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Foreword 

This manual describes the tasks of field coordinator and field workers in the construction phase of school projects. 

Objectives of a school project:

· To improve literacy among children

· To improve the classroom environment and therewith the learning environment and quality of education for the children

· To improve the classroom environment and therewith attract better and more motivated teachers and simultaneously motivate teachers more all leading to improved quality of education for the children.

· To improve the hygiene in and near the schools

· Reduction of the walking distance for the children attending school (especially for the youngest children) and with that improve the inclusion of children in the educational system.

· Assessment of and work on other needs of the school, the teachers, pupils and community related to quality improvement of basic education.

· To actively involve the community through participation to create ownership and therewith improve on the sustainability of the project and contribute to the evolvement of organizational structures in the involved communities that can also initiate and/or improve other activities to the benefit of the communities.

Phases of a school project:

1. The preparation phase to prepare the project.

2. The implementation phase to construct the school building and other facilities included in the project.

3. The Operation and Improvement phase to improve on things related to the project.

The phase described in this manual is the implementation phase (also often called the ‘construction phase’). The preparation phase is described in the ‘Manual for the tasks of staff of the partner organizations in the preparation of programs and projects’ (we often call this manual ‘the preparation manual’). The Operation and Improvement (O&I) phase is described in manual NP2.3 (we call this manual usually ‘the O&I manual’).

The implementation phase of school projects includes the following process steps:

1. Signing of a declaration by village head and landowner 

2. Committee training for monitoring, control and reporting tasks during construction.

3. Collection of 100 USD for O&M, and putting the money on a bank account.

4. Organizing storage of project materials.

5. Collection of local materials and transport to the construction site.

6. Production, baking or buying of bricks.

7. Construction of the new school: 

· making the foundations and footings of the school buildings and teachers houses, 

· making the walls of the school buildings and teachers houses, 

· making the roofs of the school buildings and teachers houses, 

· making the floors of the school buildings and teachers houses, 

· making doors and windows in the school buildings and teachers houses,

· plastering and painting of the school buildings and teachers houses, 

· making the VIP latrines, 

· making the furniture.

8. Rehabilitation of old school buildings (if relevant and if funds are available)

9. Other activities.

10. Opening ceremony of the school.

11. End of construction evaluation + reporting to donor.

In each of the above process steps field coordinator and field workers will have to execute a number of tasks. In this manual for each of the above process steps the tasks of field coordinator and field worker are described. In the text of this manual often reference is made to the technical school projects manual for project professionals. Field staff should also work with this manual and have in-depth knowledge of its contents.

Important: 

The involved field staff should ensure that they fill in the monitoring form for each of the above process steps. This monitoring from is presented in Annex 1.

We wish you all the best with the very important tasks you will fulfill during the construction of schools. It is for an important part up to your skills and dedication that school buildings will be realized of good quality. Please be aware of that every day when you visit school construction sites. Take time every now and then to read again through this manual and the technical manual for the project professionals.

If ever you feel that things can be improved in these manuals please discuss this in your organization and contact us to inform us what parts you have improved and how, so that we can learn from you.

1. Signing of a declaration by village head and landowners 

1.1   Explanation

A location will need to be selected for the school buildings, the teachers’ houses, latrines and possibly other facilities. Once this has been done it is of course important that both village head and landowner agree that the site will be used for the buildings. It is then also important to get their official permission. For this purpose the village head and the landowners will have to sign a declaration in which they agree that the sites and all the facilities built on it will be property of the whole community. Also agreements may need to be made for the space required for the production of bricks and other activities that form part of the project. An example of a declaration that can be used for this purpose is presented in Annex 1.

1.2   Tasks of the field coordinator 

· Make sure that it is planned when this activity will take place, who of the fieldworkers will facilitate the activity, and who will inform the community about it.

· Fill in the project process form once you feel this process step has been finalized properly.
1.3   Tasks of the fieldworker

1. Ask the project committee to contact the village head and the landowner and discuss with them whether they agree on the site and are willing to sign the declaration. 

2. Let landowner and village head sign the declaration after filling in all the specific details of the site (in four-fold).

3. Provide copies of the signed declaration, one to the project committee, one to the landowner and one to the village head.

4. Take the signed declaration to the office of your organization and file it in the right place.

5. Fill in the monitoring form for this step of the process.

2. Signing of the school project contract

3. Preparing the project committee

3.1   Explanation

The project committee will have the following tasks:

· Contracting local masons

· Collection of money for payment of local masons

· Ensuring the realization of proper bricks.

· Ensuring sufficient labor and proper organization of the work on site.

· Ensuring the provision of food and drinks to those who work on site, including the professionals hired/employed by your organization.

· Ensuring proper storekeeping and administration of project materials.

· Monitoring of all activities on site and inform the involved fieldworkers and project professionals about any problems observed.

The project committee members (and possibly also others who are involved such as village heads and other key persons) will need to be prepared for these tasks. They need to make a plan for the organization of the work and labor on site. They need to find a store and storekeeper, organize a store and understand the basic principles of storekeeping and material administration. And they need to make a plan for monitoring of the work. The fieldworker can prepare the project committee for these tasks within a day.

Contracting local masons

1. The project committee will invite local professionals to tender for the construction of the first phase school facilities as described in the contract. Local professionals should tender as a group capable of constructing the facilities described in the tender. They will be paid in installments per realized part of the facilities to be constructed. ///add in the annexes an example of a tender document for local professionals for a project and an example of a contract that the project committee can sign with the local professionals///
2. The project committee selects the group of masons it finds most suitable for the works together with SHIPO. Criteria for selection include: the unit price for their work per building, the estimated quality of the masons, motivation, whether they are from the community or not, etc.

3. When the group of masons is selected and contracted, the project committee will collect half of the money required for payment of these masons and give this money to SHIPO. SHIPO will then add the other half of the required money. The project can only start after the money has been paid to SHIPO (this is important to stick to, even if it would take the committee a year to collect the money).

4. During the work the local masons get paid installments by SHIPO, each time they complete a certain part of the work. At the end they get the remaining 25% of the money if the work is finalized within the timeframe indicated in the contract (if the work is not finalized within the time frame and this is due to failure of the local professionals they will not get this 25%).

5. ////develop a method to prevent that the local masons cannot continue working because the community is not performing its other tasks (providing local materials in time, helping the local masons on-site with carrying of bricks, digging trenches etc.)//////////

3.2   Tasks of the field coordinator 

· Make sure that it is planned when this activity will take place, who of the fieldworkers will facilitate the activity, and who will inform the project committee about it.

· Join the fieldworkers regularly into the field during this step of the project process and monitor how they do it. Make notes. Discuss the results of the activity with the fieldworker directly afterwards, give feedback to him/her and discuss together what can/should be improved.
· Fill in the project process form if you feel this process step has been finalized properly.
3.3   Tasks of the fieldworker

1. Agree with the project committee on a date and time for the preparation meeting. Ask the committee to invite also other persons who may be involved in the mentioned activities like for instance village heads, the person who will act as storekeeper, and possibly other persons. The preparation meeting will take one day. Ask the committee to ensure that some food will be available for the participants during the meeting. When you go to the meeting take store cards with you (see point 4).

2. Explain that the community has to organize a proper storage room before the start of the construction works. The storage room has to fulfill the following conditions:

a. Dry floor.

b. Good roof that does not leak.

c. Sufficient protection against wind, rain, excessive heat and moist.
d. Near the project site.
e. Possibility to close it properly against thieves (possibly some extra locks may need to be put in place; your organization can help by providing these).

f. Minimum size:  …. square meters.

In case the storage room needs to be improved, let the project committee make a plan on how and when they will do this (control later whether the storage room is good enough). If a community has no proper store available investigate who in the community can temporarily store some materials in their huts. Then the construction should start with making one teachers house only. After the teachers’ house is finalized this house can be used during the remaining construction works as a storage room.

If there is a danger for thieves in the night the store will need to be protected by a night guard. The guard should be provided by the community and be controlled during the night on a regular basis. Ask the committee to organize this!

3. Explain that a trustworthy and capable storekeeper needs to be selected by the community if this has not yet been done during the PRA. This can best be done in a community meeting where the community members first list the criteria for such a person (e.g. trustworthiness, respected, literate, will not move out of the village soon, etc.) and then select the most appropriate person. Ask the project committee to plan when the community can select a storekeeper and try to be in that meeting to facilitate that the selection will be done properly (see the PRA manual, paragraph 2.5 point 3 on how to do this).

4. Discuss a number of important storekeeping principles:

· Cement, lime etc. should never be put on the ground, but on pallets or on a good piece of plastic in order to prevent that moisture enters from the ground in to the cement. (Your organization may lend out plastic for this purpose).

