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1. INTRODUCTION 

1.1. Background 

Citizen engagement is central to democratic governance and effective service delivery. At the local level, it 

ensures that citizens’ voices are heard in the planning, budgeting, and implementation of development 

programs. For Nsama District, citizen engagement is particularly important because it empowers communities 

to influence decisions that affect their daily lives, promotes ownership of development initiatives, and 

strengthens transparency and accountability in the use of public resources. 

The Government of the Republic of Zambia has established strong legal, policy, and institutional frameworks 

that mandate and promote citizen participation in governance. Key among these are the Constitution of Zambia 

(Amendment Act No. 2 of 2016), the National Planning and Budgeting Act No. 1 of 2020, the Local Government 

Act No. 2 of 2019, the Constituency Development Fund Act of 2024, and the revised National Decentralization 

Policy of 2023. These instruments collectively emphasize the role of citizens in shaping development priorities 

and monitoring the performance of Local Authorities. Nsama District, like all Local Authorities, is obligated to 

align with these frameworks in order to strengthen inclusiveness, accountability, and transparency. 

Building on these national commitments, the development of the Nsama District Citizen Engagement Strategy 

provides a practical plan for mainstreaming citizen participation in the Output Based Budgeting (OBB) and 

Public Investment Management (PIM) processes at district level. The strategy responds to observed gaps such 

as limited coordination of Ward Development Committee (WDC) activities, minimal feedback to citizens after 

budget consultations, and inadequate documentation of engagement efforts. By addressing these gaps, the 

strategy seeks to create a structured, consistent, and inclusive engagement process that ensures community 

priorities are integrated into the district’s planning and budgeting cycle. 

The Nsama District Citizen Engagement Strategy therefore aims to: 

• Empower citizens to actively participate in planning, budgeting, and monitoring of development 

projects; 

• Improve decision-making by incorporating diverse community perspectives; 

• Strengthen accountability and transparency in the use of public resources at district level; and 

• Foster trust and stronger partnerships between Nsama Town Council and the people it serves. 

Through this strategy, Nsama District reaffirms its commitment to democratic governance and inclusive 

development, ensuring that every citizen has an opportunity to contribute to shaping the district’s 

development agenda. 
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1.2. Current C.E. Efforts by Nsama Town Council  

Nsama Town Council has over the years invested in several citizen engagement initiatives within the budgeting 

and project cycle processes. Most of these efforts have been conducted through the Ward Development 

Committees (WDCs), which serve as the formal link between the Council and the communities. Community 

meetings and consultations have also been held, particularly during the Constituency Development Fund 

(CDF) project identification stage. In addition, traditional leaders, community representatives, and Civil Society 

Organizations (CSOs) have at different times been involved in consultations, helping to ensure that community 

voices are included in setting development priorities. 

These initiatives have brought a number of benefits. Broad-based participation has been achieved through 

consultations that involve different stakeholders such as traditional leaders and youth groups, which has 

encouraged inclusiveness in identifying priority projects. The use of WDCs has provided a structured and 

institutionalized platform for bottom-up planning and community involvement. Involving communities in project 

identification has also promoted a sense of ownership and responsibility for local development, while 

consultations around CDF allocation have created more transparency in the way resources are distributed. 

Despite these positive steps, several gaps remain in the way citizen engagement has been implemented in 

Nsama District. Participation has often been limited in scope, with marginalized groups such as women, youth, 

and people living with disabilities not consistently represented in engagement activities. Coordination and 

documentation of CE efforts remain weak, with many activities being carried out in an ad hoc manner and 

without systematic records, which makes it difficult to track community input. Feedback mechanisms are also 

insufficient, as most engagements end at the project identification stage without follow-up communication to 

citizens on how decisions are implemented. Furthermore, communities often lack timely access to critical 

information on resource allocation and project progress, and there has been minimal involvement of citizens 

in monitoring and evaluating ongoing projects. 

