles and
Responsibilities and
Implementation
Action Plan

The district participants will be facilitated through a session
in which they will define their roles and responsibilities for
the system and will create an action plan for
implementation of the WASH M&E database.

11 Workshop Evaluation Participants will complete a workshop evaluation form.

12 Closing Activities Closing prayer and certificate distribution



User Guide Manual on Monitoring and Evaluation Database for Water Points

87

Module Title WASH M&E System Training
Session 1 Opening Activities
Appropriate
Facilitator
Background

Experts in training, having knowledge and skills in participatory
development.

Objectives  To break ice and help participants to know each other
 To draw out participants expectations and fears about the

workshop
 To explain objectives and link them to expectations and fears
 To get trainees to agree on basic norms or rules for the workshop

Expected Outputs  Participants get to know each other
 Participants are ready to actively participate in the workshop
 Participants are ready to abide to their own norms
 Participants are ready to follow the time table

Timing / duration Day 1 – 1 hour
Appropriate Venue Big, well ventilated room equipped with mobile chairs. Sitting in circular

form

Methodology Interactive Exercises
Materials required Markers, flip charts
Handouts Workshop agenda

Session Steps
Step 1 Opening prayer – ask for a volunteer from among the participants
Step 2 Split into groups of 3 4 and Introduce the idea of “Rhyming” Names

– e.g. Charming Chisare, Mighty Mwansa, Powerful Phiri – ask each
group to help each other find rhyming names. Then bring the whole
group together in a circle and ask each person to introduce herself
with a rhyming name (and action), which everyone repeats.

Step 3 Divide into groups to discuss – “what are your expectations and fears
about the workshop? Round robin reporting.

Step 4 Present the workshop agenda and relate them to the expectations.
Make a list of items which are not included in workshop topics.

Step 5 Discuss the proposed starting and stopping times and tea breaks and
get agreement. Point out that flexibility in the timing of sessions is
needed: often the discussion and analysis may take longer than
expected, so some sessions may need additional time.
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Step 6 Ask participants to brainstorm workshop rules. Record points on
flipchart which can then be taped on the wall.

Possible responses: start sessions on time, encourage everyone to
contribute, speak loudly, respect each other views, don’t condemn any
contribution, don’t interrupt when a person is speaking, active listening,
keep comments brief, give
construction criticism, etc.

Notes for facilitators

Attached materials
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Module Title WASH M&E System Training
Session 2 Introduction to WASH M&E Database
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives  Background and History of the database
 Overview of functionality
 Introduce potential for use within the District

Expected Outputs  General understanding of the database development process
 General appreciation for database feature and characteristics

Timing / duration Day 1 – 1 hour
Appropriate Venue Large room. Seating in circular form so that every participant is visible

to one

Methodology Presentation
Materials required Projector, Screen, Computer, markers, flip charts
Handouts Power point presentation slides

Session Steps
Step 1 Give overview PowerPoint presentation explaining background,

history,

Step 2 Show the Malawi database map examples to demonstrate functionality

Step 3 Discuss how they are currently doing data collection and how
often. Ask participants to name potential uses of the database.
Capture these on a flip chart.

Notes for facilitators

Attached materials

Presenting the Introduction to WASH M&E
Database
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Module Title WASH M&E System Training
Session 3 Basic Excel Skills
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database or Advanced MS Excel Skills

Objectives Participants will learn basic MS Excel skills including: Basic Parts of
the Excel Screen, Moving Around a Worksheet, Office Button Menu,
Entering and Changing Data, Basic Formatting, Formulas, Sorting
Data, Filtering Data

Expected Outputs  All participants are able to perform the exercises given in the
session.

 All participants able to successfully complete the
competency evaluation on Day 4

Timing / duration Day 1 – 5 hours (split into 3 sessions)

Appropriate Venue Large room. Ability to sit in groups of 2 3 around a computer and still
see the projection screen. Facilitators should be able to easily access
participants to help with computer exercises. Electricity outlets for
personal computers

Methodology Presentation and Interactive Exercises
Materials required Projector, Screen, Computer, Enough Computers for 1 every 2 3
Handouts This manual (PART II – 1 Basic Microsoft Excel 2007)

Session Steps
Step 1 Determine MS Excel skill level in the room. How often do they use it?

How would they rate themselves between 1 5? ( 1 being beginner
and 5 being expert.)

Step 2 Divide into groups of 2 3 with a mixture of skill levels in each group. If
there are advanced users ask them to help others to learn through this
session.

Step 3 Project the manual – PART II – 1 Basic Microsoft Excel 2007. Each
group will perform all recommended exercises on their individual
computers.

Step 4 Capture any questions or concerns still remaining after the session.
These can be reviewed individually or in the catch up sessions on day 3
or 4.

Notes for facilitators
If there are those that have more advanced excel skills in the room, ask them to help others by
roaming around the different groups and answering questions when they get stuck.
Attached materials
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Module Title WASH M&E System Training
Session 4 How to use the WASH M&E Database
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives Using the M&E database works through the WASH M&E database
guide (See PART II – 3) Malawi National WASH M&E Database Guide).
Participants will learn how to enter data, read the analysis template
and update and use the map.

