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ATTACHMENT I : QUESTIONNAIR E FOR ASSESSIN G COBEAS ACTIVITIE S 
Reference #... 

QUESTIONNAIRE FO R BENEFICIARIE S I N COMMUNITIE S 

Name: 

Sex: 
Male • 
Female • 

Age: Under 20 years • 21-30  years •  31-40years  • 
41-50 years • 51-60  years •  Over  61 years • 

I How  lon g has COBEA S been working with you i n this community? 
1. Past one year • 

2. One to two year • 
3. Two  to three years • 

4. Don't know • 

2. I n area s does the organizatio n support? 
1. Environmental protection • 

2. Income generation • 
3. Care for the  elderly • 

4. Farming • 
4. Others  (mention) • 

3. D o yo u se e th e area s as a  problems in your community? 
1. Yes, it  is • 

2. Somehow a problem • 
3. No it  is not • 

4. Ho w di d th e communit y solve the problem s before? 
1. Family/individually • 

2. Communally • 
3. No action • 

5. Whic h approach you se e i s effective i n dealin g with the problems ? 
1. Organization's  approach • 

2. Community  approach • 
3. Combination  • 

6. Di d yo u participat e in plannin g the interventions ? 
1. The  organization told us what to do • 
2. Through  discussion and agreement • 

3. We  were told by our community/village leaders  • 

7. Ho w ar e yo u informe d o n th e progres s of activitie s implemented? 
1. Report  presented during meetings • 

2. Heating  from other people • 
3. No  report given • 

8. Comparin g the conditio n no w an d befor e the organizatio n came in, ho w th e situatio n is ? 
1. The  situation is better now • 

2. The  situation is the same • 
3. The  situation is worse now • 



Who benefit more from the activities supported by the organization? (CHOOSE ONE O R MORE ) 
1. Widows • 
2. Orphans • 