The Citizen Engagement Strategy (CES) for Nsama District is being developed to address these gaps and 

strengthen the Council’s efforts. The strategy will deliberately expand inclusiveness by ensuring that 

marginalized groups, including women, youth, and people living with disabilities, are consistently targeted for 

participation in CE activities. It will establish structured coordination and documentation mechanisms so that 

citizen input is properly recorded, monitored, and integrated into planning and reporting processes. The CES 

will also enhance information sharing by ensuring that citizens receive regular updates on budgets, project 

implementation, and Council decisions through platforms such as public meetings, notice boards, local radio, 
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and digital media. Importantly, the strategy will introduce clear feedback loops, enabling citizens to understand 

how their views influenced decisions and how projects are progressing. Finally, it will promote participatory 

monitoring and evaluation by creating opportunities for communities to be directly involved in tracking project 

performance. 

In this way, the CES will consolidate the strengths of existing engagement practices, close the identified 
gaps, and foster a culture of inclusiveness, accountability, and trust between Nsama Town Council and the 
citizens it serves. 

 

2. Vision, Aim and Objectives 

2.1. Vision  

To create an inclusive, transparent and participatory environment that empowers the citizens of 

Nsama District to actively contribute to development and decision-making processes of the Council 

by 2028.  

2.2. Aim  

The main aim of this Strategy is to provide a structured and coordinated framework for engaging citizens of 

Nsama District in the planning, budgeting, implementation, and monitoring of development initiatives. By 

doing so, the Strategy seeks to promote transparency, accountability, and inclusivity in public financial 

management, while ensuring that community priorities are effectively reflected in the Council’s decision-

making and service delivery processes. 

2.3. Objectives  

• Increase citizen awareness of the budget and project cycle processes by conducting at least two 

sensitization and information-sharing sessions per ward annually. 

• Promote inclusive participation by ensuring that at least 40% of participants in citizen engagement 

activities are women, youth, and persons with disabilities by the end of the three-year Strategy 

period. 

• Strengthen feedback and accountability mechanisms by establishing structured platforms (e.g., 

quarterly community meetings, notice boards, and radio updates) to provide citizens with regular 

updates on budget decisions and project progress. 

• Enhance participatory monitoring and evaluation by involving WDCs and community members in at 

least 70% of project monitoring exercises during the CES implementation period. 
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• Improve documentation and coordination of CE activities by developing and maintaining a district-

level CE database and annual engagement reports for effective tracking of citizen input and 

outcomes. 

3. Approaches and Methods of Engagement 

The Nsama Town Council team will adopt multiple approaches to ensure inclusive and meaningful citizen 

engagement, recognizing that citizens come from diverse backgrounds and contexts. Consideration will also 

be given to how citizens engage with civic leaders and duty bearers to guarantee that the engagement 

process is two-sided and ongoing. To achieve this, the Council will utilize a combination of platforms, 

mechanisms, and communication tools to interact with stakeholders at different stages of the budget and 

project cycle. 

A. Citizen Participation in key Decision-Making and keeping citizens informed through the 

budget cycle: 

• The Council will create spaces for citizens to influence decision-making and ensure they 

are kept informed throughout the budget process. This will include: 

• Sharing budget presentations with stakeholders ahead of official hearings to obtain 

feedback on allocations to programs, sub-programs, outputs, and priority projects. 

• Strengthening citizen engagement during the project prioritization process by working 

closely with Ward Development Committees (WDCs) and community leaders. 

• Providing timely and simplified information on budget decisions through notice boards, 

radio programs, and digital platforms to ensure citizens remain well-informed. 

B. Citizen Monitoring of Budget and Project Implementation 

Citizen engagement will go beyond planning and budgeting to include active participation in the monitoring 

of project implementation. This will be achieved through: 

• Opening opportunities for citizens and local structures to be directly involved in monitoring 

ongoing projects. 

• Improving reporting back to citizens on the outputs of budget implementation by: 

• Using technology such as WhatsApp groups, Facebook and community radio for real-time 

project updates. 

• Publishing regular and accessible reports on project progress and expenditure. 
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• Establishing open channels for citizens to raise concerns, provide feedback, or report 

challenges. 

• Including selected community stakeholders in official monitoring visits undertaken by the 

Council to reinforce transparency and accountability. 

Through these approaches, Nsama District Council seeks to institutionalize citizen engagement as a 

continuous process rather than a one-off activity. This will promote shared responsibility, enhance 

transparency, and strengthen trust between the Council and the citizens it serves. 