Expected Outputs  All participants are able to enter data, read the analysis
template and use the map function.

 All participants able to successfully complete the
competency evaluation on Day 4

Timing / duration Day 2 – 4 hours (split into 2 sessions)

Appropriate Venue Large room. Ability to sit in groups of 2 3 around a computer and still
see the projection screen. Facilitators should be able to easily access
participants to help with computer exercises. Electricity outlets for
personal computers

Methodology Presentation and Interactive Exercises
Materials required Projector, Screen, Computer, Enough Computers for 1 every 2 3
Handouts This manual (PART II – 3 Malawi National WASH M&E Database Guide)

Session Steps
Step 1 Divide into groups of 2 3 with a mixture of skill levels in each group. If

there are

Step 2 Ensure all groups have a soft copy of the database.
Participants use the Database to navigate through the Guide

Step 3 Each group will perform all recommended exercises on their individual
computers.

Step 4 Capture any questions or concerns still remaining after the session.
These can be reviewed individually or in the catch up sessions on day 3
or 4.

Notes for facilitators

Attached materials
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Module Title WASH M&E System Training
Session 5 Pivot Table skills for Data Analysis
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database or Advanced MS Excel Skills

Objectives Refer to Clause Part II 2 “Pivot Tables Microsoft Excel 2007” in this
manual and performing exercises participants will learn pivot table skills
in MS excel including: Background on PivotTables, Creating a PivotTable,
Manipulating a PivotTable, Performing Calculations in a PivotTable

Expected Outputs  All participants are able to create basic pivot tables
 All participants understand potential of the pivot tables to

analyse large amounts of data.

Timing / duration Day 2 – 3 hours (split into 2 sessions)

Appropriate Venue Large room. Ability to sit in groups of 2 3 around a computer and still
see the projection screen. Facilitators should be able to easily access
participants to help with computer exercises. Electricity outlets for
personal computers

Methodology Presentation and Interactive Exercises
Materials required Projector, Screen, Computer, Enough Computers for 1 every 2 3
Handouts This manual (PART II – 2 Pivot Tables Microsoft Excel 2007)

Session Steps
Step 1 Determine Pivot table skill level in the room. How often do they use it?

How would they rate themselves between 1 5? ( 1 being beginner
and 5 being expert.)

Step 2 Divide into groups of 2 3 with a mixture of skill levels in each group. If
there are advanced users ask them to help others to learn through this
session.

Step 3 Project manual – PART II 2 Pivot Tables in Microsoft Excel 2007. Each
group will perform all recommended exercises on their individual
computers.

Step 4 Capture any questions or concerns still remaining after the session.
These can be reviewed individually or in the catch up sessions on day 3
or 4.

Notes for facilitators
If there are those that have more advanced excel skills in the room, ask them to help others by
roaming around the different groups and answering questions when they get stuck.

Attached materials
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Module Title WASH M&E System Training
Session 6 Advanced WASH M&E Database Skills
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives Using the M & E database work through WASH M&E database
advanced guide (See PART II – 4). Participants will learn how to add
an additional indicator, update the analysis table, draw an additional
TA on the map and link to the analysis table.

Expected Outputs All participants are able to add an indicator, update the analysis table,
draw an additional TA on the map and link to the analysis table

Timing / duration Day 3 – 4 hours (split into 2 sessions)

Appropriate Venue Large room. Ability to sit in groups of 2 3 around a computer and still
see the projection screen. Facilitators should be able to easily access
participants to help with computer exercises. Electricity outlets for
personal computers

Methodology Presentation and Interactive Exercises
Materials required Projector, Screen, Computer, Enough Computers for 1 every 2 3
Handouts This manual (Part II 4 Malawi National WASH M&E Advanced Database

Guide)

Session Steps
Step 1 Divide into groups of 2 3 with a mixture of skill levels in each group. If

there are advanced users ask them to help others to learn through this
session

Step 2 Ensure all groups have a soft copy of the database. Participants use the
database to navigate through the Guide

Step 3 Project the manual –PART II 4 Malawi National WASH M&E Advanced
Database Guide. Each group will perform all recommended exercises on
their individual computers.

Step 4 Capture any questions or concerns still remaining after the session.
These can be reviewed individually or in the catch up sessions on day 3
or 4.

Notes for facilitators

Attached materials
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Module Title WASH M&E System Training
Session 7 Catch up and questions
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives Participants will be asked to seek clarification on any of the previous
material in preparation for the competency evaluation

Expected Outputs  Participants questions are answered before the competency quiz
 All participants are successful on the competency quiz

Timing / duration Day 3/4 – 1.5 hours
Appropriate Venue Large room. Ability to sit in groups of 2 3 around a computer and still

see the projection screen. Facilitators should be able to easily access
participants to help with computer exercises. Electricity outlets for
personal computers

Methodology Questions and Answers
Materials required Projector, Screen, Computer, Enough Computers for 1 every 2 3

participants,

Handouts

Session Steps
Step 1 Review flip charts from day 2 and 3 sessions and answer questions or

review.
Notes for facilitators

Attached materials

Practicing updating a map in the M&E system. Providing technical support through one of the
exercises
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Module Title WASH M&E System Training
Session 8 Competency Evaluation
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives A brief competency evaluation will confirm that the participants are
able to complete basic excel and data base exercises. Advanced skills
will not be tested.

