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Self-Assessment Tool for
Small Community Decision Makers

Providing drinking water, wastewater, and solid waste services are important
functions for small community governments. This self-assessment guide,
designed to be used by decision makers in small communities, is structured to
identify areas where improvement can be made in the management of
environmental services. It is intended to identify broad areas where training is
needed. It covers general areas of system operations, finances and
administration, and environmental personnel management. It focuses more on
those areas where decision makers are most likely to be directly involved.

Questions will elicit simple yes, no, don’t know, or not applicable responses.
Answers that are colored indicate areas where training or additional information
may be needed to help improve environmental services. The guide assumes that
the community has municipal control of their wastewater, drinking water, and
solid waste systems. This assumption will not be true for all communities, so not
all questions will be applicable to all communities. However, even in cases
where the community does not have municipal control of a particular service,
for example when a service has been contracted to a private company, there may
still be some questions that are applicable in that section.

Examples of types of officials who will find this guide useful include small
town mayors, town managers, town clerks, county commissioners, and member of
governing boards or committees for water, wastewater, and solid waste services.

Small community officials using this guide can contact the National
Environmental Service Center (NESC) to provide training and assistance when
areas where improvements could be made are identified. NESC can provide
assistance in a number of ways including providing targeted training, providing
educational materials, or referring local decision makers to other organizations
who also provide assistance or training. To get assistance from NESC, call 800-
624-8301 and ask to speak to a training specialist.

This material may be reproduced with permission from the National

Environmental Services Center. Due credit must be given to NESC for any
reproduced or edited materials.
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Drinking Water

1) Does the governing board of the water system have written policies that define how the
board operates?

Yes O No O Don’t Know O Not Applicable O

2) Can the governing water board member explain their duties and responsibilities?
Yes O No O Don’t Know O Not Applicable O

3) Does the governing water board have written policies regarding the role of water system
personnel that includes job description, benefits, and performance standards?

Yes O No O Don’t Know O Not Applicable O

4) Can the governing board and water operators explain the basic requirements of the Safe
Drinking Water Act and their state’s drinking water law?

Yes O No O Don’t Know O Not Applicable O

5) Do you know the source of your community’s drinking water?
Yes O No O Don’t Know O Not Applicable O

6) Does the water system have a written source water protection plan or wellhead protection
plan in place?

Yes O No O Don’t Know O Not Applicable O

7) Can water system personnel describe their day-to-day duties and responsibilities?
Yes O No O Don’t Know O Not Applicable O

8) Has the community had any difficulties finding or retaining certified water operators during
the last five years?

Yes O No O Don’t Know O Not Applicable O

9) Does the drinking water system have a written plan in place to ensure that operators have
adequate opportunities for training and maintaining certification?

Yes O No O Don’t Know O Not Applicable O

10) Has the drinking water plant been served with any notices of violated in the last three years?
Yes O No O Don’t Know O Not Applicable O
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11) Are plans in place to correct any violations?
Yes O No O Don’t Know O Not Applicable O

12) Does the water system have a procedure in place to make sure water operator(s) are aware
of all upcoming compliance deadlines?

Yes O No O Don’t Know O Not Applicable O

13) Do the operator(s) have regular meetings with the governing board to discuss system needs?
Yes O No O Don’t Know O Not Applicable O

14) Do the water operator(s) have a copy of the engineer’s as-built drawings of the treatment
facility and distribution system?

Yes O No O Don’t Know O Not Applicable O

15) Have consumers expressed any complaints with the taste or odor of the water over the last
three years?

Yes O No O Don’t Know O Not Applicable O

16) Has the water system been able to compile and produce Consumer Confidence Reports as
required over the past three years?

Yes O No O Don’t Know O Not Applicable O

17) Does the water system have a written Risk Management and Safety Policies document?
Yes O No O Don’t Know O Not Applicable O

18) Does the water system have an Emergency Operating Plan?
Yes O No O Don’t Know O Not Applicable O

19) Can you describe what measures have been taken to make the water system more secure?
Yes O No O Don’t Know O Not Applicable O

20) Has the water board evaluated whether the water system has capacity to provide water for
growth in the community that is expected to occur over the next 10 years?

Yes O No O Don’t Know O Not Applicable O

21) Has the water system been certified to have adequate capacity and pressure to provide fire
protection for the community?

Yes O No O Don’t Know O Not Applicable O
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22)Does the water system have written plans in place to remain financially viable over the next
10 years?

Yes O No O Don’t Know O Not Applicable O

23) Is the water system metered?
Yes O No O Don’t Know O Not Applicable O

24) Can you describe how user fee rates are set?
Yes O No O Don’t Know O Not Applicable O

25) Are water rates set at a level that is designed to ensure the long-term viability of the system?
Yes O No O Don’t Know O Not Applicable O

26) Are user fee revenues dedicated to the water system, as opposed to being used as a source of
general revenue for the community?

Yes O No O Don’t Know O Not Applicable O

27) Does the water system have a written process for dealing with past due bills and delinquent
water accounts?