· Only the storekeeper should be responsible for keeping the materials safe and for doing the material administration. He/she should use the store cards (see Annex 1) for each type of material stored. Provide sufficient store cards to the project committee and explain to the project committee members and the storekeeper how they should be used and filled in.

· Work according to the ‘first in first out’ principle: if for instance bags of cement were delivered to the store a week ago these bags should be used before the bags that were delivered yesterday. This is to prevent that materials get too old for use.

· Also the tools and equipment should be stored every night in the store. The storekeeper should control each day whether all tools and equipment are still complete. Fill in a store card for each type of tool and equipment!

5. Help the project committee to make a construction plan. Start by discussing each step of the construction process shortly. Then ask the committee to make a construction plan. Advise the project committee members when they fill in the construction plan form (see Annex 1). On the next page the form is also presented but with text in brackets explaining what things should be filled in by the project committee. Explain that normally the construction will be executed in phases. The first phase usually starts with one or two buildings. For each phase a separate construction plan should be made. Explain the project committee that there are three reasons for working in phases:
a. If no proper storage room is available in the community it will be necessary to first construct a teachers house that will function during the remaining construction works as a storage room.

b. After each construction phase your organization will assess whether the community has performed sufficiently well and decide whether or not to continue with the project.
c. The community can decide at the end of each construction phase whether or not it wishes to wait some time with the next phase, for instance if people of the community feel tired or when harvesting time has started. 
The project committee keeps the construction plan in its possession so that it can work with it. Copy the plan for the files in the office (each time when you visit the village take the plan with you and verify whether the work is still on schedule). Explain to the project committee members that they have to adjust the plan every time when they feel that things need to be changed, or when things take more (or less) time then they had put down in the plan etc. Provide them an extra, empty form, so that if they want to change things they can fill in the form once again.

Construction plan (phase 1)

Phase 1 will include the following construction works: (describe)
	Activity
	Period
	Number of people required per day
	Who will organize the activity
	Who will provide food to the people executing the activity
	Remarks

	Signing of a declaration by village head and landowner
	(Specify when according to the committee the village head and landowner will sign the declaration)
	(Not applicable)
	(Describe who will organize this activity)
	(Not applicable)
	(It is the responsibility of the community to organize that village head and landowner sign the declaration)

	Collection of 100 USD for O&M, and putting the money on a bank account
	(Specify the period during which the committee feels the community can bring together the money and put it on a bank account). Specify the dates as much as possible.
	(Specify how many people will collect the money among the community members)
	(Describe who will organize this activity)
	(Not applicable)
	(Describe how the money will be collected, how to administrate it, who will open the bank account and how the community can withdraw money from it (who are the signatories)

	Organizing storage of project materials
	(Specify the period during which the committee feels the community can execute the activity)
	(Specify how many people will be involved in organizing the storage space, repairing it, etc.)
	(Same)
	(Not applicable)
	(Describe who is the storekeeper.)

	Collection and transport of materials
	(Specify the period during which the committee feels the community can collect and transport materials. Indicate whether this comprises materials for phase 1 of the construction works only or for all phases together).
	(Specify how many people from the community are required per day during the activity period)
	(Describe who will organize the labor, the contacts with the fieldworker, contacts with community leaders, etc.)
	(Describe who will provide food to the people collecting and transporting the materials)
	(The committee should decide whether it wants to collect the materials for all construction works at once or for instance start first with the materials required for the first part of the construction works. It should be described here also how much transport your organization will provide)


Construction plan (phase 1) continued
	Activity
	Period
	Number of people required per day
	Who will organize the activity
	Who will provide food to the people executing the activity 
	Remarks

	Production of bricks
	(Specify the period required for the production of the bricks. The technical manual contains guidelines for this which you can use to advise the project committee. Indicate whether this comprises materials for phase 1 of the construction works only or for all phases together.)
	(Specify how many people from the community are required per day to produce the bricks. The technical manual contains guidelines for this which you can use to advise the committee.)
	(Describe who will organize the labor, contacts with the fieldwor​ker, contacts with community leaders, etc.)
	(Describe who will provide food to the people making and transporting the bricks)
	Discuss the process of brick production and the technical standards included (see the technical manual) (Describe whether additional sand or clay need to be added to the soil to make it suitable for brick production, how much of it is required, from where it needs to be collected, how many days of transport means is re​qui​red etc. See the technical manual for specifications. Also the committee needs to decide whether bricks for the first con​struction phase or for all phases together will be produced.)

	New construction works
	(Specify the period during which the committee feels the community can fulfill phase 1 of the construction works. The technical manual contains guidelines for this which you can use to advise the project committee.)
	(Specify how many people from the community are required per day to construct the buildings. The technical manual contains guidelines for this which you can use to advise the committee.)
	(Same)
	(Describe who will provide food to the people active in these works)
	(Describe what buildings will be realized during phase 1. It is recommended to start with approximately half of the buildings, for instance one school block, two teachers houses and one or two VIP latrines)

	Rehabilitation of old school buildings
	(Same)
	(Same)
	(Same)
	(Same)
	(The activity is not standard. It depends on the project proposal and the possibilities. Describe in detail what is involved exactly).

	Other construction activities
	(Specify the period during which the committee feels the community can fulfill this activity)
	(Specify how many people from the community are required per day to execute the activities. See the relevant technical manuals for guidelines on this and use these to advise the committee)
	(Same)
	(Same)
	(The activity is not standard. It depends on the project pro​posal and the possibilities. If a water point is planned it may be better to realize it before construction works start, be​cause then water can be withdrawn from it for the construc​tion works. Describe in detail what is involved exactly).

	Opening ceremony of the school
	(Same)
	(Fill in how many people will probably attend the ceremony)
	(Describe who will organize the ceremo​nies, the invitations, etc.)
	(not applicable)
	(The activity is executed when all construction activities are finalized, so probably not at the end of phase 1 of the construction activities).

	End of construction evaluation
	1 day
	Fill in who of the community will participate in the evaluation
	(Describe who will organize the evaluation with the fieldworker)
	(not applicable)
	(The activity is executed when all construction activities are finalized, so probably not at the end of phase 1 of the construction activities).


6. Discuss the provision of food for the workers. Discuss with the project committee what food will be provided to the workers by the involved villages (don’t forget that they will also have to provide food for the project professionals and the fieldworkers who are on site). Also the drinking water may need attention, especially if water is scarce or contaminated. In the construction plan the committee has filled in who will deliver and prepare the food and drinking water. If the water is of poor quality your organization may decide to provide clean water itself to the project professionals. Depending on the circumstances your organization may also decide to provide some extra food to the professionals. This will mainly depend on what type of food the villages can provide and their difficulties with food provision. In case the village can really not be expected to provide food to any body your organization may decide to even provide food to the beneficiaries working on site. This may for instance be the case if there is a food crisis in the area. Important is that your organization can only do this if it has the required financial means for it.

7. Discuss the monitoring tasks of the project committee. Explain the ‘Monitoring form for school construction works’ (see Annex 1) to the project committee members and discuss what they have to do to monitor the construction works well.

8. Discuss a number of practicalities. Explain the committee that people should not start setting out lines and dig trenches. They should for each activity first discuss things with the fieldworker or project professional. The same for such things as collection of local materials, purchase or production of bricks etc.

9. Close the meeting. Ask whether there are any questions left and discuss these. Explain that it is now up to the project committee to ensure that they work according to the plan. Then close the meeting.

10. Fill in the monitoring form.
4. Collection of 100 USD for O&M, and putting the money on a bank account

////This chapter is an idea I have that possibly this way of working may motivate communities to finalize construction works in time and ensure that nothing gets lost or stolen, but of course I don’t know whether this will work. Therefore please advise me on your ideas and let’s experiment with some of these ideas. For Malawi I fear that at least for the time being asking a community to set aside money is hardly possible../////

4.1   Explanation

The communities who will send their children to the school will together have to collect a sum equivalent to 100 USD and put this on a bank account prior to the start of the school project. In the contract it is included that this money is to be used by the community for the operation and maintenance of the school and its facilities. If the communities are not in time with collecting this money they risk that the project will be cancelled or postponed. Also a bank account will need to be opened. Your organization will double the money at the end of the construction period. This money, will also be put on the same bank account and the community can use it for maintenance of the school. However, in case due to failure of the community there are delays during the construction phase that cost your organization money or if for instance materials disappear from the construction site, your organization will withdraw the costs for that from its contribution to the community. 

4.2   Tasks of the field coordinator 

· Make sure that one fieldworker takes the responsibility to monitor progress by the project committee on this activity and provide advise when required.

· Make sure that the contribution by your organization is transferred to the community’s bank account after the construction has been completed (contact the manager on this and follow it up until you are sure it has been done).