Expected Outputs All participants are successful on the quiz
Timing / duration Day 3 – 1 hour
Appropriate Venue Large room. Ability to sit in groups of 2 3 around a computer and still

see the projection screen. Facilitators should be able to easily access
participants to help with computer exercises. Electricity outlets for
personal computers

Methodology Quiz in small groups
Materials required Projector, Screen, Computer, Enough Computers for 1 every 2 3
Handouts Competency Evaluation Sheet, Evaluation Database

Session Steps
Step 1 Split participants into groups of 2 3. Quiz can be completed in these

groups

Step 2 Ensure all groups have a copy of the Evaluation Database and the paper
Competency Evaluation Sheet.

Step 3 Allow 30 minutes to complete the quiz. Add 5 10 additional
minutes as required.

Step 4 Facilitator must grade the quizzes and complete the certificates over
lunch hour of day 4

Notes for facilitators
Participants should not know this is a group evaluation until day 4. Facilitator will need to grade
the quizzes and complete the certificates over lunch hour of day 4
Attached materials

Evaluating a competency on basic excel and data base exercises.
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Module Title WASH M&E System Training
Session 9 Data Collector Orientation Guideline and Indicator Definition Manual
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives The guideline prepared by the four WASH M&E pilot districts for
effective orientation of data collectors will be reviewed. In this
session lessons learned and the challenges overcome in the pilot
districts will be discussed. The indicators will be reviewed to ensure a
common understanding.

Expected Outputs  Participants are able to orient data collectors using best practice
 Uniform understanding of data indicator definitions

Timing / duration Day 4 – 3 hours
Appropriate Venue Large room. Seating in circular form so that every participant is visible

to one another

Methodology Presentation and Interactive activity
Materials required Projector, Screen, Computer, markers, flip charts
Handouts This manual (PART I M&E data collection system, Appendix 1 data

collection template, Appendix 2 definition of each indicator)

Session Steps
Step 1 Post flip charts around the room with each of the categories for the

orientation guideline
Step 2 Ask participants to write main elements as they see them on the flip

charts
Step 3 Read through the manual sections and compare to flip chart responses
Step 4 Facilitator sums up the main points of the guideline

Step 5 Give participants three pieces of colored paper to hold up after
each of the definitions is read. (red – I don’t understand, yellow – I’m
confused, green – I understand perfectly

Step 6 Take turns around the table reading the definitions. Facilitator to
point out problematic definitions such as Basic and Improved Latrines,
ODF, ODF++

Step 7 Ask participants if they foresee any issues with definitions and/or if
they seek additional clarification.

Notes for facilitators
Write out the main categories for orientation of flip charts the night before

Attached materials
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Module Title WASH M&E System Training
Session 10 District Roles and Responsibilities and Implementation Action Plan
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives The district participants will be facilitated through a session in which
they will define their roles and responsibilities for the system and
will create an action plan for implementation of the WASH M&E
database.

Expected Outputs  Documented roles and responsibilities for the M&E Database
System

 Documented Action Plan for implementation roll out
 Group agreement on next steps

Timing / duration Day 4 – 1 hour
Appropriate Venue Large room. Seating in circular form so that every participant is visible

to one

Methodology Presentation
Materials required Projector, Screen, Computer, markers, flip charts
Handouts This manual (PART I M&E data collection system)

Session Steps
Step 1 Ask participants to name all of their different roles and

responsibilities for a sustainable M&E database system. Capture these
on a flip chart (15min)

Step 2 Project the manual – How is data collected in “Part I M&E data
collection system” on the screen and add any that were mentioned in
the brainstorm to the list. (5 min)

Step 3 Ask participants to put a name beside each of the responsibilities
in the template. Facilitator types directly into the template projected
on the screen. (15 min)

Step 4 Project the suggested Action plan activities and ask the participants to
review and modify if required. (10 min)

Step 5 Add timelines and person responsible for each action as a group. (10
min)

Notes for facilitators

Attached materials



User Guide Manual on Monitoring and Evaluation Database for Water Points

98

Module Title WASH M&E System Training
Session 11 Workshop Evaluation
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives Participants will complete a workshop evaluation form. This will help
with the continuous improvement of the training materials and
facilitation

Expected Outputs Completed evaluation forms
Timing / duration Day 4 – 15 min
Appropriate Venue Large room. Seating in circular form so that every participant is visible

to one

Methodology Completion of a form
Materials required
Handouts Training Evaluation Form

Session Steps
Step 1 Ask participants to complete evaluation form
Step 2 Facilitator should collect these forms and incorporate feedback

into next

Notes for facilitators

Attached materials
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Module Title WASH M&E System Training
Session 12 Closing Activities
Appropriate
Facilitator
Background