4. IMPLEMENTATION PLAN 

The implementation of the Nsama District Citizen Engagement Strategy (CES) will be carried out through a 

structured approach aimed at enhancing citizen participation throughout the budget and project cycle 

processes. The plan will involve assessing the current status of citizen engagement, identifying engagement 

opportunities, assigning roles and responsibilities, and establishing clear timelines. Stakeholders will be 

engaged at different stages of the process to ensure transparency, inclusiveness, and accountability. 

4.1. Assessment of Current Status 

Currently, citizen engagement in Nsama District occurs mainly through: 

Budget Formulation: Citizens are engaged through Ward Development Committees (WDCs) who 

consolidate community priorities during budget consultations. However, participation is often limited due to 

low awareness, inadequate dissemination of information, and limited resources for outreach. 

Project Identification: Communities play a role in identifying local development needs through WDCs, 

Traditional Leaders, and Councillors. The process is functional but not systematic, as feedback loops are 

often weak. 

Monitoring and Accountability: Citizens occasionally participate in project monitoring through WDCs, but 

structured monitoring and reporting mechanisms are underutilized. 

Strengths: 

• Established structures such as WDCs, and Traditional Authorities. 
• Community willingness to participate when mobilized. 
• Existing legal and policy frameworks encouraging citizen participation. 
• Availability of media platforms which has made it easier to communicate feedback.  
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Gaps: 

• Limited capacity of community structures to effectively represent citizens. 
• Low awareness of rights, responsibilities, and processes. 
• Inadequate financial and logistical support for sustained participation. 

Opportunities: 

• Use of ICT tools (e.g., radio, website social media platforms, community meetings) to improve 
communication. 

• Strengthening the role of WDCs in mobilization. 
• Leveraging partnerships with CSOs and NGOs for citizen training and awareness. 
• Strengthening participatory monitoring systems for accountability. 

Table 1: Proposed Stakeholder Engagement Plan Summary Table  

Budget Stage Key Features / Activities Stakeholder 

Category Involved 

Timeline 

Preparation for 

Budget 

Formulation 

Nsama Town Council provides communities 

with the Stakeholder Engagement Plan (SEP) 

giving proposed dates for consultations. 

WDCs, CDFCs, CSOs, 

FBOs, Community 

Associations, 

Traditional Leaders 

Annual, prior to 

budget cycle 

 
Communities, through WDCs, submit project 

and activity proposals for inclusion in the 

budget. 

WDCs, Citizens, 

Traditional Leaders 

Annual, prior to 

budget cycle 

 
Council consolidates all Ward reports and 

submits a summary to MLGRD. 

Nsama Town Council, 

WDCs 

Annual, prior to 

budget cycle  
Conduct budget hearings & Town Hall meetings 

to validate priorities. 

Citizens, WDCs, 

CSOs, FBOs, 

Traditional Leaders 

Annual, prior to 

budget cycle 

 
The Council Secretary presents the compiled 

report to the Full Council. 

Council Secretary, 

Councillors 

Annual, prior to 

budget cycle  
Feedback meetings with WDCs on approved 

community priorities. 

WDCs, Citizens Annual, prior to 

budget cycle  
Council submits all reports, with minutes, to 

PLGOs for review and onward submission to 

MLGRD. 

Nsama Town Council, 

PLGOs, MLGRD 

Annual, prior to 

budget cycle 

 
MLGRD compiles and submits consolidated 

district reports to MoFNP. 

MLGRD, MoFNP Annual, prior to 

budget cycle 

Budget 

Approval / 

Public 

Awareness 

Review the proposed budget and assess 

whether community input (including vulnerable 

groups-women, PWDs, youth, children) has 

been incorporated. 

Citizens, WDCs, 

CWACs, CSOs, 

Traditional Leaders 

Immediately 

after budget 

approval 
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Provide feedback to WDCs, CSOs, and other 

stakeholders on the final approved budget. 

WDCs, CSOs, Citizens Immediately 

after budget 

approval 

Budget 

Execution and 

Monitoring 

Track utilization of funds to ensure alignment 

with planned activities and community priorities. 

Citizens, WDCs, 

CWACs, CSOs, 

Traditional Leaders, 

CDFCs, Sector 

Departments 

Ongoing, 

quarterly 

 
Council provides quarterly feedback to WDCs 

and communities on progress of projects. 