· Fill in the project process form if you feel this process step has been finalized properly.
4.3   Tasks of the fieldworker

· Explain the project committee once again that they need to collect the money among the community members, that your organization will double the money at the end of the construction period if they finalize in time and no materials get lost or stolen.

· Monitor progress of the project committee in the execution of the activities and have discussions about the progress with them. Re-assess things together in case there are problems.

· Control that the community puts the money on a bank account in time. If it takes them too long warn them that construction will not start until the money has been collected and put on a separate bank account and that they may even risk to be excluded from the project. Of course you will need to listen to their arguments. Ask them why they have difficulties in collecting the money or putting it on a bank account. See how you can assist them to solve the problems. But basically they should do it themselves! There may be situations that justify delays. This will have to be looked at separately by your organizations each time when it happens.

· In case performance of the community is poor your organization may decide to stop the project. If so, make sure that the community is informed through an official letter, signed by the Branch manager, explaining clearly the reason for stopping the project.

· In case the community finalizes construction in accordance with the agreements made and no materials get stolen or lost, ask the manager of your organization to transfer money to the bank account of the community. If there were delays or if things were lost or stolen decide within your organization how much money will be withdrawn from the contribution.

· Fill in the monitoring form.

5. Organizing storage of project materials

5.1   Explanation

The community should organize a proper storage room before the start of the construction works. The storage room should fulfill the following conditions:

a. Dry floor

b. Good roof that does not leak

c. Possibility to close the room properly so that thieves cannot get in (possibly some extra locks may need to be put in place; your organization can help by providing these).

d. Minimum size:  …. square meters.

If a community has no such place available investigate together who of the community can temporarily store at least some materials in their hut. Then the construction should start with making one teachers house only. After the teachers’ house is finalized this house will be used during the remaining construction works as a storage room.

Secondly a trustworthy and capable storekeeper needs to be selected by the community if this has not yet been done earlier. You can organize this by asking in a community meeting to the community members to list the criteria for such a person. Normally people will come up with such criteria as trustworthy, respected, literate, will not move out of the village soon, etc. If they don’t mention these kind of things you can help them a bit by asking questions such as: ‘How should the person keep record of the materials that come in and go out of the store?’

5.2   Tasks of the field coordinator 

· In a few projects visit the storage room and check whether it fulfils the criteria for storage rooms. Check whether the fieldworkers have interpreted the quality of the storage room correctly in their monitoring form. If not train them further in doing so correctly.

· Fill in the project process form if you feel this process step has been finalized properly.
5.3   Tasks of the fieldworker

· Control whether the storage room fulfils the criteria fro storage rooms.

· Control whether the storekeeper functions properly and understands his tasks.

· Monitor whether the store cards have been filled in properly and that their balances coincide with the materials actually available in the store.

· Fill in the monitoring form

6. Training of local masons and local carpenters and community members involved in brick production

6.1   Explanation

One day training for all local masons, local carpenters, community members who will be involved in brick production plus all the committee members and the community leadership.

In this training it will be explained to the participants what the most important technical quality standards are that your organization uses for the construction works and brick production and the reasons for these standards. The purpose is mainly to create an understanding for the importance of these standards among the participants. Therefore it is important that they really understand why your organizations has these standards and that they support them. From experience we know that during the works people often tend to go back to their own, often poorer, standards, because adhering to the higher standards of your organization is more effort and often the reasons for the need of these higher standards is not well understood or supported. 

The most important standards to discuss are (because community members often resist these):

· Quality of the bricks. In case of burned bricks it is important that the people know and understand that stirring the mud mixture during two days is absolutely required to get a proper quality brick. The bricks will also need to be properly burned and after that only the best bricks should be selected for construction.

· Wetting of the bricks before laying them. This is required because the bricks suck up the water from the cement mortar which will cause the cement mortar to dry too fast if the bricks are not wetted. This will cause that the mortar will be really much less strong and that the mortar may even not stick to the bricks at all resulting in a very dangerous weak wall. It is the more dangerous because later with the eye you cannot see this and believe that wall is very well constructed. But then it may collapse or start to crack after a few years. Usually the building will last much less time if wetting of the bricks is not done properly. Even if it rains or the bricks are already moist it is important to wet them (not excessively but just dipping them completely but shortly in a pan of water)

· Wetting of the wall. The wall should be wetted three times a day during at least 7 days after finalizing it. The reason is basically the same as for the wetting of the bricks. The mortar is still not fully cured and if all water disappears due to the heat it will not be as strong as it should be. Even during the rainy season the walls will need to be wetted (unless of course when the walls are really soaked).

· Cement mortar mixture should be 1:6

· Concrete: 

· Proper size gravels are required. 

· The mixture should in most cases be 1:2:4

· During mixing the amount of water used should be limited otherwise the concrete will not cure properly. This may not be nice for the involved people because the mixing will be more heavy.

· Curing should be properly done. One hour after pouring (or even earlier if it is hot) the concrete should be covered with plastic and wetting of the concrete should be three times a day during at least 10 days.

· The floors will be constructed in different parts and with a very strong concrete. The reason for this is that floors need to e able to withstand heavy pressures because people walk over them all the time, especially in school buildings. The different parts are required to avoid cracking due to temperature differences between day and night (expanding and shrinking of the floor).

· What other quality standards that are important and often causing dispute should be added here?

6.2   Tasks of the field coordinator 

· Join the Fieldworker in order to support him/her and make sure that the people understand that really your organization will stop the project (either temporarily or completely) if people do not stick to the quality standards.
6.3   Tasks of the fieldworker

· Come together at an agreed location in the community and control whether all who need to be there are there. Especially the project committee and the community leadership should be there. If not do not do the training but make an appointment with the community for another date. (In case the next time again insufficient people show up without a good reason you should discuss with your coordinator and the management of your organization whether to stop this project).

· Discuss each of the most important quality standards (see above). Give the participants a lot of opportunity to ask questions and discuss things. Remember all the time that the purpose of the training is mainly to create an understanding of and strong support for these standards among the participants. This can only be achieved if people have discussed things properly and have a thorough understanding of the reasons for the quality standards used by your organization.

· Explain that here you have now only discussed a number of quality standards that are often not understood or supported by the people but that there are many other quality standards as well. Explain that these quality standards have been described for a large part in a technical manual that your organization has specifically made for local masons, local carpenters and people involved in brick construction. Give each local masons and local carpenter a copy of this manual (which should be in the local language) plus a number of copies to the project committee, the community leadership and people involved in brick production.

· Go together through the manual (restrict yourself to the most important parts as time will not be sufficient probably to go through the manual completely) and discuss the different quality standards (the most important quality standards that have been discussed before will in this way be discussed once again here). Make sure that people understand the reasons for the quality standards. Ask them to read through the manual themselves and tell them that it is good that if ever they will be involved in other construction works to also stick to these quality standards.

· Explain to the participants that the works will be stopped when the quality standards are not implemented properly. The head mason will have full authority to stop the works if he believes that the quality standards are not adhered to. Also the Fieldworkers can stop the works whenever they feel this is necessary. 

· Give some examples of problems your organization experienced with communities in the past. You can also read out the example described in the Box on the next page.

· Fill in the monitoring form for this sep of the project process.

	Box

Example of problems that can arise when people do not stick to the quality standards
In a school project the local masons refused to wet the bricks before laying them on the cement mortar. The reason was that they had agreed with the community that they would be paid for laying the bricks and not for wetting them. They believed also that the organization was just teasing them with all kinds of standards that didn´t make any sense. Furthermore there were all kinds of political issues involved. Some politicians wanted the school to be ready very soon which would suit their election campaign. Therefore the community pressed the local masons to hurry up and when the organization stopped the works in order to first discuss the problem they became very angry. So the whole thing was suddenly politicized with local masons refusing to listen to the head mason or the fieldworkers. In the end the organization had to stop the project and only continued several months later when the problems were solved and the community had realized that they were wrong in their attitude.


7. Collection of local materials and transport to the construction site

7.1   Explanation

Local materials such as river sand, stones, but also water will need to be collected by the community. Usually also the community will transport all these materials to the construction site. Only if distances are large it may be that your organization will offer assistance in the transport of materials.

In case transport vehicles are provided by your organization for the transport of local materials these will be available for a limited period only. The involved villagers will have to do all loading and unloading. In case more transport is required than was agreed (in the project contract) your organization will need to assess to what extent it will/can help in providing additional transport .The decision will depend on a number of factors: 

1) The reasons why additional transport is required (e.g. if it is poor performance, for instance when a community didn’t show up on an agreed date when a truck was sent to the site, your organization will probably be reluctant to provide more transport). But if transport delays have been caused due to factors for which the community cannot be blamed your organization may be more motivated to consider additional help with transport.

2) Important is also the motivation and performance so far of the community. 

3) Of course it will also depend on the resources your organization has available to provide more transport.