Expert in Malawi WASH M&E Database

Objectives Closing prayer and distribution of course completion certificates

Expected Outputs
Timing / duration Day 4 – 15 min
Appropriate Venue Large room. Seating in circular form so that every participant is visible

to one

Methodology
Materials required
Handouts Completion certificates

Session Steps
Step 1 Distribute Completion Certificates to participants

Step 2 Ask for a volunteer to say a closing prayer

Notes for facilitators
Certificates must be filled in and signed at lunch on Day 4 or the evening of Day 3

Attached materials
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Appendix 1  Data collection Forms





1. Community WASH Data Collection Form including Additional
O&M Indicators and Tally sheet
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2. Public Premises WASH Data Collection Form and Tally sheet
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3. Health Centre WASH Data Collection Form



Total number of Male Staff

Total number of Female Staff

without Soap

with Soap



4. Learning Institutions WASH Data Collection Form and Tally sheet



School Number

1.Total Boys Enrolment

2.Total Girls Enrolment

3.Total number of Male
Teachers

4.Total number of Female
Teachers

5.Number of Functioning
Protected Water Sources

6.Main Source of Water
(Pick from List)

7.Is there a Clean
Surrounding Area for the
Main Water Source?

8.Main Solid Waste Disposal
Method
(Pick from list)



9.Number of Functional Basic
Latrines

10.Number of Functional
Improved Latrines

11.Number of Urinals

12.Number of Flushing
Toilets

13.Number of Toilets with
access for the Physically
Challenged

14.Number of Functional
Basic Latrines

15.Number of Functional
Improved Latrines

16.Number of Urinals

17.Number of Flushing
Toilets

18.Number of Toilets with
access for the Physically
Challenged

19.Number of Functional
Basic Latrines

20.Number of Functional
Improved Latrines

21.Number of Urinals

22.Number of Flushing
Toilets

23.Number of Functional
Basic Latrines

24.Number of Functional
Improved Latrines

25.Number of Flushing
Toilets

26.Number of Handwashing
Facilities without Soap

27.Number of Handwashing
Facilities with Soap
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5. Area Mechanic Data Collection Form



Date:                            

District:

Enumerator:

Area
No. Name Sex Village Traditional Authority Contact Date of

Registration
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6. Spare Parts Retail Shop Data Collection Form
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7. Examples to fill in the data collection forms
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Date of Data Collection 8/12/2014
Number of Functional Basic

Latrines 0

Name of Data Collector S Paul
Number of Functional

Improved Latrines 4

TA Zulu Number of Urinals 0

Name Health Facility Mchinji District Hospital Number of Flushing Toilets 10

Health Facility Code
12

Number of Toilets with access
for the Physically Challenged 2

Type of Facility (Health Center,
Dispensary) Health centre

Number of Functional Basic
Latrines 0

Operator (Gov't, Private, CHAM) Gov't
Number of Functional

Improved Latrines 10
Aproximate Number of Female

Patrons per Day 2700 Number of Flushing Toilets 8

Aproximate Number of Male
Patrons per Day 1200

Number of Toilets with access
for the Physically Challenged 2

Total number of Male Staff 128
Number of Functional Basic

Latrines 0

Total number of Female Staff 62
Number of Functional

Improved Latrines 4
Functional Reticulated Water

System Available? (Yes=1, No=0) 0 Number of Urinals 8
Functioning Stand-Alone Water

Point (Yes=1, No=0) 0
Number of Functional

Flushing Toilets 6
Stand Alone Water Source

(Pick from List-1) 1
Number of Functional Basic

Latrines 0
Is there a Clean Surrounding Area

for the Stand Alone Water Source? Y
Number of Functional

Improved Latrines 12
Main Solid Waste Disposal Method

(Pick from list-2) 4
Number of Functional

Flushing Toilets 8
Functioning Incinerator

(Yes=1, No=0) 1
Number of Handwashing

Facilities without Soap 0
Properly Functioning Placenta Pits

(Yes=1, No=0) 1
Number of Handwashing

Facilities with Soap 8
Properly Functioning Liquid Waste

Management System
(Yes=1, No=0) 1

Number of Bath Shelters in a
usable state 2

Water Source List-1
1. Piped Water / Tap
2. Borehole
3. Protected Shallow Well
4. Unprotected Shalow Well
5. Protected Spring
6. Unprotected Spring
7. River/Stream/Lake/Dam
8. Other

Male
Patrons

Female
Patrons

Male
Staff

Female
Staff

Comments
1. Disposal in Rubbish Pit
2. Disposal in Bin/Basket
3. Composting
4. Burning

Solid Waste Disposal List-2

5. Burying underground
6. Pit Latrine
7. Public Dumping Site
8. Open Dumping
9. Other



Date: 1/1/2015

District: Mchinji

Enumerator: Pili (WMA)

Area
No. Name Sex Village Traditional Authority Contact Date of

Registration

1 Eftone **** Male Mikundi Mduwa 0991 *** *** 1/1/2013

2 Edward **** Male Chakhalira Mduwa 0996 *** *** 1/1/2013

3 Andrew **** Male Mkanda Mkanda 0999 *** *** 1/6/2012

4 Fanuel **** Male Gumba Mkanda 0884 *** *** 1/6/2012

5 George **** Male Chimombo Mkanda 0993 *** *** 1/10/2013

6 Nelson **** Male Chipumi STA Kapondo 0993 *** *** 1/10/2013

7

8

9

10

11

12

13

14

15

16

17

18

19

20

NAME LIST OF AREA MECHANICS
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1. Community Indicators





