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1.0 INTRODUCTION 

1.1 Background 

 

The mandate of Local Authorities is to provide services to the communities within its 

jurisdiction and this requires that the communities are engaged during the whole process. 

A Stakeholder Engagement Plan (SEP) is therefore key in defining information disclosure 

and establishing stakeholder engagement measures, and providing a grievance mechanism 

(GM). This SEP outlines how, when, and ways in which the local authority will inform, 

communicate and consult with stakeholders including vulnerable groups and a mechanism 

by which people can raise concerns, provide feedback, or make complaints about the 

services provided and any activities related to the functions of the local authority as 

enshrined in the Local Government Act No.2 of 2019 

The CES has been developed in line with the Local Government Act No. 2 of 2019, the 

Decentralisation Policy (2013), and the Public Finance Management Act No. 1 of 2018, 

and is guided by the Council’s Vision, Mission and Core Values. 

 

1.2 Current Stakeholder Engagement Efforts 

 

Chongwe Municipal Council highly prioritizes stakeholder engagement in the 

development process and the efforts being made include the following; 

 Conducting Zonal Assembly and Ward Development Committee meetings during the 

planning and budget preparation process. 

 Conducting Community and business community Town hall meetings to make 

consultations during the planning and budget preparation process. 

 Utilization of print media and social media flat-forms such as Facebook to display Council 

budget and updates on existing projects. 

 Channeling of feedback and grievances through the Principle Officer. 
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1.3 Identified Gaps 

 

The existing gaps identified in the current stakeholder engagement efforts by Chongwe Municipal 

Council include the following; 

 General apathy in some communities in participating during community engagements. 

 Poor level of awareness of communities on their role to participation in planning and 

budgeting processes. 

The SEP therefore seeks to be systematic expand the existing efforts by ensuring that citizen 

engagement is inclusive, institutionalized and continuous. 

2.0 VISION, AIM AND OBJECTIVES 

 

2.1 Vision 

 A transparent, inclusive, and responsive local authority where every stakeholder’s voice 

shapes planning, budgeting and ultimate service delivery by 2027.

 

2.2 Aim 

 

 To strengthen engagement through transparent communication, collaborative decision- 

making, and empowering citizens to shape the future of our community.”

 

2.3 Objectives 

The overall objectives of the Chongwe Stakeholder Engagement Plan are as follows: 

 To identify all stakeholders and ensure their participation in the planning and budgeting 

process and all the developmental activities undertaken as stipulated in the Local 

Government Act No. 2 of 2019.

 To enhance citizen awareness and understanding of the functions of the local authority, 

budgeting, and as well as developmental programs.

• To establish a systematic approach to stakeholder and citizen engagement. 

 

• To promote and provide means for effective and inclusive engagement with the stakeholders 

on issues that affect them. 
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• Provide project-affected parties, including the vulnerable persons, with accessible and 

inclusive means to raise issues and grievances and manage such grievances, especially those 

coming from vulnerable persons and groups. 

 

4.0 APPROACHES AND METHODS OF STAKEHOLDER ENGAGEMENT 

In order to implement best practice approaches, Chongwe Council shall utilize the following 

principles for stakeholder engagement: 

a. Sincerity: consultations and other stakeholder engagement for planning and development 

activities will be undertaken during the whole lifecycle, carried out in an open manner, free 

of external manipulation, interference, coercion or intimidation; 

b. Participation and feedback mechanism: Stakeholders will be informed and will be 

provided with information which should be widely distributed among all stakeholders in 

an appropriate format, and feedback mechanism to stakeholders should be implemented; 

c. Inclusivity and sensitivity: stakeholder identification will be undertaken to support robust, 

sensitive and meaningful communication and build effective relationships. 

d. Partnerships with Local Organizations: Collaboration with local organizations such as 

faith based organisations, community-based organizations, the business community, women 

groups and youth groups and persons and with disability groups to promote citizen 

engagement and participation. 

 

The methods of stakeholder engagement shall consider the prevailing socio-economic conditions 

of the district which encompass both urban and rural and shall include; 

 

Identification & Analysis 

 Map stakeholders based on their influence, interest, and impact.