The maximum amount of vehicle transport is as such also laid down in the project contract. Vehicle transport will normally only start after at least 75% of all local materials are ready for loading.

7.2   Tasks of the field coordinator 

· Ensure that field workers regularly monitor the collection and transport of materials by the community.

· Assess to what extent transport by vehicle is really necessary when requested for by field workers.

· Assist the fieldworkers with planning of vehicles when required.

· Control whether the monitoring form has been properly filled in.
· Fill in the project process form if you feel this process step has been finalized properly.
7.3   Tasks of the fieldworker

· Monitor how the community collects the required materials.

· Monitor the quality of the collected materials (check the technical manual on this aspect)

· Liaise between community and your organization in case a vehicle is required for transport of materials (assess whether a vehicle is really required and if so plan with your organization and the community when a vehicle can come to transport materials).

· Fill in the monitoring list.

8. Production or purchase of bricks

8.1   Explanation

If the community produces the bricks itself this will need to be done in accordance with the technical standards for brick production. See the technical manual for details. In case the community decides to purchase the bricks it will need to be controlled whether the quality of these bricks is sufficient. The technical manual also contains details on how this can be done.

8.2   Tasks of the field coordinator 

· Go to the field once in a while and control the quality of the bricks yourself.

· Fill in the project process form if you feel this process step has been finalized properly.
8.3   Tasks of the fieldworker

· Control whether the quality and quantity of the bricks is sufficient (for quality standards and how to control these see the technical manual, to check whether the quantity of bricks is enough see the Bill of Quantities for the design of school buildings that you use).

· Fill in the school construction monitoring form.

9. Transport of materials purchased by your organization

9.1   Explanation

Your organization will purchase materials for the project and transport these to the construction site. Transport to the site of the first load of materials purchased by your organization will be done only after the community has

· collected and transported to the site a large part of the local materials and bricks

· the project committee has been prepared for its tasks

· the project committee has made a proper construction plan

· the community has prepared a proper storage room

· the community has collected an equivalent of 100 USD and put this on a bank account

· (see former chapters).

9.2   Tasks of the field coordinator 

1. Monitor whether the school construction monitoring forms are properly filled in each time when transport of materials purchased by your organization is done.

2. Control that representatives from the community have signed the school construction monitoring form for official reception of the materials after each delivery.

9.3   Tasks of the fieldworker

· Make sure that representatives of the community (project committee members) and the storekeeper know when you will bring the materials. They should be there when you arrive with the materials. The representatives can then sign for the reception of the materials and the storekeeper can immediately put the materials in a proper way in the store and administrate them on the store cards.

· Join each transport. In case the driver also functions as fieldworker he can do both the driving and the filling in of the monitoring form (next point).

· Fill in the school construction monitoring form and let a representative sign for reception of the materials (this is obligatory for each delivery of materials purchased by your organization!).

10. Construction of the foundations and footings

10.1   Explanation

The foundations and footings are the most important part of the building. They form the basis of the whole building. If foundation or footings are not strong enough the building may start to show cracks in the walls sometimes even within one year after construction. Therefore it is very important that the quality standards for their construction, as indicated in the technical manual, are followed strictly! It is important that each fieldworker reads through the technical manual every now and then to make sure that this information is well known and understood. The fieldworker needs to encourage the project professionals to do the same and also monitor closely the proper construction by them and the villagers of the foundation and footings. If the quality standards are not met (even if the fieldworker suspects that they may not be fully met) the field worker should take action immediately to correct this and report the problems in the monitoring form and to his superior.

Make sure that the lines for the foundations are set out exactly according to the design! If the community has started already with digging and they have not exactly followed the design then tell them to start over again!

10.2   Tasks of the field coordinator 

· Ensure that fieldworkers pay sufficient attention to the proper construction of foundations and footings.

· Once the foundations and footings are ready fill in the process monitoring form.

10.3   Tasks of the fieldworker

· Before the community starts with the trenches ensure that they know the exact lay-out of the buildings and are aware of the importance to stick to it. Monitor whether the trenches are dug according to the correct lay-out. If not new trenches will need to be made to make the lay-out fit exactly to the standard design.

· Monitor that the trenches are made according to the design (proper depth and width).

· Where there are depressions in the trenches these need to be filled in a proper way (see the technical manual). Make sure that the project professionals are aware of this and instruct the people properly.

· Monitor whether the foundations are constructed exactly as indicated in the technical manual and in accordance with the design. If not undertake action to improve the situation.

· Same for the footings. The footings should reach to floor level.

· Fill in the construction monitoring forms.

11. Construction of the walls

11.1   Explanation

11.2   Tasks of the field coordinator 

11.3   Tasks of the fieldworker

12. Construction of the roofs

12.1   Explanation

12.2   Tasks of the field coordinator 

12.3   Tasks of the fieldworker

13. Construction of the floors

13.1   Explanation

The floors are constructed when the roofs are ready. The reason is that the roofs provide protection against sun and heat, rain etc. Especially the protection against the sun is important because the floors should cure slowly (sun and heat can dry out the floor too fast).

Important aspects to pay attention to when floors are constructed:

· Hard, well leveled surface, realized underneath the concrete layer.

· Proper concrete mixture (1:2:4)

· Pouring of the floor in blocks of maximum 3 x 3 meters.

· Proper curing of the concrete (wetting to be done three times a day during 14 days, covering with plastic, sand or other material keeping the concrete moist).

13.2   Tasks of the field coordinator 

13.3   Tasks of the fieldworker

14. Construction of the doors and windows
14.1   Explanation

14.2   Tasks of the field coordinator 

14.3   Tasks of the fieldworker

15. Plastering and painting

15.1   Explanation

15.2   Tasks of the field coordinator 

15.3   Tasks of the fieldworker

16. Finalization of a building

16.1   Explanation

16.2   Tasks of the field coordinator 

· For each building or group of buildings that are finalized more or less at the same time fill in the project process form if you feel these buildings are really ready.

16.3   Tasks of the fieldworker

17. Construction of the VIP latrines 

17.1   Explanation

17.2   Tasks of the field coordinator 

· For each latrine or group of latrines that are finalized more or less at the same time fill in the project process form if you feel these latrines are really ready.

17.3   Tasks of the fieldworker

18. Production of furniture

18.1   Explanation

Furniture is only provided to the school after all construction works have been finalized with sufficient participation of the involved communities. This is as such also included in the project contract between your organization and the involved communities.

18.2   Tasks of the field coordinator 

· For each building or group of buildings that are finalized more or less at the same time fill in the project process form if you feel these buildings are really ready.

18.3   Tasks of the fieldworker

19. Rehabilitation of old school buildings

19.1   Explanation

19.2   Tasks of the field coordinator 

19.3   Tasks of the fieldworker

20. Other activities

20.1   Explanation

Sometimes the construction of school buildings is combined with other activities benefitting the school such as the construction of a water system, the planting of trees, purchase and accommodation of a cow, etc. The implementation of a water system can comprise the realization of a borehole and hand pump near the school,  the connection of the school to a piped drinking water system or the construction of a water tank and roof gutters at the school to harvest rainwater. In case such activities are included in the project follow the relevant manuals for their implementation as much as possible.

20.2   Tasks of the field coordinator 

20.3   Tasks of the fieldworker

21. Opening ceremony of the school

21.1   Explanation

21.2   Tasks of the field coordinator 

21.3   Tasks of the fieldworker

22. End of construction evaluation + reporting to donor

22.1   Explanation

The End of Construction Evaluation of the school project consists of the following parts:

1. Community meeting

2. Assessment of monitoring reports

3. Inspection of the constructed facilities

4. Production of End of Construction Evaluation Report

22.2   Community meeting

As part of the End of Construction Evaluation a community meeting is organized by the project committee. The fieldworker should discuss with the members of the project committee when this meeting is going to take place. The fieldworker also helps the project committee members with planning this meeting and thinking about the subjects that should be discussed. Typical aspects the project committee should bring forward into this meeting are:

1. Level of satisfaction of the community members with the constructed facilities (are the classrooms large enough, enough light, can all children now go to school, quality of the facilities etc.)

2. What to do about other aspects that need attention such as maintenance of the facilities, motivation of teachers, reducing drop-out rates and improvement of the quality of lessons?

3. Ideas for further improvements.

22.2.1 Tasks of the fieldworker

1. Plan a date for the community meeting with the project committee and make sure that they divide tasks concerning preparation of the meeting and informing the people about the place, date and time of the meeting.

2. Assist the project committee to plan the meeting. Give each member a copy of a community end of construction evaluation form (see Annex 1). Go with them through the contents of this form and discuss the questions and issues brought forward in it. Also discuss with them about letting the people giving the answers during the meeting and not putting words in their mouths. Basically the project committee members should only ask questions during the meeting. Discuss whether other questions should be added. If so, add these to the form (each member can add these by writing the additional questions down in the form themselves). 
3. During the meeting make notes about the answers of the people and assist the project committee members by:

· helping the project committee to remember important subjects that need to be discussed in the meeting but that are not yet brought forward

· stimulating people to participate in the discussions by inviting especially women and elderly people to speak up.