Nsama Town Council, 

WDCs, Citizens 

Ongoing, 

quarterly  
Stakeholders participate in monitoring visits and 

verification of works. 

WDCs, CSOs, CDFCs, 

Traditional Leaders, 

Citizens 

Ongoing, 

quarterly 

Budget 

Evaluation and 

Review 

Evaluate the impact of budget implementation 

focusing on agreed programmes and cross-

cutting issues (gender, disability inclusion, child 

welfare, climate change, livelihoods). 

Citizens, WDCs, 

CWACs, CSOs, 

Traditional Leaders, 

MLGRD, Private 

Sector, Media 

Annual, end of 

cycle 

 
Document lessons learned and share with 

stakeholders to improve the next planning 

cycle. 

Nsama Town Council, 

WDCs, CSOs, Citizens 

Annual, end of 

cycle 

 

Table 2: Stakeholder Engagement Mapping – Nsama Town Council 

Stakeholder Category Key Role in Engagement Period / Stage of Engagement 

Citizens (General Public) Participate in identifying priorities, 

budget consultations, project 

monitoring, and providing 

feedback. 

All stages – formulation, approval, 

implementation, monitoring, 

evaluation 

Ward Development Committees 

(WDCs) 

Mobilize communities, consolidate 

ward priorities, coordinate 

consultations, monitor projects. 

All stages – especially budget 

formulation, execution, and 

monitoring 

Constituency Development 

Committees (CDFCs) 

Oversee CDF project proposals, 

appraise projects, support 

monitoring of implementation. 

Budget formulation, execution, 

and monitoring 

Community Welfare Assistance 

Committees (CWACs) 

Represent vulnerable households 

and ensure social protection 

issues are considered. 

Budget formulation, monitoring, 

evaluation 



 
 

9 
 

Neighborhood Health Committees 

(NHCs) 

Identify health priorities, mobilize 

communities on health issues, 

monitor health projects. 

Budget formulation, execution, 

monitoring 

Traditional Leaders (Chiefs, Village 

Headpersons) 

Provide community leadership, 

mobilize participation, validate 

priorities, promote accountability. 

All stages – especially 

formulation, approval, and 

monitoring 

Faith-Based Organizations (FBOs) Advocate for community needs, 

mobilize citizens, support service 

delivery. 

Budget formulation, approval, 

monitoring 

Community-Based Organizations 

(CBOs) & Cooperatives 

Represent sector interests 

(farming, fishing, trade, youth, 

women, disability). 

Budget formulation, monitoring, 

evaluation 

Civil Society Organizations (CSOs) & 

NGOs 

Provide technical support, 

advocacy, capacity building, 

monitoring and oversight. 

All stages – especially formulation 

and monitoring 

Government Line Ministries & Sector 

Departments (Health, Education, 

Agriculture, Water, Fisheries, Forestry, 

etc.) 

Provide technical guidance, 

implement sector projects, report 

on progress. 

Budget formulation, execution, 

and evaluation 

Nsama Town Council (Council 

Secretary, Councillors, Officers) 

Coordinate the planning and 

budgeting process, consolidate 

reports, implement and monitor. 

All stages 

Provincial Local Government Office 

(PLGO) 

Review reports, provide oversight, 

consolidate district submissions to 

MLGRD. 

Budget formulation, approval, 

evaluation 

Ministry of Local Government and 

Rural Development (MLGRD) 

Consolidate reports, provide policy 

direction, submit reports to 

MoFNP. 

Budget formulation, approval, 

evaluation 

Ministry of Finance and National 

Planning (MoFNP) 

Review consolidated budgets and 

allocate resources. 

Approval stage 

Private Sector & Businesses (farmers’ 

groups, traders, fishing associations, 

transporters) 

Provide input on economic 

priorities, partner in 

implementation, create jobs. 

Budget formulation, execution 
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Academic Institutions & Schools Provide data and research, 

mobilize youth, identify education 

priorities. 

Budget formulation, monitoring, 

evaluation 

Media (Community Radio, Local 

Journalists) 

Disseminate information, mobilize 

awareness, enhance transparency 

and accountability. 