3. HIV/AIDS Victims • 
4. Elderly • 
5. Women • 

6. Men • 
7. Youth • 

10. I f the situation is the same or worse, why? 
1. Approach not accepted by members of the community 

• 
2. Only  few community members reached • 

3. Cooperation  between the organization and community is poor • 
4. Others  (mention) • 



ATTACHMENT II: RESEARCH PLA N 
WORK PLAN 

S/N Activity Responsible Place Implementati 

on Period 

Status Remarks 

1 instructions o n how 

to cany ou t the 

assignment 

Course 

Instructor 

Dar E s 

Salaam 

4 t h -6 t h 

September 

2003 

Completed 

2 CBO/NGO 

identification and 

selection 

Mishael Kibaha October 1 s t , -

December 

23 r d , 2003 

Completed 

3. Letter writin g and 

submission fo r Self 

introduction t o the 

selected C BO 

Mishael/OUT Kibaha January 8 -

16,2004 

Completed 

4. Initial contacts with 

the selected C BO 

Mishael Kibaha Feb 2-6, 200 4 Completed 

5 Visits to some 

C B O member s and 

beneficiaries 

Mishael Kibaha February 9  -

11,2004 

Completed 

6 Development of 

questionnaire 

Mishael Dar E s 

Salaam 

March 1 7 t h -

April 15 th 

2004 

Completed 

7 Assessment o f the 

questionnaire 

Supervisor Dar E s 

Salaam 

A p r i l 1 5 t h -

17 t h ,200 4 

Completed 

8 Questionnaire pre -

testing 

Mishael Kibaha April 8 t h, 

2004 

Completed 

9 Analysis o f pre-

tested 

questionnaire 

Mishael Dar E s 

Salaam 

Apri l 19 t h-

2 3 r d , 200 4 

Completed 

10 Fine-tuning the 

questionnaire 

Mishael Dar E s 

Salaam 

April 20 th -

29 t h, 200 4 

Completed 

11 Assessment o f the 

questionnaire 

Supervisor Dar E s 

Salaam 

April 29 th -

30 t h, 200 4 

Completed Done in May 2004 

12 interviews Mishael Kibaha May 1 s t -31 s t , 

2004 

Completed Done in August, 

September and 

October 200 4 



S/N Activity Responsible Place Implementati 

on Period 

Status Remarks 

13 Data Analysi s Mishael Dar E s 

Salaam 

June 1 st- July 

31 s t, 200 4 

Completed Done in October 

14 Report Writin g -

First Draf t 

Mishael Dar E s 

Salaam 

August 1 s t -

31st, 200 4 

Completed Done in November 

- Decembe r 200 4 

15 Assessment o f the 

Report 

Supervisor Dar E s 

Salaam 

September 

1s t- 15 t h, 2004 

Completed Done in January 

2005 

16 Feedback meetin g 

with C BO 

management team 

Mishael Kibaha September 

30 t h, 200 4 

Completed Done in January 

2005 

17 Report Writin g -

Second Draf t 

Mishael Dar E s 

Salaam 

October 1 s t -

31 s t, 200 4 

Done Done in April 200 5 

18 Assessment o f the 

Report 

Supervisor Dar E s 

Salaam 

November 1 s t-

15 t h, 200 4 

Done Done in May 200 5 

19 Binding Mishael Dar E s 

Salaam 

November 

16 t h - 3 0 t h , 

2004 

Done Done in August 

2005 

20 Submission Mishael Dar E s 

Salaam 

December 

2004 

Done Done in August 

2005 



ATTACHMENT III: SAMPL E BENEFICIARIES ' MEETIN G MINUTE S 









ATTACHMENT IV : COMMUNIT Y FACILITATION GUID E 



Community 
Facilitation 

Guide 

By M i s h a e l , Farij i V . M . L 
J u n e , 200 5 



TABLE OF CONTENTS 
PURPOSE OF T HE GUIDE 1 

STEP I : SELECTION OF COMMUNITY 2 

STEP II : ENTRY TO COMMUNITY 4 

STEP III : WORKING IN T HE COMMUNITY 5 

STEP IV: SITUATION ANALYSI S O F T HE COMMUNITY 8 

STEP V: ASSESSMENT O F COMMUNITY NEEDS 1 0 

STEP VI: PRIORITIZATION OF NEEDS 1 2 

STEP VII: ACTION PLANNING 1 4 

STEP VIII: REPORT PREPARATION 1 7 

Page i 



PURPOSE OF T HE GUID E 

The Guid e i s intende d t o hel p communit y developmen t facilitator s t o guid e 

communities throug h th e analysi s o f thei r situatio n an d comin g u p wit h 

alternative viabl e solution s t o th e problem s confrontin g them . I t i s anticipate d 

that apar t fro m guidin g communitie s t o finally  b e empowere d an d ow n th e 

development process , i t wil l als o hel p facilitator s develo p acceptabl e projec t 

write ups fo r communitie s whic h reflec t an d address thei r needs . 

The guid e elaborate s i n a  simple but clea r flow  eac h ste p to follo w t o establis h 

a picture o n th e prevailin g situation in a particular community. 
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STEP I: SELECTION O F COMMUNITY 

Determine th e communit y wher e plannin g shoul d b e done . T o achiev e this , 

the facilitato r should : 

• Collec t secondar y dat a fo r specifi c indicator s tha t wil l allo w eas y 

comparison betwee n communities . Thes e ar e secondar y dat a availabl e 

from th e distric t an d war d offices . Suc h indicators coul d be : 

o Enrollmen t rate of children to schoo l 

o Dro p ou t rat e of school children 

o Literac y rate in the communit y 

o Distanc e t o th e wher e service s suc h a s schools , market s an d 

health ar e found , etc . 

o Developmen t agencie s working in the area , etc . 

• Discus s th e lis t draw n wit h governmen t official s t o ge t mor e insigh t o f 

each communit y i n the list . 

• Selec t th e communit y tha t fits  int o th e selectio n criteri a you have set . 

• Prepar e a  lis t o f activitie s tha t wil l b e undertake n whe n yo u ar e i n th e 

community an d thei r correspondin g cost s (budget) . 