Appendix 2  Definition of the WASH Indicators
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Hand Washing Facilities 
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Boreholes 
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Communal Taps/Kiosks 
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Individual Taps 
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Protected Shallow Wells 
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2. Public Premises and Learning Institutions Indicators
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 p
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 d
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 p
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l f
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 p
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 d
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 c
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 p
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 b
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 d
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ra
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r c
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r b
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 c
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Main Solid Waste Disposal Method 
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 d
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 b
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 c
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r b
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 b
y 
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c 
co
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it 
La
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 p
it 
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e 

th
e 

fo
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w
in

g 
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te
ris
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y,
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e 

fr
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 c
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la
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e,
 P

it 
no

t 
fu

ll 
,Im

pe
rm

ea
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e 
flo

or
 ,T

ig
ht

 fi
tt

in
g 

dr
op

-h
ol

e 
co

ve
r, 

N
on
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ak
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g 
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of
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 D
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 d
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t c
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 c
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 c
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 p
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8 

Male Students 

N
um

be
r o

f F
un

ct
io

na
l 

Ba
si

c 
La

tr
in

es
 

Ba
sic

 fa
ci

lit
y 

ha
s t

he
 fo

llo
w

in
g 

ch
ar

ac
te

ris
tic

s:
 

A 
pi

t 
of

 a
ny

 d
ep

th
 w

hi
ch

 is
 n

ot
 f

ul
l o

r 
ov

er
flo

w
in

g
Fl

oo
r 

is 
a 

w
el

l f
in
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ed

 m
ud

 s
la

b 
w

ith
 d

ro
p

ho
le

W
al

ls 
ca

n 
be

 m
ad

e 
of

 a
ny

th
in

g 
bu

t 
m

us
t

pr
ov

id
e 

pr
iv

ac
y 

fo
r t

he
 u

se
r

Ro
of

 c
an

 b
e 

m
ad

e 
of

 a
ny

th
in

g 
bu

t 
m

us
t

pr
ov

id
e 

sh
el

te
r f

ro
m

 th
e 

ra
in

So
m

e 
fo

rm
 o

f 
or

 n
o 

fo
ot

 r
es

ts
 (

th
at

 w
ill

gu
id

e 
ap

pr
op

ria
te

 p
os

iti
on

in
g)

,
A 

su
pe

rs
tr

uc
tu

re
 w

ith
 s

om
e 

fo
rm

 o
f a

 d
oo

r
or

 
a 

ty
pe

 
of

 
cl

os
in

g 
m

ec
ha

ni
sm

 
or

en
cl

os
ur

e 
an

d 
 a

 ro
of

,
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um

be
r o

f 
fu

nc
tio

na
l b

as
ic
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tr
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es
 

9 

N
um

be
r o

f F
un

ct
io

na
l 

Im
pr

ov
ed

 L
at

rin
es

 
An

 im
pr

ov
ed

 sa
ni

ta
tio

n 
fa

ci
lit

y 
sh

ou
ld

 h
av

e 
th

e 
fo

llo
w

in
g 

ch
ar

ac
te

ris
tic

s:
 

a 
w

el
l c

on
st

ru
ct

ed
 a

nd
 fu

nc
tio

na
l p

it 
or

re
ce

pt
ac

le
 w

ith
 a

 m
in

im
um

 d
ep

th
 o

f 1
.0

m
et

re
 (w

hi
ch

 is
 n

ot
 fu

ll 
or

 o
ve

r-
flo

w
in

g)
,

im
pe

rm
ea

bl
e 

flo
or

 m
ad

e 
of

 c
on

cr
et

e,
pl

as
tic

, t
ile

s o
r b

ur
nt

 b
ric

k 
w

ith
 c

em
en

t
lin

in
g 

an
d 

fo
ot

 re
st

s
a 

go
od

 su
pe

rs
tr

uc
tu

re
 w

ith
 a

 d
oo

r, 
ro

of
an

d 
w

al
ls

 (w
hi

ch
 w

ou
ld

 o
ffe

r p
riv

ac
y,

co
m

fo
rt

, s
ec

ur
ity

 a
nd

 d
ig

ni
ty

 fo
r t

he
 u

se
r)

an
d

so
m

e 
ot

he
r h

yg
ie

ni
c 

fe
at

ur
es

 su
ch

 a
s a

 ti
gh

t
fit

tin
g 

dr
op

 h
ol

e 
co

ve
r (

w
hi

ch
 w

ou
ld

m
in

im
ise

 sm
el

l a
nd

 m
ov

em
en

t o
f f

lie
s)