4. After the meeting the make a report about the meeting and discusses the report with the project committee members. Add things if they have things to add or change (that is if all agree with it). Make sure to add a clear list of conclusions and recommendations to the report.
5. Discuss the report with the responsible person from the management team and control that the report is filed in the right place! The important parts of this report will be taken up in the End of Construction report.
22.3   Assessment of monitoring reports

22.4   Inspection of the constructed facilities

The fieldworker should inspect the constructed facilities one last time, together with members of the project committee and technical staff such as masons, technical representatives from the authorities etc. Preferably these should be people who have not taken part in the construction activities so that they are not prejudiced.

22.4.1 Tasks of the fieldworker

· With project committee members and technicians execute the inspection. Visit all facilities and fill for each of the facilities the technical inspection form (see Annex 1)

22.5   Production of End of Construction Evaluation Report

22.5.1 Tasks of the fieldworker

· Fill in the End of Construction Evaluation Report (see for a lay-out of this report Annex 1) together with the responsible person of the management team and, if you think this is necessary, other fieldworkers who have been involved in the project. Use the filled in community end of construction evaluation form, monitoring reports and technical inspection forms and your own observations and notes for this purpose.

Annex 1   Form for the school construction plan

	Activity
	Period
	Number of people required per day
	Who will organize the activity
	Remarks

	Signing of a declaration by village head and landowner
	
	
	
	

	Collection of 100 USD for O&M, and putting the money on a bank account
	
	
	
	

	Organizing storage of project materials
	
	
	
	

	Collection and transport of materials
	
	
	
	


	Activity
	Period
	Number of people required per day
	Who will organize the activity
	Remarks

	Production of bricks
	
	
	
	

	Construction works
	
	
	
	

	Construction of a water tank or a handpump
	
	
	
	

	Rehabilitation of old school buildings
	
	
	
	

	Opening ceremony of the school
	
	
	
	

	End of construction evaluation
	
	
	
	


Annex 2   Monitoring of primary school projects

A 2.1  Explanation

When you, the fieldworker, visit a primary school project you should take the primary school project monitoring form for that project with you. On the site you do observations and talk to the people working in the project.

Important rules:

1. Always fill in the ‘General data’ first, especially the building and other construction components (use one cell per component; look in the example file to see how this should be done).

2. Only answer the questions in the monitoring form for the works that are actually done. For instance, if you see that some people are working on the walls of a school block and the other people are working on the trenches of a teacher’s house you will have to answer the questions in the monitoring form for both the walls and the trenches. For the other subjects in the form you don’t fill in anything, that is if no work is being done on these subjects. Only answer the questions for the subjects that are actually worked on!

3. Use one column each time when you fill in the monitoring form. At the start you fill in the date, then you answer all questions in that same column for the works actually executed. Be careful not to jump accidentally to another column! The next time you visit the project you use the next column, and so on. A good trick you can use to assure that you fill in everything in the same column is to work with the freeze panes function. To show you what it is click on cell B19 (this should be the cell in the column next to the cell that states ‘Name fieldworker’). Now click in the upper bar of the screen on ‘Window’ and then on ‘Freeze panes’. If you now scroll down you will continue to see the row with the dates. If you scroll to the right you will continue to see the A column. You can use this function to put the column you are working in directly next to the A column, so that you cannot accidentally jump to the wrong column when filling in the data in the form. You can undo this function by clicking again on ‘Window’ and then on ‘Unfreeze panes’.

4. In the monitoring form fill in the situation as it was when you obtained information before correcting things! When you find out that something is not done correctly you need to correct this immediately. But you should fill in the monitoring form the situation as it was before you corrected things! 

5. Fill in the monitoring form as things are, don’t try to make things more beautiful. It is very easy to fill in the monitoring form in a too positive way. But this will then give everybody wrong information. The effect of this is that your organization (and possibly yourself) will not learn from the problems actually happening in the project. This may cause future projects to be of poor quality. Don’t worry, you will not be judged in a negative way if you enter in the monitoring from the actual problems that you find, but make sure that you describe clearly in the monitoring form what you have done to overcome/correct the problems.

6. The monitoring form should preferably be filled about once a week (more often if you feel this is required). 

7. Every time when a new phase in the construction works starts you should be on site at the beginning of this phase (before people have started) and instruct the people working in the project about the quality aspects involved in this phase. You can find the most important quality aspects of each phase in the monitoring form and in your technical manual.

8. You can use the tables at the bottom of the monitoring form for management purposes and for reporting to stakeholders (e.g. donors, district authorities, the beneficiaries, etc.). When you want to look at the tables it is best to first ‘unfreeze panes’ (see at point 2 above for explanation).

Example:

When the foundation of a building is ready the next phase to start is the construction of the wall. Be on site when this phase starts and instruct the involved people before they start making the wall about the quality aspects involved in this phase. Then you should control during that and other days to what extent the quality aspects are really implemented by the people. If you find out that they do not stick to the quality standards you should react immediately and correct them. If things are seriously wrong or if you feel that things may go wrong or if there is a dispute you should stop all works. Also the head mason should stop the works if he feels that things are not done correctly.

When you come back in the office after visiting one or more school projects sit behind the computer and enter all details of the monitoring forms into the computer! Also discuss your findings with the field coordinator, especially if you have encountered problems in one or more of the projects.

Remember: in case you find any problems it is your responsibility to solve these together with the people on site. If this is not possible you have to notify your superiors and also bring it forward in the meetings you have in your office. Always make sure that there is a proper and direct follow-up to problems you have encountered!
A 2.2  Primary school project monitoring form

	Project code:
	

	Name community:
	

	Name district:
	

	Name country:
	

	Start date project:
	


	Number
	1
	2
	3
	4
	5
	6
	7
	8
	9

	Building construction components (maximum 9 components!):


	
	
	
	
	
	
	
	
	


	Number
	1
	2
	3

	Other construction components (except toilets; maximum 3 components!):
	
	
	