• Infor m th e communit y leadershi p o f you r pla n t o conduc t participator y 

assessment o f th e communit y situation . Writ e a  lette r whic h shoul d b e 
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sent t o th e leadership . Wher e possible , i t i s advisabl e fo r a  facilitato r t o 

take i t to th e communit y a s a  way t o star t building up goo d relations . 
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STEP II: ENTRY TO COMMUNIT Y 

Meet th e communit y leadership . Th e facilitator s shoul d respec t thei r first 

appointment wit h th e leadership , a s thi s i s a n importan t stag e i n settin g u p 

working environmen t an d collaborativ e spiri t i n interactin g wit h th e 

community members . Durin g this meeting , the facilitator s should: 

• Introduc e themselve s b y names ; 

• As k fo r introductio n fro m thei r host s fro m thei r leader . Thi s i s th e 

opportunity fo r th e facilitato r t o gras p th e name s o f eac h o f th e villag e 

leaders; 

• Presen t t o th e leadershi p th e objectiv e o f you r visi t t o th e communit y 

and what woul d b e th e outcome s o f your work; 

• Spel l ou t wha t yo u do expec t fro m th e leadershi p i n terms o f role s an d 

responsibilities to accomplis h your task ; 

• As k th e leadershi p t o organis e th e firs t meetin g wit h th e communit y 

members. Th e meetin g date shoul d be se t t o allo w informatio n t o reac h 

as many communit y members a s possibl e so tha t majority can attend . 

• Thi s i s als o th e opportunit y t o collec t basi c dat a tha t wil l 'hel p yo u i n 

facilitation o f th e first  meeting . Demographi c information , 

administrative structur e an d th e lis t o f famou s peopl e i n th e communit y 

are importan t i n setting up th e modalit y of handling the meeting . 
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S T E P III : W O R K I N G I N T H E C O M M U N I T Y 

i . Prelud e t o th e meeting : 

*A facilitator o r a  grou p o f facilitator s shoul d g o t o th e communit y 

one o r tw o day s befor e th e dat e o f th e first  meetin g wit h th e 

community. Thi s i s a n opportun e tim e fo r th e facilitator s t o dra w 

attention o f the communit y members o n thei r presence ; 

*Facilitator shoul d wal k aroun d th e communit y t o explor e th e are a 

and mee t the people , encouragin g them t o atten d th e meeting ; 

*Acclimatize yoursel f t o th e communit y environment . Wea r simpl e 

clothes, mi x wit h the m especiall y i n socia l gatherin g takin g plac e a t 

your arrival . 
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During th e Meetin g 

*Al low the Chairperso n of the Communit y to officiall y ope n th e meeting . 

Where possible , ensure tha t minute s o f th e meetin g ar e prepare d b y th e 

relevant communit y secretary ; 

* Ensur e als o tha t a  list o f attendees i s taken a s tha t justifie s th e decision s 

being take n afte r deliberation ; 

When allowe d by th e Chairperson , explain the objective s o f your work in 

the communit y and th e expecte d outcom e o f the exercise ; 

* Sinc e i t i s no t eas y fo r in-dee p discussio n to b e hel d wit h a  large group , 

ask fo r th e communit y t o selec t som e member s who m the y believ e ca n 

air thei r views based o n th e knowledg e they hav e abou t th e community ; 

* Als o as k fo r th e communit y t o selec t fe w individual s who wil l wor k 

closely wit h th e facilitator s a s communit y facilitators . Thi s grou p o f 

facilitators wil l remai n i n th e communit y a s asset s fo r futur e 

development facilitation ; 

* I n formin g groups, i t i s advise d tha t al l divisions such a s hamlet s tha t 

constitute th e communit y ar e represented . I n thi s case , allo w eac h 

division t o choos e it s representatives fo r each group category ; 
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* T o addres s som e o f the pertinen t issue s fo r specifi c groups, i t i s advised 

that th e followin g group s shoul d b e formed : women , me n an d yout h 

(boys an d girls) . Dependin g o n convenienc e som e specifi c group s lik e 

disabled can for m group s o f their own; 

* Assembl e th e member s an d announc e th e lis t o f grou p member s 

selected fro m eac h division . 

* Retur n bac k th e authorit y t o th e Chairperso n b y thankin g al l fo r thei r 

active participation . As k for member s o f groups t o remai n behin d afte r 

closing the meetin g to se t tim e and date to mee t fo r discussions; 

* Al lo w th e chairperso n t o clos e the meetin g fo r that particular day. 
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STEP IV: SITUATION ANALYSIS OF T HE COMMUNIT Y 

Situation Analysi s aim s collectin g informatio n abou t communit y social , 

political, economi c an d cultura l aspects . Thes e informatio n ar e collecte d fro m 

the communit y member s themselve s an d relevan t agencie s suc h a s dispensaries , 

schools, governmen t offices , etc . Bette r understandin g enable s th e communit y 

to activel y plan fo r th e change s t o b e mad e t o reac h th e leve l of improvement . 