 Classify them into categories (e.g., high power/high interest vs. low power/low interest) 

to tailor engagement strategies.

 

Communication 

 Use clear, transparent, and timely updates.

 Channels may include, community Radio Station, newsletters, reports, meetings, or 

digital platforms.
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Consultation 

 

 Seek input through surveys, interviews, or focus groups.

 Helps stakeholders feel heard and valued while providing insights for better decision- 

making.

 

Collaboration 

 Involve stakeholders directly in planning and decision-making.

 Co-create solutions, policies, or project designs to foster ownership.

 

Participation 

 

 Encourage active involvement in community meetings and programs.

 Builds stronger relationships and increase buy-in.

 

Feedback & Reporting 

 

 Establish mechanisms for continuous feedback (e.g., suggestion boxes, Council Facebook 

page, online forms).

 Share progress reports and demonstrate how stakeholder input has influenced outcomes.

 

Monitoring & Refinement 

 Track engagement effectiveness using KPIs (e.g., participation rates, satisfaction 

surveys).

 Adjust strategies based on evolving needs and stakeholder expectations
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5.0 IMPLEMENTATION PLAN 

 

5.1 Stakeholder Engagement Plan 

 

Budget Stage Key Activities Stakeholders Involved Timeline 

Budget 

Formulation 

Disseminate project lists 

to WDCs; conduct ward 

consultations; compile and 

submit reports. 

WDCs, NGOs, CBOs, 

Business Community, 

Resident Associations, 

Youth & Women Groups, 

PWDs 

Aug – Sept 

(annually) 

Budget 

Hearings 

Conduct public hearings 

to collect citizen input on 

allocations and priorities. 

WDCs, Civil Society, 

Faith- 

Based Organisations, 

Business Community, 

Private Sector, Media 

Aug – Sep 

Budget 

Approval 

Full Council adoption; 

publish approved budget 

summaries. 

Councillors, WDCs, 

Residents 

Sep – Dec 

Implementation 

& Monitoring 

Quarterly community 

monitoring and 

expenditure tracking. 

WDCs, Committees, 

Internal Audit, Residents 

Quarterly 

Evaluation & 

Review 

Assess results and 

inclusiveness of 

implemented 

programmes. 

Council, WDCs, CSOs, 

Partners 

Dec–Jan 

 

5.2 Key Stakeholders 

 Traditional/Community Leaders 

 21 Ward Development Committees (WDCs) 

 Community-Based Organisations (CBOs)and Faith-Based Organisations (FBOs) 

 Private Sector 

 Youth, Women, and Disability Groups 
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 Resident Associations 

 Media Houses (Chongwe Radio) 

 Civil Society Organisations 

 

6.0 COMMUNICATION PLAN 

The communication strategy will consider the following; 

 

 Language: Use simple, clear language in all communication materials. 

 Language of communication: English and local languages 

 Channels: Utilize various channels of communication, including platforms such as social 

media, Public Address System, radio station, drama performance and public notice boards. 

 Timing: Ensure timely communication of information, including deadlines for public input 

and feedback. 

 

The Communication Plan is tabulated below; 

 

Deliverable 

/ 

Activity 

Target 

Stakeholders 

Frequency Timeline Responsible 

Office 

Communication 

Method 

Remarks 

Announce 

public 

engagement 

meetings 

Residents, 

WDCs 

Quarterly Before 

each 

meeting 

PRO / 

Planning 

Radio, social 

media, notice 

boards 

English, 

Soli & 

Nyanja 

Publish 

project and 

budget 

updates 

Citizens, 

Partners 

Monthly Continuous Planning / 

Engineering 

Facebook, press 

releases, 

WhatsApp 

Include 

visuals 

Receive and 

resolve 

grievances 

General 

Public 

Continuous Ongoing Administration Phone, email, 

suggestion 

boxes 

 

Report back 

on project 

progress 

WDCs, CSOs Quarterly Post 

monitoring 

Planning 

Dept. 