	Date
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Name fieldworker
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Project preparations
	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´ if before the start of this school project a PRA was done (if no PRA was done, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´ if before the start of this school project a school baseline survey was done (if no school baseline survey was done, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´ if the school project is included in the community development plan (if not or if the community does not have a community development plan, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Was a land declaration properly signed and one original copy filed in the office? (1='yes' or 'not necessary', 2= not applicable; if the declaration is not yet signed and/or filed, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´ when the project committee preparation meeting is held with at least 75% of the committee members plus the chairman being present (if the meeting is not yet held, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´when a construction plan is made by project committee with at least 75% of the committee members plus the chairman being present, and a copy of the plan filed in the office (if the meeting is not yet held or the plan not yet filed, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´when a storage room has been realized by the community for the project (if no storage room is realized yet, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´ each time when a new storekeeper has been selected by the community (if no storekeeper has been selected yet, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´ each time when a new storekeeper has been trained (if no storekeeper has been trained yet, don´t fill in anything)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Was the storekeeper selected in a proper way based on proper selection criteria discussed on beforehand by the community? (fill in each time when a new storekeeper has been selected; 0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=none of the problems were solved, 1=yes all problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	General issues
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is the storage room sufficiently dry, secure against thiefs and near enough to the construction site? (control several times; 0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is the storekeeper active and capable? (control several times; 0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=the problems were not solved, 1=the problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Construction and technical standards training
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Was a training provided to the project committee, community leadership and local masons about technical quality standards? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	In the quality standards training there was a sufficient number of local masons, local carpenters and, if relevant, people involved in brick production? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	In the quality standards training there was a sufficient number of project committee members and community leadership? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	At the end of the quality standards training all participants were fully aware of and supporting all important quality standards? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	How many hours did the training take?
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=none of the problems were solved, 1=yes all problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Trenches and foundations (fill in each time people are working on trenches/foundations)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Was a fieldworker on-site to instruct the people the first time work on the trenches started? (fill in only once for the beginning of the work on trenches; 0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Was a fieldworker on-site to instruct the people the first time work on the foundations started? (fill in only once for the beginning of the work on foundations; 0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Depth of the trenches (in cm)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Width of the trenches (in cm)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Height of the foundation (in cm)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Width of the foundation (in cm)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Bottom + sides of trenches were covered with plastic or wetted before foundation construction started? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Type of foundation: 1=concrete of 1:2:4 (1 part cement, 2 parts proper quality sand, 3 parts proper quality gravel of ... to ... inch) or better, 2=high quality stones/boulders (very hard, non-porous) with 1:4 cement mortar, 3=other of same or better quality, 4=other of lower quality (a foundation made of bricks should be rated with ´4´)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	If materials were used that need wetting before laying (such as bricks, blocks and porous rocks) are you sure that these were all wetted between this and the former monitoring? (0=no they were not all wetted, or, no I am not sure whether they were all wetted , 1=yes they were all wetted before laying, 2= not applicable because no wetting of the material is required)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	How was the curing of the foundation done? (1=wetting two to three times a day during seven to fourteen days while being well covered with plastic, 2=wetting two to three times a day during seven to fourteen days while being well covered with paper or plant material, 3=curing of lower quality was done, 4=no curing was done) 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=none of the problems were solved, 1=yes all problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Length of the foundations (in m)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No. of bags of cement used
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the trenches and foundations of building component 1 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the trenches and foundations of building component 2 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the trenches and foundations of building component 3 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the trenches and foundations of building component 4 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the trenches and foundations of building component 5 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the trenches and foundations of building component 6 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the trenches and foundations of building component 7 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the trenches and foundations of building component 8 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the trenches and foundations of building component 9 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Walls (including footings and plinth walls; fill in each time people are working on walls)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Wall material used (1=high quality bricks, blocks, stones, concrete or other material, 2=medium quality bricks, blocks, stones, concrete or other material, 3=low quality bricks, blocks, stones, concrete or other material)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mortar used: 0=not applicable because no mortar is used, 1=1:4 cement mortar (1 part cement with 4 parts proper quality sand), 2=1:6 cement mortar, 3=mud mortar stirred during 2 days, 4=mud mortar stirred during 1 day or a poorer than 1:6 cement mortar (choose the option that comes closest to the actual situation monitored by you)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Pointing: 0=not applicable because no mortar is used at all in the wall, 1=1:4 cement mortar (1 part cement with 4 parts proper quality sand), 2=1:6 cement mortar , 3=mud mortar stirred during 2 days, 4=poorer mud mortar or no pointing is done (choose the option that comes closest to the actual situation monitored by you)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	When starting a new wall layer is the layer under it always wetted before putting mortar on it? (0=no, 1=yes, 2=not applicable because no mortar is used)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	If bricks, blocks or other porous materials are used, are they wetted before laying on the mortar layer? (0=no, 1=yes, 2=not applicable because no porous materials used and/or no mortar used)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Scaffolds used are safe, meaning that they are robust, people cannot easily fall off them, and well anchored on the ground and against the wall? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other safety measures are followed properly by the persons working on site? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Concrete mixtures (e.g. for the ring beam or lintels) are 1:2:4 (1 part cement, 2 parts gravel, 4 parts sand) or better, the amount of water used in the mixture is sufficiently low, the gravels are 0,5 to maximum 3/4 inch and the sand is sharp and of proper quality with no or very little impurities? (0=no; 1=yes, 2=not applicable because no concrete is used in the wall)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Whenever concrete is poured (e.g. for the ring beam) is it properly vibrated? (removing all air bubbles but avoiding settling of the concrete; 0=no, 1=yes, 2=not applicable because no concrete is used in the wall)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are proper anchors used for the roof trusses, consisting of reinforcement or other metal bars of 6 mm or more, properly anchored in the ring beam or in the wall and fixed around the tie beams of the trusses? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Reinforcement bars in ring beam and/or other concrete structures in the walls are kept in place, away from the sides of the structures, by small concrete blocks attached to the bars? (0=no, 1=yes, 2=not applicable because no reinforced concrete is used in the wall)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Reinforcement bars do not appear at the surface in the concrete structures in the walls? (0=they do appear at the surface, 1=they do not appear at the surface, 2=not applicable because no reinforced concrete is used in the wall)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Curing of all concrete in the walls is during 7 days or more with the top covered with plastic and wetting two or three times a day? (0=no, 1=yes, 2=not applicable because no concrete is used in the wall)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Diameter of the main reinforcement bars used in the ring beam? (in mm; if no ring beam fill in ´0´)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are there 4 main reinforcement bars in the ring beam? (0=no, 1=yes, 2= not applicable because no ring beam is used in the building)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Plastering inside the building is done with a 1:4 to 1:8 cement mortar, consisting of two layers put in place 1 day after each other, with wetting 3 times a day starting one hour after putting each plaster layer in place and continuing at least 7 days? (0=plastering and/or its curing is of less quality, 1=yes inside plastering of that quality and with that way of curing is done, 2=not applicable because no inside plastering is done)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	The wall is built up all the way up and to the roofing plates or tiles? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are the inside walls well painted? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No. of bags of cement used
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´none´ or ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=none of the problems were solved, 1=yes all problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the walls of building component 1 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the walls of building component 2 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the walls of building component 3 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the walls of building component 4 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the walls of building component 5 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the walls of building component 6 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the walls of building component 7 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the walls of building component 8 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the walls of building component 9 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Doors and windows (fill in each time people are working on doors or windows)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are the doors and windows and their frames well painted with two weather resistant paint layers? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are the door and window frames properly fixed at the right locations in the walls and properly aligned with the walls? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Do the cills of the window frames in the outside walls have a slope on the outside and a space between cill and wall (or a metal strip under the cill that extend past the ends of the cill) to prevent the frame against rot? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are the timbers used properly seasoned? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are metal weather strips attached to the heads of the window frames in the outside walls or are these heads protected against weathering in another proper way? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´no problems´ or ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=none of the problems were solved, 1=yes all problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the doors and windows of building component 1 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the doors and windows of building component 2 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the doors and windows of building component 3 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the doors and windows of building component 4 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the doors and windows of building component 5 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the doors and windows of building component 6 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the doors and windows of building component 7 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the doors and windows of building component 8 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the doors and windows of building component 9 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Roofs
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Quality of the roofing material used (1= roofing sheets of 28 gauge or better, high quality roofing tiles etc., 2= roofing sheets of 26 gauge, pressed roofing tiles, etc., 3= roofing sheets, tiles etc. of lower quality)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Number of roofing sheets used (if no roofing sheets were used fill in ´0´)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were all timbers used in the roofing structure sufficiently treated with preservatives? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Does the number of trusses coincide with the design of the building? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Have all trusses been fixed properly at both sides with anchorage rods to the building? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Was the placement of the trusses done in a fully safe way? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Have all joints been securely made with sufficient nails placed in the proper way? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=none of the problems were solved, 1=yes all problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the roof of building component 1 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the roof of building component 2 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the roof of building component 3 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the roof of building component 4 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the roof of building component 5 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the roof of building component 6 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the roof of building component 7 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the roof of building component 8 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the roof of building component 9 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Floors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Before concrete pouring started a layer of plastic was put on top of the sub-floor or the sub-floor was thoroughly wetted? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Concrete mixture used in the floor (1=1:2:4 or better, 2=1:2:5 or similar mixture, 3=poorer mixture or no concrete used)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Floor poured in squares of maximum 3 x 3 m? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Concrete floor is at least 10 cm thick (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Curing of the floor is during 7 days or more with the top covered with plastic and wetting two or three times a day? (0=no, 1=yes, 2=not applicable because no concrete is used in the floor)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No. of bags of cement used for the floors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Problems encountered (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Actions undertaken for solving the problems (describe; fill in ´no problems´ if there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Were the problems solved? (0=none of the problems were solved, 1=yes all problems were solved; 2=the problems were partly solved; 3=not applicable because there were no problems)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the floors of building component 1 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the floors of building component 2 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the floors of building component 3 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the floors of building component 4 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the floors of building component 5 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the floors of building component 6 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the floors of building component 7 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the floors of building component 8 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the floors of building component 9 have been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Furniture
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Number of pupils that can sit on a bench with table (fill in for the classrooms that are finalized).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is each finalized classroom equipped with a blackboard and a table and chair for the teacher? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is all furniture sufficiently robust? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the furniture of building component 1 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the furniture of building component 2 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the furniture of building component 3 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the furniture of building component 4 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the furniture of building component 5 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the furniture of building component 6 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the furniture of building component 7 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the furniture of building component 8 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Fill in ´1´´ when the furniture of building component 9 has been finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Design (fill in for each finalized building)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Does each classroom have at least two escape routes? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are all rooms in the buildings realized properly protected against thieves? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is the amount of light in the classrooms sufficient to give a very pleasant impression? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are the classrooms constructed in such a way that noise between the classrooms is minimized? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Each classroom has a blackboard? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is the angle of the roof between 15 and 20 degrees? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Number of classrooms realized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Number of pupils who will be given lessons in the new classrooms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	School surroundings
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is drainage directly around the buildings properly realized? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is drainage of the school surroundings properly realized? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Is the appearannce of the school surroundings pleasant (trees, grass, foot paths, flowers, etc.)? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Toilets
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Number of toilet compartments realized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Are the toilets clean and without smells? (0=no, 1=yes)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the construction of all toilets has been properly finalized
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	The slab has a concrete mixture of 1:2:4  (1 part cement, 2 parts gravel, 4 parts sand) or better, proper reinforcement, the amount of water used in the mixture is sufficiently low, the gravels are 0,5 to maximum 3/4 inch, and the sand is sharp and of proper quality with no or very little impurities? (0=no; 1=yes, 2=not applicable because no concrete is used for the slab)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Reinforcement bars do not appear at the surface at the top or bottom of the slab? (0=they do appear at the surface, 1=they do not appear at the surface, 2=not applicable because no reinforced concrete is used for the slab)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Curing of the concrete was during 7 days or more with the top covered with plastic and wetting two or three times a day? (0=no, 1=yes, 2=not applicable because no concrete is used for the slab)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No. of bags of cement used for the toilets
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other construction components
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´1´´ when the construction of ‘other construction component 1’ has been properly finalized"
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´2´´ when the construction of ‘other construction component 1’ has been properly finalized"
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fill in ´3´´ when the construction of ‘other construction component 1’ has been properly finalized"
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