All stages 

Vulnerable & Special Interest Groups 

(women, youth, persons with 

disabilities, elderly, children) 

Ensure inclusive priorities, 

advocate for cross-cutting issues 

(gender, child welfare, disability, 

climate resilience). 

Budget formulation, monitoring, 

evaluation 

  

5. Communication Plan 

6. Table 2:  Proposed Communication Plan Summary 

Deliverable / 

Activity 

Target 

Stakeholders 

Frequency Proposed 

Timeline / 

Date 

Responsibility Communication 

Method 

Comments 

Awareness of 

CES and 

planned citizen 

engagement 

activities 

Citizens, 

WDCs, 

CWACs, 

CSOs, 

Traditional 

Leaders 

Quarterly March, 

June, 

Sept, Dec 

Public 

Relations 

Officer (PRO) 

& Planning 

Dept. 

Community radio, 

notice boards, 

social media, SMS 

Ensure 

accessible 

formats for 

persons with 

disabilities 

(Braille, sign 

language 

interpreters, 

audio) 

Announcement 

of Ward 

Meetings / 

Town Halls 

Citizens, 

WDCs, 

CWACs, 

CSOs, 

Traditional 

Leaders 

As needed Minimum 

2 weeks 

before 

meeting 

PRO & Ward 

Offices 

Radio, SMS, 

posters, 

community 

messengers, 

churches/mosques 

Must include 

time, venue, 

agenda, and 

contact person 

Dissemination 

of Budget 

Proposals and 

Project Lists 

Citizens, 

WDCs, 

CWACs, 

CSOs 

Annual Prior to 

budget 

hearings 

Planning Dept. 

& PRO 

Notice boards, 

radio, WDC 

meetings, 

simplified flyers 

Produce 

summary 

versions in 

local 

languages for 
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wider 

accessibility 

Feedback and 

Grievance 

Redress 

Citizens, 

WDCs, 

CWACs, 

CSOs 

Continuous Ongoing Council 

Secretary & 

PRO 

Suggestion boxes, 

hotline/SMS, 

WhatsApp, email, 

in-person desks 

Establish clear 

Grievance 

Redress 

Mechanism 

(GRM); 

respond within 

14 working 

days 

Reporting back 

on decisions 

and budget 

outcomes 

Citizens, 

WDCs, 

CWACs, 

CSOs 

Bi-annual June & 

Dec 

Planning Dept. 

& PRO 

Radio, public 

meetings, notice 

boards, 

community 

meetings 

Use clear 

visuals (charts, 

infographics, 

photos) to 

show progress 

and results 

Monitoring 

effectiveness 

of 

communication 

channels 

Citizens, 

WDCs, 

CSOs, PLGO 

Annual End of 

year 

Planning Dept. 

& PRO 

Stakeholder 

surveys, feedback 

forms, review 

meetings 

Helps improve 

future 

engagement 

and 

communication 

strategies 

 

 

7. Budget (for the Implementation of the CE Process) 

Budget Item Description / Purpose 
Estimated 
Unit Cost 

(ZMW) 

Frequency / 
Qty 

Annual 
Estimated Cost 

(ZMW) 

Stakeholder 
Consultations 

Organizing Ward consultations, Town Hall 
meetings, community mobilization (venue, 
chairs, refreshments). 

10,000 per 
meeting 

8 meetings (2 
per quarter 
across 4 
zones) 

80,000 

Information 
Dissemination 

Flyers, posters, translation into local languages, 
community radio programs, social media. 

5,000 per 
quarter 

4 times a year 20,000 

Grievance Redress 
Mechanism 

Suggestion boxes (10), hotline/SMS service 
setup & maintenance, grievance logbook. 

2,000 per 
quarter 

4 times a year 8,000 
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Capacity Building for 
WDCs & Community 
Structures 

Training sessions for WDCs, CWACs, NHCs 
(materials, facilitators, meals). 

50,000 per 
training 

1 annual 
training 
session 

50,000 

Monitoring & Evaluation 
(M&E) 

Field visits, citizen feedback surveys, 
documentation of lessons. 

15,000 per 
quarter 

4 visits 60,000 

Logistics & Allowances 
Transport and allowances for facilitators and 
council staff during outreach. 

5,000 per 
quarter 

4 times a year 20,000 

Reporting & Feedback 
Printing citizen-friendly summary reports, visuals, 
and infographics, radio slots. 