In thi s case , the followin g aspect s may b e idea l fo r analysis : 

* Populatio n an d demographi c features ; 

* Political and administrative structure; 

* Organizations and their roles in the community; 

* Cultur e an d traditions ; 

* Socia l service s availabilit y and performance ; 

* Socia l relation s an d stratification ; 

* Economi c activities ; 

* Problem s facin g the community . 

Methodology 

Any o f th e followin g o r al l of the m dependin g o n whic h on e wil l provid e th e 

required information : 

* Focu s Grou p Discussion ; 
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* Revie w o f recor d 

* Interviews ; 

* Observation . 



STEP V: ASSESSMENT OF COMMUNITY NEEDS 

Community need s ar e assesse d b y firs t o f al l analysin g th e problem s 

encountered b y communit y members . Member s shoul d therefor e asses s th e 

gaps existing in achieving better life . 

Methodology 

The facilitato r shoul d emplo y th e focu s grou p discussio n wit h differen t group s 

that were forme d durin g th e first  meetin g wit h th e first  meetin g o f communit y 

members. Th e ke y questions t o guid e th e analysi s shoul d he : 

* Wha t i s the problem ? 

* Wha t ar e th e cause s of the problem ? 

* Wha t ar e th e effect s o f the proble m t o th e community ? 

* W h o i s affected most ? 
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In a  matrix for m thi s shoul d be arrange d a s follow s 

Problem Causes Effects The affected Group 

Each grou p shoul d com e ou t wit h its lis t o f problems i n a matrix show n above . 

This als o ca n lea d t o makin g a  proble m tre e tha t show s th e caus e effec t 

relationship o f th e identifie d problem s whic h eventuall y come s ou t wit h th e 

central proble m which causes other problem s 
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STEP VI: PRIORITIZATION OF NEEDS 

The problem s identifie d are ranke d b y the group s accordin g to thei r perceptio n 

in th e wa y they affec t them . 

Methodology 

* Vot in g ca n be use d t o prioritis e the problem s 

* Pai r wis e rankin g — thi s metho d ca n b e use d whe n i t i s difficul t t o ran k 

problems throug h voting . Tw o problem s ar e paire d an d vote d fo r a t a 

time. Th e selecte d proble m i s writte n i n th e bo x wher e th e tw o 

problems intersec t Thi s proces s i s don e unti l al l problem s ar e 

compared. Th e proble m tha t appear s man y time s i s th e on e wit h hig h 

priority an d highl y affectin g th e community . Th e matri x wil l appea r a s 

follows: 
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In Thi s case , Prevalence  of  diarrhoea  is th e priorit y proble m identifie d b y th e 

community. 

The outcome s o f grou p prioritizatio n are late r presente d a t th e communit y 

meeting b y th e perso n appointe d b y th e grou p t o represen t them . Afte r 

presentation, a  facilitato r shoul d d o prioritizatio n by combinin g the problem s 

from differen t group s an d followin g th e sam e proces s don e a t grou p level . 

Problems ar e ranke d i n th e orde r o f weigh t give n b y th e communit y an d 

represent the orde r th e communit y would lik e the m b e solve d serially . 
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STEP VII: ACTION PLANNIN G 

Action plannin g ca n b e undertake n fo r eac h identifie d problem . T o achiev e 

this, on e nee d t o ge t expertis e fro m peopl e competen t i n the  particula r are a 

such a s health , education , construction , water , etc . i n assistin g th e communit y 

come u p wit h realisti c plans tha t abid e b y se t o f rules an d regulation s accordin g 

to th e governmen t policies . I n thi s case , smal l committee s ca n b e organize d t o 

work wit h th e expert s i n preparin g th e plan s an d cost s relate d t o ever y 

identified activity . Th e pla n fo r eac h proble m shoul d appea r i n a  matri x 

presented below : 

No. 
Activity 

description 
Actor(s) 

Implementation 
Period 

Resources Required 
Remarks 

Start 
Date 

Complet ion 
Date 

Description Quantity Cost 
(Tshs) 

Remarks 

Note that: 

••• A l l activitie s should be costed , eve n i f they ar e don e o n voluntar y basis . 