Annex 3   Declaration for approval of the selected school construction site by community and landowner

	Declaration for approval of the selected school construction site

(to be made up in three-fold)

Date:

Community:

Description of the location of the selected school construction site (describe in as much detail as possible the exact borders of the site):

Declaration:

We, the signatories of this declaration, declare that we accept the selected school construction site as described above, as well as the buildings and any other facilities related to the school that will be implemented at this site, to be the property of the community. We also declare that the site is large enough for the school buildings and other facilities included in the project and other facilities that may be included in the future.

Signed for approval by:

The Representative(s) of the Community (include signature, name and function):

The landowner(s) (include signature and name; if there is no landowner indicate here ‘not applicable’):

Any other person or representative who has or may in the future have a claim on or relation to the selected site (include signatures, names and description of their relation to the selected site; if there is not any such person, indicate here ‘not applicable’):




Annex 4   School project contract

1.  Involved Parties

This contract includes the following involved parties:

	Involved party
	Name representative
	Address

	
	
	

	
	
	

	
	
	

	Beneficiaries
	1.

2.

3.
	Involved communities:

C/o:

Private Bag

Kasungu

Malawi


2.  Project Description

The project comprises:

· The construction of two blocks with each two classrooms, two VIP latrines with each three stands, two teachers houses.

· Provision of furniture (15 benches + table, 1 teachers table and one chair for each of the 4 classrooms)

· Several training and social activities.

Project number:
Location of the school:
Names of the villages participating in the project:

3.  Project contributions by the involved parties

	Item
	SHIPO
	District authorities
	KTFT
	Community

	Cement
	20 bags for the walls of 1 school block
	20 bags for the walls of one school block and 30 bags for the floors
	
	

	Roofing sheets class ...
	75 sheets for both school blocks
	
	20 sheets for the teachers houses
	

	Sand
	
	
	
	45 m3 of sand suitable for mortar and concrete

	Local masons
	
	
	
	500 local mason days

	Etc.
	
	
	
	

	
	
	
	
	

	Social activities
	As according to the descriptions in the relevant SHIPO guidelines
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4.  Law

The contract, its meaning and interpretation, and the relation between the parties shall be governed by the laws of the Republic of Tanzania.

5.  Contract documents

The below listed documents are part of this contract. The documents are to be taken as mutually explanatory of one another, but in case of discrepancy the priority of the documents shall be as follows:

1. The Statutes of SHIPO

2. The contract (this document)

3. The contracts with project professionals

4. The accepted project proposal

5. The guidelines of SHIPO

6.  Time frame

· The starting date of the project is the last signature date in this contract. 

· The total time frame for the first project phase (which includes all preparations, finalizing one school block with furniture, one VIP latrine and one teachers house and, depending on the circumstances, some of the social activities) is twelve months after the last signature date in this contract (six months for the construction activities in this phase and twelve months for the social activities).

· Within two months after finalization of the first project phase this phase is evaluated by SHIPO and the community (together with any of the other involved parties if they are interested to be involved in this evaluation). 

· Within two weeks after the evaluation of the first project phase an evaluation report of this phase is produced by SHIPO and sent to all involved parties.

· Within two months after receiving the evaluation report each involved party decides whether it wants to continue with the second project phase (which will include the remaining construction works and social activities). This decision will depend on such criteria as performance and motivation of each of the involved parties, and quality and progress of the project activities.

· The involved parties that have decided to continue with their involvement in the project will continue all or part of the project activities in the second and third project year (the first six months of the second project year for the remaining construction activities and the second and third project year for the remaining social activities).

· The end of project date is the date within the participating communities is exactly 3 years after the last signature date in this contract.

7.  Responsibilities and rights of the involved parties

7.1   SHIPO

Responsibilities of SHIPO

· Community mobilization

· Guidance of the community during the whole project period with all project activities.

· Provision of the required guidelines to the beneficiaries.

· Provision of field workers who will be on a regular basis at the project site for overall supervision and facilitation of the work.

· Purchase and delivery to the project site of the materials that fall under SHIPO´s contribution as included in chapter 3 of this contract.

· Selection, training and supervision of all project workers (e.g. masons, carpenters and painters) working in the project.

· Payment of the project workers with whom SHIPO has a working contract.

· Training of the project committee.

· Provision of accountability, progress and evaluation reports during implementation and after completion of the project to the involved stakeholders.

· Communication with all stakeholders.

· Broadcasting the donor’s name(s) when this is possible and desired by the donor(s). 

· Ensuring proper handling of complaints from the beneficiaries.

· Fulfilling the above responsibilities in accordance with the specifications laid down in SHIPO’s internal regulations and guidelines.

Rights of SHIPO

· SHIPO remains the owner of materials, tools and equipment it contributed until they have been handed over officially to the beneficiaries. The official hand over is realized by signing by SHIPO, beneficiaries and other involved parties of the hand over document. This document contains the details of what exactly will be handed over to the beneficiaries which minimally comprises all physical infrastructures realized through the agreed project activities.

· SHIPO has the right to withdraw any materials, tools or equipment it has contributed or even temporarily or definitively stop its involvement in the project whenever it feels the community or other involved parties do not sufficiently fulfill the responsibilities agreed upon in this contract or if SHIPO is of the opinion that this is necessary for any other reason. In any such case the community and other involved parties will have no claims whatsoever on SHIPO and the responsibilities of SHIPO as formulated in this contract will stop immediately.

· Left over materials, tools, equipment and finances that SHIPO was supposed to contribute to the project may be directed to any other project decided on by SHIPO.

· The responsibility for the payment of the project workers with whom SHIPO has a working contract fore the project can be stopped temporarily or definitely in case the project is prematurely closed. In case the project continues after temporary closure the responsibility for payment of project workers with whom SHIPO has a working contract resumes.

· SHIPO will not be held responsible for any injuries or destruction (damages to human lives and property) during project implementation.

· SHIPO will receive a copy of the contract with the original signatures of all involved parties.

7.2   Beneficiaries

Responsibilities of the beneficiaries
· The provision (i.e. collection, payment and/or production) of the materials listed in chapter 3 of this contract. 
· Community labor during construction.

· Payment of masons during the period that construction activities exceed 5 months.

· Feeding and accommodating professional laborers working in project construction activities on site throughout the construction period

· Feeding unskilled laborers working in project construction activities on site throughout the construction period

· Storing tools, equipment and materials in a safe place and making sure that they don’t get lost.

· Put a Project Committee in place.

· Active participation in all evaluations.

· Finalizing all phases of the project within the given time frame.

· Monitoring the work of the masons and other professional laborers working in construction activities in the project.

· Good communication with SHIPO and Regional Government representatives in order to optimize the project results and the efficiency and effectiveness of the work.

· Tools, equipment and left over materials that were provided by SHIPO should be delivered back in a proper state at the end of the construction period or whenever required by SHIPO. Any losses of tools, equipment or materials and will be paid back to SHIPO by the community.

· All materials exceeding the quantities included in chapter 3 of this contract will be refunded by the community if required by SHIPO.

· Proper operation and maintenance of all project results.

· Open a bank account for the project prior to the start of the project with a minimum amount of 200.000 TShs on it for use during the construction works. At the end of the construction period the community will decide what will be done with the bank account and the money still on it.

· Produce a list of all beneficiaries who will contribute to the project (labor, financial contributions, etc.). The final list with all the names and the contributions that will be provided per listed beneficiary will be presented to all beneficiaries during one or more community meetings and will be placed at a public site in the community where all beneficiaries can easily see the list.