10,000 per 
report 

2 reports per 
year 

20,000 

       TOTAL  258,000 
 

7. Monitoring, Evaluation and Reporting 

The successful implementation of the Citizen Engagement Strategy (CES) requires robust monitoring, 

evaluation, and reporting systems. Nsama Town Council will adopt a participatory approach to ensure 

accountability, transparency, and continuous improvement. 

1. Monitoring 

• Monitoring will be carried out quarterly to track the progress of CES activities, citizen participation 

levels, and responsiveness of the council. 

• Ward Development Committees (WDCs), CWACs, NHCs, and CSOs will be actively involved in 

tracking progress at community level. 

• Monitoring will integrate cross-cutting themes such as gender, youth, disability inclusion, climate 

change, and social protection. 

2. Evaluation 

• Annual evaluations will assess the overall effectiveness of the CES, including outcomes of citizen 

participation on planning, budgeting, and project implementation. 

• The evaluation will identify successes, challenges, and lessons learned to inform adjustments in 

subsequent cycles. 

• Independent reviews (by PLGO, CSOs, or external partners) will complement internal evaluations for 

credibility. 
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3. Reporting 

• Monitoring and evaluation findings will be consolidated into Quarterly Progress Reports and an 

Annual CES Report. 

Reports will be made accessible to citizens through: 

• Council website and official social media pages 

• Notice boards at the Council, District Administration, schools, and Health Facilities 

• Community radio programmes and public meetings 

• Citizen-friendly summary versions (in local languages and visual formats) 

4. Grievance Redress Mechanism (GRM) 

• The existing GRM will be fully integrated into the MER framework. 

• Citizens will be able to raise concerns through suggestion boxes, WhatsApp, email, and in-person 

submissions to the Ward Development Committees or the Council. 

• All grievances will be logged, categorized, and responded to within 14 working days. 

• Data from the GRM will be analyzed regularly to identify recurring issues and guide corrective 

measures. 

5. Commitment to Continuous Learning 

• MER will not only measure activities but also provide a learning loop, ensuring that feedback from 

citizens influences decision-making. 

• Council officers will meet bi-annually with WDCs and stakeholders to reflect on progress and refine 

approaches. 

 Table 6: Monitoring & Reporting Framework – Nsama Town Council 

Objective / 

Area 

Key Indicators Frequency Data 

Source / 

Method 

Responsible 

Person / 

Office 

Reporting 

Channel 

Citizen 

Engagement 

in Budget 

Formulation 

- Number of Ward meetings 

held - Number of citizens 

(incl. women, youth, PWDs) 

participating - Percentage of 

community priorities 

integrated into draft budget 

Quarterly Meeting 

reports, 

attendance 

registers, 

WDC 

submissions 

Planning 

Dept. & PRO 

Council 

notice 

boards, 

website, 

radio, Ward 
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feedback 

meetings 

Information 

Dissemination 

- Number of 

announcements/publications 

made - Availability of info in 

local languages and 

accessible formats 

Quarterly Media 

monitoring, 

notice 

board 

reviews, 

PRO 

records 

Public 

Relations 

Officer 

Radio, 

social 

media, 

community 

posters, 

schools, 

clinics 

Grievance 

Redress 

Mechanism 

(GRM) 

- Number of grievances 

submitted - Percentage 

resolved within 14 working 

days - Common issues 

identified 

Continuous 

(logged 

monthly) 

Suggestion 

boxes, 

hotline/SMS 

logs, 

grievance 

register 

Council 

Secretary & 

PRO 

Quarterly 

reports, 

community 

feedback 

sessions 

Project 

Monitoring 

- Number of site visits 

conducted - Percentage of 

projects implemented 

according to plan - Citizen 

participation in monitoring 

visits 

Quarterly Monitoring 

reports, 

field visit 

checklists, 

photos 

Planning 

Dept. & 

WDCs 

Quarterly 

monitoring 

briefs, 

community 

meetings 

Evaluation of 

CES 

- Evidence of adjustments 

made based on lessons 

learned - Stakeholder 

satisfaction level with 

engagement process 

Annual Stakeholder 

surveys, 

annual CES 

review 

report 

Planning 

Dept. & M&E 

Officer 

Annual 

CES 

Report, 

stakeholder 

workshop 

Reporting & 

Feedback 

- Number of reports shared 

with communities - Use of 

citizen-friendly formats 

(infographics, translations) 