Feedback 

meetings, reports 

Enhances 

accountability 

Annual 

performance 

review 

All 

Stakeholders 

Annual December Town Clerk / 

Directors 

Public meeting, 

press briefing 

Use citizen 

scorecards 
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7.0 BUDGET FOR IMPLEMENTATION OF STAKEHOLDER ENGAGEMENT 

PLAN 

Chongwe Council shall allocate resources in terms of personnel and finances to support citizen 

engagement activities, including public meetings, surveys, radio programs, drama performances, 

social media postings and communication materials. The budget is tabulated below; 

 

Activity Annual Budget 

(ZMW) 

Total (3 Years) 

Public consultations and hearings 63 000 189 000 

WDC & community capacity building 
84000 252000 

Media and information dissemination 42000 126000 

Feedback & grievance mechanisms 28 000 84 000 

Monitoring & evaluation 80 000 240 000 

Total Estimated Budget 217 000 651 000 

 

8.0 MONITORING, EVALUATION, REPORTING AND FEEDBACK MECHANISM 

The implementation of the SEP will be coordinated by the Department of Planning with support 

from departments such as Administration, Finance, Engineering, and the Public Relations Office. 

 

The monitoring and feedback mechanism will be based on the following; 

 Participation Rates: Track participation rates in public/community meetings, budget 

hearings, and surveys. 

 Citizen Feedback: Collect and analyze citizen feedback to assess the effectiveness of 

engagement strategies. 

 Outcomes: Monitor planning outcomes to ensure that citizen input is reflected in 

implementation. 

 

8.1 Monitoring Tools 

 Attendance registers and activity logs 

 Feedback and complaint registers 

 Citizen satisfaction surveys 

 Quarterly and annual performance reports 
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10.0 ANNEXES 

1. Attendance List Template 

2. Stakeholder Consultation Minutes Template 

3. Ward Project Identification Form 

4. Monitoring Sheet for Project Implementation 

5. Grievance and Feedback Register 
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ANNEX 1 

ATTENDANCE LIST TEMPLATE 

Meeting Title: ................................................................................. 

Venue: ....................................................... Date: ......................... 

Facilitator: .................................................. Ward: .......................... 

No. Name of Participant Gender Ward / Organisation Contact (Phone/Email) Signature 

1      

2      

3      

…      

Note: This form should be used for all public meetings, ward consultations, and community 

engagement sessions. 
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ANNEX 2 

STAKEHOLDER CONSULTATION MINUTES TEMPLATE 

Meeting Type: Public Consultation / Budget Hearing / Project Review 

Ward: ................................................................. 

Date: ................................................................. 

Chairperson: ................................................................. 

3 Key Agenda Items: 

1. 

2. 

3. 

4 Summary of Discussions: 

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

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

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

5 Decisions / Recommendations: 

Issue Discussed Resolution / Action Agreed Responsible Person / Unit Target Date 

 

6 Signatures: 

Chairperson: ............................................... 

Ward Councillor: ............................................ 

Council Representative: 

.................................... Date: 

........................................................ 
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ANNEX 3 

 

WARD PROJECT IDENTIFICATION FORM 

 

Ward: .............................................. 

Fiscal Year: 20…… 

Facilitator: .............................................. 

No. Project 

Title 
Description 

Estimated Cost 

(ZMW) 

Expected 

Outcome 

Priority 

(High/Med/Low) 
Remarks 

1       

2       

Note: This form will guide WDCs and residents in prioritizing projects to be considered in the 

annual budget. 
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ANNEX 4 

 

MONITORING SHEET FOR PROJECT IMPLEMENTATION 

Project Name: .................................................... 

Ward: ............................................................ 

Monitoring Period: ............................................ 

Council Officer / WDC Representative: ............................ 

Project Activity Planned 

Output 

Actual 

Output 

% 

Progress 

Issues 

Identified 

Corrective 

Actions 

Responsible 

Officer 

Target Date 

        

Note: This form should be used during site visits and joint monitoring exercises. 
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ANNEX 5 

 

GRIEVANCE AND FEEDBACK REGISTER 

 

Location: ........................................... Ward: ........................ Officer 

in Charge: .......................................... 

No. 
Date 

Received 

Complainant 

Name / Contact 

Nature of 

Complaint or 

Feedback 

Action 

Taken 

Date 

Resolved 
Remarks 

1       

2       

Note: This register will be maintained by the Administration Department and periodically 

reviewed by management to ensure timely response and accountability. 