· Produce an agreement, signed by all involved persons, between the project committee and the leaders/authorities of the community containing statements on how committee and leaders will cooperate, what their mandates, roles and tasks are, regulations for how to deal with different types of disputes that may develop between them, and consequences for failing to adhere to this agreement. The document will be presented to the beneficiaries in a community meeting and will be placed at a public site in the community where all beneficiaries can easily see it.

· Active execution of all social activities included in the project.

· Fulfill the above responsibilities in accordance with the specifications laid down in SHIPO’s guidelines.

Rights of the beneficiaries

· The beneficiaries will become the owner of the physical infrastructures constructed through the project activities after finalization of the construction period, i.e. after all construction works have been finalized, controlled and approved by both the responsible SHIPO field worker and the controller of the Department of Education and after the signing by SHIPO and beneficiaries of the hand over document.

· Receiving all relevant project documents, including a copy of the contract with the original signatures of all involved parties.

7.3   Other involved parties contributing to the project

Responsibilities

· Purchase and delivery to the project site of the materials, tools and equipment that fall under the other involved parties contribution as included in chapter 3 of this contract.

· Communication with all stakeholders.

Rights

· Each of the other involved parties remains the owner of materials, tools and equipment it contributed until they have been handed over officially to the beneficiaries. The official hand over is realized by signing by all involved parties of the hand over document. This document contains the details of what exactly will be handed over to the beneficiaries which minimally comprises all physical infrastructures realized through the agreed project activities.

· Each of the involved parties has the right to withdraw any materials, tools or equipment it has contributed or even temporarily or definitively stop its participation in the project whenever it feels the community or other involved parties do not fulfill the responsibilities agreed upon in this contract. In any such case the community and other involved parties will have no claims whatsoever on the party.

· Left over materials, tools, equipment and finances that each of the involved other parties was supposed to contribute to the project may be directed to any other project decided on by those parties.

· None of the other involved parties will be held responsible for any injuries or destruction (damages to human lives and property) during project implementation.

· Each of the involved other parties will receive a copy of the contract with the original signatures of all involved parties.

8.  Declarations involved parties

This contract is valid only after all involved parties mentioned in this contract have put their signatures at the back of each pages at each of the three copies of this contract plus have filled in the other data as required at each of the three copies of the contract.

8.1   SHIPO

SHIPO as facilitating NGO agrees with the contents of this contract and declares it will fulfill its responsibilities as described in this document within the specified time frame.

Date:

Place:

Name representative SHIPO:

Position representative:

Signature:

8.2   Beneficiaries

We, beneficiaries of the project, members of                                                       

Communities agree with the contents of this contract and declare that we will fulfil our responsibilities as described in this document within the specified time frame.

Place:

Date:

Name representative 1 of the beneficiaries:

Village:

Signature:

Name representative 2 of the beneficiaries:

Village:

Signature:

Name representative 3 of the beneficiaries:

Village:

Signature:

Annex 5   Stock card

	Stock Card
Name village:                                                                                                                   Item:

	Date
	Details (such as: name person who took the materials, the work for which the material will be used etc.; in case of borrowing materials, include here the agreed date/time of return)
	Received
	Issued
	Balance
	Signature of receiver

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Annex 6   Project committee monitoring form for school construction works

For every working day answer the below questions:

1. Construction works realized?

2. Number of bricks produced?

3. Mixture of cement : ground used for the bricks?

4. Was the round sieved?

5. If concrete was made, what was the mixture: cement: sand: gravel?

6. How many villagers worked?

7. Things that should be improved? (if things need to be improved make sure to discuss these with the fieldworkers, village leaders and other persons involved)

8. Any other remarks?

Annex 7    Community end of construction evaluation form 

Annex 8   Technical inspection form 

Annex 9   End of Construction Evaluation Report

Project number:

Village:

Parish:

Sub county:

Name of the field worker:

Date :

Classrooms 

Please skip what’s not applicable. Feel free to add comments to make things clear.

1. Strength of floor

· Presence of any cracks











( yes / no )

· Plucking / settlement of floor









( yes / no )

· Quality of veranda :







Presence of cracks?






( yes / no )






Is it falling apart, on corners etc.



( yes / no )

2. Quality of foundation

-
Cracking of walls? 












( yes / no )

3. Walls

· What is the quality of the painting?



( poor / average /  good )

· How is the finishing around openings, 

e.g. windows, doors, vents?





( poor / average /  good )

· Flucking as a result of a damaged d.p.c. 

i.e. water raising into the walls







 ( yes, no )

· What is the quality of the black board? 


( poor / average /  good )

· Is the roughcast well attached to the walls?

( poor / average /  good )

Comments 

4. Roof

· Trusses standing right up?






( yes / no )


· Make sure that no small pieces of puriens are 

used as they increase the weak points


( yes / no ) small pieces 

· How is the alignment of the iron sheets?


( in line / wobbly )

· The gage of the iron sheets 




….

· Alignments and uniformity of the fascia boards 
( poor / average / good )

· How is the preservation of the timber, used in making of the roof members? ( poorly, total)

5. Shutters and doors

· Are the doors closing well?





( yes / no )

· Are the doors well painted? 




( poor / average / good )

· Is the surface of the doors smooth?


( yes / no )

· Are the shutters closing well? 




( yes / no )

· Is the surface of the shutters smooth?

( yes / no )

· Are the shutters well painted?




( poor / average / good )

· Do the lockers e.g. barrolt bolt function?

( yes / no )

Comments 

Pit latrines

6. Strength of floor

· Presence of any cracks











( yes / no )

· Plucking / settlement of floor









( yes / no )

7. Quality of foundation

-
Cracking of walls? 












( yes / no )

· Is the drop hole reasonable sized?

8. Walls

· Is the roughcast well attached to the walls?

( poor / average /  good )

9. Roof

· How is the alignment of the iron sheets?

( in line / wobbly )

· The gage of the iron sheets 




….

· Are the ventilation pipes clearly in the air? 

Is there some space around it?



( yes / no )

10. Doors

· Are the doors closing well?





( yes / no )

· Are the doors well painted? 




( poor / average / good )

· Is the surface of the doors smooth?


( yes / no )

General

Are the dimension conforming with the plan or if there was any adaptation and why?

Conclusion about construction of school building

Conclusion about finishing school building; painting, shutters etc

Conclusion about PIT latrine

End conclusion and recommendations of the fieldworker

Contract between mason and PRDO
This contract is made this ......................... day of ............................................. 19...... between Participatory Rural Development Organization (PRDO) 'the employer' and Mr ...................................................................... of P.O. Box ............................ 'the mason'.

The mason and PRDO agree on the following:

1. In consideration of the premises the above mentioned mason undertakes to construct 2 classroom blocks  of two classes each (total: four classes) (according to the building plan and procedures provided by PRDO; PRDO design) and one pit latrine (cross out if not applicable) in ………………………………..…………………........P/S, of.............................................. community, of………………………………………….parish,  ................................................ subcounty, Masindi District upon the terms and conditions herein contained. // moet er niet iets in over dat de mason het werk moet afmaken samen met 1 (?) collega plus een verwijzing naar het project contract met de community waarin de taken van de community members geformuleerd zijn (evt. in dit contract herhalen om zo duidelijk te krijgen wat precies ieders verantwoordelijkheden zijn of staat dat beschreven in de 'procedures' waarnaar je verwijst?); zoals het er nu staat lijkt het net alsof hij in zijn eentje vereantwoordelijk is voor al het werk///

2. PRDO undertakes to pay to the mason a sum of 5.000/= (five thousand only) for every day worked by the mason towards the construction. The mason undertakes to work at least 5 days a week (Monday to Friday) beginning at 8.00 am up to 5.00 pm with a lunch break of 1 hour. The mason shall work even if the community is not participating in providing unskilled labour. If the community does not show up on agreed days, the mason shall undertake the necessary to communicate to the community the required assistance.

The mason shall receive several bonusses if construction work is done within the contract period:

Bonus 1: If  wall plate is completed within the 14th week of the project plan (within 10 weeks of construction) (20,000 shillings).

Bonus 2: If construction is finalised (painting and site work is done) before the 24th week of the project (20th week of the construction) (20.000 shillings).

Bonus for every week finalised before the 24th week of the project plan (5.000 shillings for every week finalised earlier than dead-line date) in addition to bonus 2.

3.
A maximum of 5 (five) months pay is available for the mason. The mason is responsible to finish the building within the contract period. Payment shall be cash at least after every total of one month worked. 

4.
The mason agrees to stay within the community or not further than 5 kilometres from the construction site. The community will provide the mason with breakfast, lunch, dinner and decent accomodation.

5.
The contract shall be terminated upon not fulfilling the above conditions ( 2, 3 & 4).

Signed and delivered for and on behalf of PRDO

.........................................................................

Name:...............................................................

Signed and delivered by the said mason 

……..................................................................

Name:...............................................................
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