Bi-annual PRO & 

Planning 

Dept. 

records 

Planning 

Dept. & PRO 

Radio, 

community 

forums, 

website, 

notice 

boards 

Inclusivity & 

Cross-cutting 

Issues 

- Percentage of women, 

youth, and PWDs 

participating - Inclusion of 

climate change/social 

protection issues in reports 

Annual Attendance 

lists, CES 

report 

analysis 

Planning 

Dept. & HR 

Annual 

CES 

Report, 

IDP 

progress 

reviews 
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8. Conclusion 

The development of this Citizen Engagement Strategy (CES) demonstrates Nsama Town Council’s appreciation of the vital 

role that citizens play in strengthening democratic governance, improving service delivery, and ensuring effective public 

spending for people-centred development. 

While citizen engagement has always existed in different forms across the district, this CES provides a systematic and 

structured framework that brings together previously fragmented practices into a coherent process. It outlines clear roles, 

timelines, communication channels, and feedback mechanisms to ensure that the voices of citizens are consistently heard, 

documented, and acted upon. 

The Council reaffirms its commitment to inclusivity, ensuring that women, youth, persons with disabilities, the elderly, and 

other marginalized groups are fully represented in decision-making processes. Furthermore, the Council emphasizes its 

dedication to transparency and accountability by integrating mechanisms for regular reporting, grievance redress, and 

participatory monitoring and evaluation. 

By institutionalizing this CES, Nsama Town Council seeks to strengthen trust between the community and the Council, 

enhance resource allocation efficiency, and build a culture of shared responsibility for development outcomes. This strategy 

will therefore not only guide the budget and project implementation cycle but also contribute to the long-term vision of 

sustainable and inclusive development for Nsama District. 
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ANNEX 

Extract Minutes for the approval of the Citizen Engagement Strategy  
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Annex I: Attendance List Template –Disaggregated 
Meeting Title: 

Date: Venue: 

        

   

Name  

 

Designation 

Gender Age(Years)   Person  

With 

Disability 

PWD 

 

Mobile 

Number 

 

Signature M F Below 

35  

Between  

35-59  

Over  

60 

1                  

2                  

3                  

4                  

5                  

6                  

7                  

8                  

9                  

10           

Totals Number attended  M F         
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Annex II: Budget Consultation- Projects Submission Form Templates 
Sample 1: Zonal Priorities Project Submission Template 
Ward Name:      

Zone Name:       Financial Year:       

 

Certified by: 

WDC Zonal Representative:       Date:    Signature:   

Traditional Leader:           Date:    Signature:      

Witness:         Date:    Signature:   

 

 

 

 

 

S/N Priority Name of Project Status 

[New or Old] 

Village/ Community 

01 Quality Education 1 by 3 School Blocks New - 
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Sample 2: Ward Project Submission Form 

S/N Sector  Name of Project Status 

[New or Old] 

Zone and 

Village/Community 

Project Cost 

Estimate 

01 Education 1 by 3 School Blocks  New    

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Ward Name:       Financial Year:       

 

Certified by: 

WDC Chairperson:                     Date:    Signature:   

WDC Secretary    :           Date:    Signature:      

Witness:         Date:    Signature:   
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Annex III: Project Idea Sheet (PIS) template  
Project Idea Sheet 

Section 1: Project Information 

Executive Information is provided to allow decision makers easy access to relevant data.  

Name of Proposing Institution or natural person: State the name of the institution or citizen submitting the 

project idea 

Name of Project: 

  

Please use wording that best describes the project’s nature 

and purpose. Be as brief as possible, but avoid abbreviations. 

Physical Description of the Project: Provide only enough information to illustrate the physical 

nature of the project. For example: construction of a bus 

station in [town]. 

Location(s): Name the location of the project or locations if the project 

includes more than one site. 

Sector:  Please state which sector would the project fall in (e.g. water, 

education, transport, health, etc) 

Problem statement: Please briefly formulate the issue that the potential project will 

address (e.g. water shortage in [town] or limited access to 

education) 

Objectives: State the objectives that you aim to meet with this proposal. 