.
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 Im
pe

rm
ea

bl
e 

flo
or

: A
n 

im
pe

rm
ea

bl
e 

la
tr

in
e 

flo
or

 m
ay

 b
e 

m
ad

e 
fr

om
 c

em
en

t p
la

st
er

, 
co

nc
re

te
, c

er
am

ic
, f

ib
re

 g
la

ss
, m

et
al

s, 
pl

as
tic

, 
cl

ay
 ti

le
s/

bu
rn

 b
ric

ks
 p

lu
s m

ot
or

, o
r o

th
er

 
m

at
er

ia
ls 

th
at

 c
an

 b
e 

cl
ea

ne
d 

ea
sil

y.
 A

n 
im

pe
rm

ea
bl

e 
flo

or
 m

us
t b

e 
sm

oo
th

 a
nd

 so
lid

, 
ha

ve
 n

o 
cr

ac
ks

, p
er

fo
ra

tio
ns

, o
r o

pe
ni

ng
s o

th
er

 
th

an
 th

e 
dr

op
-h

ol
e.

 
 Dr

op
 h

ol
e 

co
ve

r:
 A

 d
ro

p 
ho

le
 c

ov
er

 sh
ou

ld
 b

e 
tig

ht
 

fit
tin

g 
an

d 
co

ve
r t

he
 e

nt
ire

 la
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MM.YYYY 

XXXX District, DEHO and DWDO 

XXXX Districts WASH Monitoring and Evaluation Report 
 

1. Introduction 

Malawi Government is committed to providing adequate, reliable and sustainable water and 
sanitation services coupled with hygiene promotion  to  the citizens of Malawi  to meet  the 
ever increasing demand for safe water. 

The  vision of  the water  and  sanitation  sector  is water  and  sanitation  for  all,  always.  The 
expected output  for the water department under the MGDS  is that Malawi  is expected to 
have  increased access to water and sanitation services averaging a distance of 500m from 
communities.  

Monitoring activities are often carried out by a range of different actors at the national level, 
including the Ministry, NSO, Donor Agencies and Non‐Governmental Organizations with the 
aim of coming up with a sector wide  information system that could provide vital data and 
information  for  programme/project  planning  and  implementation  as  well  as  resource 
allocation and prioritization in the sector. Regular data collection and analysis will provide a 
robust M&E and MIS systems that inform performance of the sector.  Recently a study was 
conducted on the harmonised national WASH  indicators  in Mchinji to establish the current 
status of the sector. 

This report therefore will base on the findings of a survey conducted in Mchinji on selected 
WASH  indicators. Mchinji district has 16 health centres that are responsible for delivery of 
health care services in 9 Traditional Authorities. The survey was conducted in the catchment 
areas of  the 16 health centres. The HSAs were enumerators  for  this  survey and Assistant 
Environmental Health Officer. 

Since the survey was based on interviews and observations reliability may be compromised. 
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2. Results and Discussion 

The preliminary results of the survey showed that the district has an estimated population 
of about 507,013 in 109,143 households distributed in 1428 villages as shown in table below 

Table 1: Population Distribution per T/A 

T/A  Villages  Village Population  Number of 
Households 

TA Mlonyeni  144 64,174 13,992
SC Mavwere  208 77,803 18,405
TA Zulu  149 79,786 17,827
SC Mduwa  259 72,331 14,462
TA Mkanda  321 95,654 20,040
SC Dambe  136 41,319 8629
TA Simphasi  155 56,730 11,793
STA Kapondo  2 915 192
STA Nyoka  54 18,301 3,803
Grand Total  1,428 507,013 109,143

Data: District environmental health office, Dec. 2014 – Jan. 2015 

2.1 Sanitation and Hygiene 

 According to WHO "Sanitation generally refers to the provision of facilities and services for 
the  safe  disposal  of  human  urine  and  faeces.  Inadequate  sanitation  is  a  major  cause  of 
disease world‐wide and improving sanitation is known to have a significant beneficial impact 
on health both  in households and across communities. The word  'sanitation' also refers to 
the maintenance  of  hygienic  conditions,  through  services  such  as  garbage  collection  and 
wastewater disposal as well as provisions of sanitary facilities such a pit  latrine and refuse 
pits for the rural areas. 

a). Latrine Coverage 

This  study  revealed  that  the  coverage  of  these  sanitation  facilities  in  still  inadequate  in 
Mchinji  district  requiring  the  attention  of Authorities.  Statistics  indicate  that  total  latrine 
coverage is at 46% and this varies per T/A. The table 2 below shows: 

Table 2: Latrine coverage 

Traditional Authority  Total Latrine coverage 

TA Mlonyeni  48% 

SC Mavwere  48% 

TA Zulu  47% 

SC Mduwa  32% 
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Traditional Authority  Total Latrine coverage 

TA Mkanda  54% 

SC Dambe  54% 

TA Simphasi  33% 

STA Kapondo  76% 

Grand Total  46% 

Data: District environmental health office, Dec. 2014 – Jan. 2015 

From the table above  it shows that  latrine coverage  is below 50% and T/A Mduwa has the 
lowest coverage of latrines pegged at 32%. This is a far low percentage as per the dream of 
Malawi  to  be ODF  of ODF Malawi  by  2015.  This  therefore  calls  for  immediate  action  to 
reverse  the  situation  so  as  to  improve  the  sanitation  standards  in  the  communities 
consequently improving the health of the rural masses. 