This wil l provid e th e actua l cos t o f th e complete d activitie s earmarke d 

for solvin g a particular problem. 

••• Technica l information suc h a s drawing s shoul d be attache d t o th e plan s 

where th e pla n requires suc h information. 
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* Associate d sid e effect s o f implementation activitie s t o th e welfar e o f th e 

people suc h a s environmenta l degradatio n an d resettlemen t shoul d b e 

considered an d possibl e remedie s shoul d b e include d int o th e actio n 

plan an d budgete d for . 

* Gende r issue s an d cultura l aspect s shoul d b e considere d suc h a s 

representation o f wome n i n managemen t o f implementatio n an d 

activities that contradic t wit h traditional beliefs . 

* An y trainin g nee d shoul d b e reflecte d i n th e plan . Trainin g shoul d 

always b e associate d wit h th e gap s identifie d i n achievin g the objective s 

set b y communit y an d shoul d g o han d i n han d wit h implementatio n o f 

specific activit y as par t o f building beneficiaries ' capacities . 

Plans fo r specifi c problem s ar e late r combine d t o for m on e communit y actio n 

plan, indicatin g globally what i s suppose d t o b e don e an d ho w muc h i t costs t o 

change th e situatio n t o a  bette r one . Th e Communit y Actio n Pla n shoul d b e 

listed seriall y i n orde r o f thei r correspondin g proble m priorit y an d action s b e 

globally written a s the y appea r i n individua l plans . Th e tabl e belo w show s ho w 

the Communit y Act ion Pla n looks a s follows : 
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Community Act io n Pla n 
Name of Community War d Distric t Preparatio n Date.. 

N o . Problem Causes Solution (s) Responsible 

Implementation 
Period 

Required Resource s Remarks 

N o . Problem Causes Solution (s) Responsible 
Start 
date 

Completion 
Date 

Description Tshs 

Facilitators shoul d guid e communitie s t o understan d tha t i t i s thei r 

responsibility t o tackl e problem s whic h hav e bee n identified . The y shoul d 

anticipate suppor t an d therefor e see k outsid e suppor t fo r comple x problems . 

Problems tha t canno t b e solve d by th e communit y alone , thei r cost s shoul d b e 

worked ou t an d see k suppor t fro m developmen t partners . 

T o ge t approva l o f the communit y and henc e facilitat e ownership , Community 

Act ion Pla n shoul d b e communicate d t o th e member s o f th e communit y 

through th e Assembl y which ha s t o b e convene d a t th e en d o f th e process . 

During th e meetin g emphasi s shoul d b e pu t t o fosterin g ful l participatio n an d 

commitment t o meetin g th e se t objective s o f the communit y a s indicate d in th e 

plan. 
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S T E P VIII : R E P O RT P R E P A R A T I O N 

After completio n of step V I I , th e facilitator(s ) should prepare a  report o n wha t 

have bee n don e fro m th e first  da y t o th e las t da y o f facilitation . Thi s repor t 

should encompas s al l informatio n pertainin g t o th e communit y a s analyse d 

during the proces s an d action plans prepared followin g th e analysis . Th e layout 

o f th e repor t i s as presented hereunder : 

Report o n Communit y Facilitatio n i n Don e fro m (date ) t o 

(date) 

1. Introductio n (indicat e location o f the communit y and it s brie f history) 

2. Purpos e o f the Exercis e (wh y did you decide to carr y out facilitatio n i n 

that community?) 

3 Selectio n Criteria (What criteria guided you in selection of the 

community?) 

4 Planne d Activitie s (Wha t did you plan t o d o i n that community?) 

5 Implementatio n (Indicat e seriall y what was done an d what was th e 

outcome fo r each day . Thi s shoul d be summarise d and th e detail s 

should b e attache d t o th e report ) 

6 Conclusio n (summaris e the findings  fo r each activit y done ) 
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7 Recommendation s (indicat e what needs to b e don e base d o n th e 

findings) 

The repor t ca n be share d with relevan t government authoritie s an d fundin g 

agencies whic h ca n assis t respective communitie s in implementing their 

priorities. 
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