There should be a single primary objective expressed several 

sentences (e.g. increase of water supply by X% in [specific 

area] of [town] by [specify a month/year] through expansion of 

the capacities of water production facility and water supply 

network) 

Reference to the strategic framework of the council: Please specify if the project is envisaged by Law or a strategic 

document at the local level (e.g. Integrated Development Plan) 

and provide the exact reference to the regulation or section of 

the strategic document. 

Estimated population benefiting from the project: Please specify the approximate number of citizens that are 

expected to benefit from project implementation. 

Please specify if the project complements any ongoing 

initiative or a project, if any: 

Here, the proponent needs to provide brief details about an 

ongoing or completed project or different form of policy 

initiative that the proposed project idea is complementary with. 

Estimated Capital Cost of the Project (Total):    This is the total capital cost required to complete the proposed 

project which must include all items necessary to allow the 

project to achieve its designed functions and objectives. As an 

example, in a healthcare facility, in addition to building and 

construction costs, all the medical equipment, fixtures, fitments 

and furniture should be included. The costs of acquiring land 

(including compensation) as well as all related consultancy 

fees and costs should also be included. 
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Estimated operation and maintenance costs (first full 

fiscal year of operation): 

This is the total cost of operating, supplying and maintaining 

the project in the first full budget year after the time of entry of 

the project into its operational phase.  

Estimated start date of the project (month / year): The start date is the point at which the Procurement Notice is 

published following the approval of the project. 

Estimated date of operation of the completed project 

(month / year): 

 

In all cases, this would be the date at which the project is 

expected to enter operational service and start delivering the 

expected benefits, even if those benefits are only partial 

benefits at the start. 

Section 2: Contact details and Sign-off 

 Name Signature 

Project Concept Note prepared by: 

This should be the person who has 

completed this PIS on their own behalf 

or on behalf of the proposing institution. 

 

Telephone No:  

Email:  
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Annex IV: Grievance Redress Mechanism Form Templates 
Sample 1 Complaints /Grievance Log Form 
To be used by the LAs for action towards complaints from members of the Public.  

The complaint recorded on this form may be received via telephone, e-mail, e-platform, a letter or in person or an appropriately 

filled form by a complainant to the assigned complaints office. LAs may refer to the available ZDSP GRM Document for better 

setup of a GRM system.  

 

Date: 

Date the complaint is received 

 

Personal Details: 

Name, Contact Details if necessary  

 

Nature of the complaint  

Detail of the complaint  

 

 

Who dealt with the complaint?  

 

 

How was it dealt with?  

 

 

Outcome: 

Outline of what has happened as a 

result of the complaint 

 

Follow up required   

 

 

 

Sample 2: Complaint/ Grievance Lodging Form (Non-SEA/SH) 
This form may be used by the public to lodge a complaint of a Non Sexual Exploitation and Abuse (SEA) or Sexual Harassment 

(SH) nature.  

Date of Complaint:          

Complainant Information 

Full Name:        

Address:        

Phone Number:       

Email Address:       

Preferred Method of Contact: ☐ Email ☐Phone ☐ In-Person 
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Complaint Details 

1. Nature of the Complaint: 

   (Please check the relevant box)   

☐  Issue  

 

☐ Service Delivery Issue 

☐ Financial Mismanagement 

 

☐ Environmental Concern 

☐ Infrastructure/Project Concern 

 

☐ Other: [Specify]: 

 

 

2. Location of Incident:     

3. Date of Incident:     

4. Description of the Issue: Note: Provide a detailed description of the incident or concern. Include specific details such as dates, 

times, individuals involved, and any other relevant information 

             

             

             

              

Proposed Resolution 

What action or resolution would you like to see? 

             

             

              

Confidentiality 

Do you wish to remain anonymous? 

☐ Yes        ☐ No 

Can the details of your complaint be shared with relevant parties to resolve the issue? 

☐ Yes        ☐ No 

Acknowledgment 

I confirm that the information provided in this form is accurate to the best of my knowledge. 

Name(Optional) and Signature:        

Date:      

For Official Use Only 

Date Received:     

Received by [Insert Name/Department]:         

Action Taken:            

            

Resolution Date:    



 

 

 