Table 3: Latrine Coverage by Technology 

Traditional 
Authority 

Unsatisfactory 
Latrines Coverage 

Total  Basic 
Latrine coverage

Total  Improved 
Latrine 
coverage 

Composting 
Toilet  (EcoSan) 
coverage 

Flush Toilet 
coverage 

TA Mlonyeni  17%  43%  5%  0%  0% 
SC Mavwere  20%  44%  4%  1%  0% 
TA Zulu  19%  37%  11%  1%  4% 
SC Mduwa  28%  30%  1%  0%  0% 
TA Mkanda  20%  52%  2%  0%  0% 
SC Dambe  14%  52%  2%  0%  0% 
TA Simphasi  23%  30%  3%  1%  1% 
STA Kapondo  8%  76%  0%  0%  0% 
STA Nyoka  24%  38%  4%  0%  0% 
Grand Total  21%  41%  4%  0%  1% 

Data: District environmental health office, Dec. 2014 – Jan. 2015 

From the table above  it shows that basic  latrines are the most  locally available technology 
among  all other different  technologies  for  latrines  accounting  for  41%.  Ecosan  and  Flush 
toilets rank the least of all the technologies. According to the results in table above, the only 
T/A  with  relatively  higher  number  of  flush  toilets  is  Zulu  with  at  least  4%.  This  may  be 
attributed to the fact that it is located at the headquarter of the district hence flush toilets 
due to availability of piped water. 

b). Hand Washing 

The study has shown that hand washing behaviour is very low in Mchinji accounting for 10%. 
Those that wash hands using soap are very few only 3% of the total households with those 
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that do not use soap accounting for 7%. This shows that there is a lot that needs to be done 
to improve the hand washing behaviour with soap or without soap. The figure below shows 
the hand washing behaviour coverage. 

Fig.1 Hand Washing Behaviour Coverage 

 

Data: District environmental health office, Dec. 2014 – Jan. 2015 

From the graph it shows that T/A Kapondo, Mduwa and Mkanda have the least coverage in 
terms of hand washing behaviour. This  is  in agreement with  the  level of sanitation  in  the 
T/As Mduwa and Kapondo. This means Traditional Authorities Kapondo and Mduwa should 
be  given priority when  it  comes  to  issues of promoting hand washing  facilities  and hand 
washing behaviour as well as sanitation promotion. 

c). Solid waste management system coverage 

This survey has revealed that only 20% of house households have some sort of  functional 
solid  waste  system  which  is  mainly  waste  pits  while  the  majority  80%  practising  open 
dumping. The coverage varies per Traditional Authority as shown in the graph below.  
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Fig2: Graph Showing Coverage of Solid Waste Manage System 

 Data: District environmental health office, Dec. 2014 – Jan. 2015 

Again  the  situation  above  is worrisome  to  the  health  authorities  as  unmanaged  garbage 
does not only harbour disease vectors but also cause environmental hazards  in addition to 
filthy  environment.  This  survey  has  revealed  that  solid waste management  at  household 
level is a big problem in Mchinji.  Traditional Authority Simphasi is the least served in terms 
of solid waste management. 

d). Community Led Total Sanitation Triggering (CLTS) 

Community Led Total Sanitation  is a process to  inspire and empower rural communities to 
stop  open  defecation  and  start  to  build  and  use  pit  latrines  without  external  hardware 
subsidy.    CLTS  is  based  at  stimulating  a  collective  action  towards  stoppage  of  open 
defecation  in  their  communities.  This  is  an  approach  that  the  government  of  Malawi 
adopted  as  a  tool  for  promoting  sanitation  in  communities  as  well  as  schools  and 
institutions. This study has stabled that those villages that were reached with triggering are 
only  about  32%.  This  percentage  varies  among  traditional  Authorities.  The  map  below 
shows the coverage of CLTS triggering per Traditional Authority. 
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Fig3: Map showing coverage of CLTS triggering 

 

Data: District environmental health office, Dec. 2014 – Jan. 2015 

From the map  it has shown that more than 75 % of T/A Mkanda had been triggered with 
CLTS while T/A Mduwa  is the  least triggered. This shows that efforts have not been evenly 
distributed  to  the whole of Mchinji district  in  terms of  triggering.  In  addition, Traditional 
Authorities Mduwa, Simphasi and Kapondo are the least served according to this survey. Of 
all the triggered villages only 5% were verified as Open Defecation free (ODF). And there is 
no ODF ++ villages so far. 

 

2.2 Water Supply Coverage 

The survey  found out that water supply coverage  is around 74% but this varies across the 
traditional Authorities. Some T/As have better coverage than others. This shows that there 
is need to do more in terms of water supply. The findings also revealed that functionality of 
the water  points  is  relatively  better  pegged  at  83%. However,  this  should  not  cause  the 
authorities to relax since functionality is supposed to be almost 100%. The fig below gives a 
summary of coverage and functionality per T/A as well as the grand total. 
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Fig.4. Graph showing Water Coverage and Functionality. 

 

Data: District environmental health office, Dec. 2014 – Jan. 2015 

Water  supply  coverage  and  functionality  varies  also  among  T/As  as  well  as  in  terms  of 
technology. Traditional Authorities Dambe and Mlonyeni are  the  least  served  in  terms of 
water supply coverage pegged at 60 and 62 percent respectively. Therefore, these two T/As 
should be the given priority any time when new water supply facilities will be constructed. 

 

2.3 Community Based Management Training (CBM) 

Community based management  refers  to all process done  to empower  the community  to 
have  a  sense of ownership  and  responsibility over  their water points  and  such  that  they 
maintain  the water point when  it breaks. Therefore  the  trainings are  conducted with  the 
aim of empowering communities to take over responsibility and ownership of water points 
such that they do operation and maintenance of their water points. 

This report therefore gives a summary of the statics as of the date of the survey. The study 
has revealed that only 50% of all the committees received CBM training while 2% received 
refresher  training  with  the  remaining  48%  not.  Even  if  the  committee  may  have  been 
trained  in  initial CBM but with time there  is  loss of members that due to marriages and or 
death. This means there is need for refresher training to be conducted to the members that 
replace  those  who  leave  the  committee  on  regular  basis.  Activeness  of  water  point 
committee is highly linked to whether the committee was trained or not. The activeness of 
committees’ is highly linked to training those committees that are trained and that this may 
have an impact on the functionality of the water point. This underscores the need for CBM 
refresher course to be conducted on regular basis by water department at district level. The 
Figure below shows percentage of WPC that received initial and refresher CBM training. 
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Fig.5: Graph Showing Percentage of WPC Trained in initial and Refresher CBM  

 

Data: District environmental health office, Dec. 2014 – Jan. 2015 

2.4  Area Mechanic Contracts with Water Point Committees 

Through  CBM  trainings  water  point  committees  are  empowered  with  skills  to  do  minor 
repairs  to  the  borehole.  However,  more  advanced  repairs  require  the  help  of  Area 
mechanics who have skills to repair complicated breakdowns. As such Area Mechanics are a 
crucial part of the operation and maintenance system. Since Area mechanics do repairs at 
cost that  is paid by the water point committee, their work  is done through contracts. The 
number of contracts made between Area Mechanic and Water point committee determines 
how much they have worked in that particular period. This survey shows that only 6% of the 
committees had  service  contracts with  the Area Mechanic.  This percentage  varies  across 
T/As as shown  in the figure below. T/A Mkanda was found to have the highest number of 
contracts pegged at 12% in Mchinji. 

 

 

 

 

 

 

 

 

0%
10%
20%
30%
40%
50%
60%
70%
80%
90%

Pe
rc

en
ta

ge

Traditional Authority

Percentage of WPC Trained in Initial and Refresher CBM

Percentage of WPC/VHWC
trained in initial CBM

Percentage of WPC/VHWC
trained in CBM refresher

A - 82



9 

Fig.6 Graph showing percentage of committees on Contract with Area Mechanics 

 

Data: District environmental health office, Dec. 2014 – Jan. 2015 

From  the graph above  it  is shown  that about 94% of WCPs are not on contract with Area 
Mechanic. This may be attributed to  lack of  initial and or refresher training which zero’s  in 
on the need for WPC to be on preventive contract with Area Mechanics. The other reason 
could  be  attributed  to  financial  problems  with  the  committee  because  the  community 
members lost trust due to mismanagement of contributed water funds. 

 

3. Conclusion 

Looking at  the above  findings  it can be concluded  that sanitation and hygiene coverage  is 
still low with latrine coverage pegged at 46% while hand washing behaviour is at 10%. This 
study has revealed that only 20% of all households in the district have a properly functioning 
solid waste management system. 

The  above  results  showed  that  32%  of  villages  in  Mchinji  have  been  reached  with  CLTS 
triggering out of which 5% were verified as ODF. 

Water coverage is at 74% while functionality is at 83%. Since water is life the remaining 26% 
is still a bigger percentage that needs to be served with water. 

 

4. Recommendations 
1. It should be recommended that more efforts are required to reverse the sanitation 

problem  and  that  efforts  should  be  distributed  across  all  T/As.  It  should  be 
mentioned  here  that  Traditional Authority Mduwa  is  the  least  served  in  terms  of 
sanitation and hand washing behaviour and that more efforts needs to be directed 
to this Traditional Authority. 
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2. It should be concluded that Mchinji district still needs more water supply facilities to 
cater for the remaining 26% who have no access to safe water and also to  improve 
the  functionality  from  83%  to  100%.  Furthermore,  it  should  be  mentioned  that 
Traditional Authorities Dambe and Mlonyeni are the  least served  in terms of water 
supply. 

3. Based  on  this  survey  48%  of water  point  committees  have  not  been  trained  and 
these  require  refresher  training  so  that  they  are  able  to  carry  out  their  duties 
properly.  
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Rural Water Supply Operation and Maintenance Series 
were developed for planners, managers and practitioners 
for the practices of operation and maintenance of 
boreholes fitted with Afridev hand pumps in rural Malawi. 
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