Yes O No O Don’t Know O Not Applicable O

28) Does the water system have an inventory of the assets of the system and their condition?
Yes O No O Don’t Know O Not Applicable O

29) Does the inventory include information on the make, model, and locations of items?
Yes O No O Don’t Know O Not Applicable O

30) Are the condition of water system components assessed on a regularly scheduled basis?
Yes O No O Don’t Know O Not Applicable O

31) Does the water system have an annual budget?
Yes O No O Don’t Know O Not Applicable O

32) Are governing board members and water system personnel both involved in developing the
budget?

Yes O No O Don’t Know O Not Applicable O
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33) Does the annual budget include financial resources to cover the cost of repairing worn out
equipment or for unforeseen emergencies?

Yes O No O Don’t Know O Not Applicable O

34) Does the water system have a Capital Improvements Plan that covers at least the next three
years?

Yes O No O Don’t Know O Not Applicable O

35) Does the water system have annual written financial reports?
Yes O No O Don’t Know O Not Applicable O

NESC
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Wastewater

1) Does the governing board of the wastewater system have written policies that define how
the board operates?

Yes O No O Don’t Know O Not Applicable O

2) Are the governing wastewater board members able to explain their duties and responsibili-
ties?

Yes O No O Don’t Know O Not Applicable O

3) Does the governing wastewater board have written policies regarding the role of wastewater
system personnel that includes job description, benefits, and performance standards?

Yes O No O Don’t Know O Not Applicable O

4) Can the governing board members and wastewater operators explain the basic requirements
of the Clean Water Act and their state’s water pollution law?

Yes O No O Don’t Know O Not Applicable O

5) Do you know how and where your community’s treated wastewater is disposed?
Yes O No O Don’t Know O Not Applicable O

6) Are there any natural resources that the community may feel are potentially threatened, such
as groundwater aquifers or high quality lake or streams, by wastewater discharges?

Yes O No O Don’t Know O Not Applicable OO

Can wastewater system personnel describe their day-to-day duties and responsibilities?
Yes O No O Don’t Know O Not Applicable O

Has the community had difficulty finding and retaining certified wastewater operators within
the last three years?

Yes O No O Don’t Know O Not Applicable O

Does the wastewater board have a written plan in place to ensure that operators have ade-
quate opportunities for training and maintaining certification?

NESC Yes O No O Don’t Know [ Not Applicable O

10) Do the wastewater operator(s) have regularly scheduled meetings with the governing board
to discuss system needs?

Yes O No O Don’t Know O Not Applicable O
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11) Has the wastewater plant been served any notices of violation in the last five years?
Yes O No O Don’t Know O Not Applicable O

12) Are plans in place to correct any violations?
Yes O No O Don’t Know O Not Applicable O

13)Is a process in place so that wastewater operator(s) are aware of all upcoming compliance
deadlines?

Yes O No O Don’t Know O Not Applicable O

14) Are there any commercial or industrial facilites that discharge into the wastewater collection
system that have the potential to negatively affect treatment processes at the plant?

Yes O No O Don’t Know O Not Applicable O

15) Does the wastewater system have a pretreatment program in place to prevent disruption of
the treatment process?

Yes O No O Don’t Know O Not Applicable O

16) Are roof drains and/or storm drains connected to sanitary sewers?
Yes O No O Don’t Know O Not Applicable O

17)Is inflow and infiltration a problem for the wastewater system?
Yes O No O Don’t Know O Not Applicable O

18) Has the wastewater system had difficulty with disposal of sludge/biosolids from the treat-
ment plant?

Yes O No O Don’t Know O Not Applicable O

19) Do the wastewater operator(s) have a copy of the engineer’s as-built drawings of the treat-
ment facility including the collection system

Yes O No O Don’t Know O Not Applicable O

NE SC 20) Have customers made complaints in the last year about the quality of service, such as lines
backing up?

Yes O No O Don’t Know O Not Applicable O

21) Does the wastewater system have a written Risk Management and Safety Policies docu-
ment?

Yes O No O Don’t Know O Not Applicable O
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22) Does the wastewater system have an Emergency Operating Plan?
Yes O No O Don’t Know O Not Applicable O

23) Have measures been taken to make the wastewater system more secure?
Yes O No O Don’t Know O Not Applicable O

24) Does the wastewater system have adequate capacity for anticipated future needs for the next
10 years?

Yes O No O Don’t Know O Not Applicable O

25) Does the wastewater system have written plans in place to remain financially viable over the
next 10 years?

Yes O No O Don’t Know O Not Applicable O

26) Can you describe how user fee rates are set?
Yes O No O Don’t Know O Not Applicable O

27) Are user fee rates set at a level that is designed to ensure the long-term viability of the sys-
tem?

Yes O No O Don’t Know O Not Applicable O

28) Are user fee revenues dedicated to the wastewater system, as opposed to being used as gen-
eral revenue for the community?

Yes O No O Don’t Know O Not Applicable O

29) Are past due bills and delinquent wastewater accounts a source of problems?
Yes O No O Don’t Know O Not Applicable O

30) Does the wastewater system have an inventory of the assets of the system and their condition?
Yes O No O Don’t Know O Not Applicable O

31) Does the inventory include information on the make, model, and location of items?

NESC Yes O No O Don’t Know O Not Applicable O

32) Are the condition of wastewater system components assessed on a regular basis?
Yes O No O Don’t Know O Not Applicable O

33) Are replacements of components planned?
Yes O No O Don’t Know O Not Applicable O

National Environmental Services Center | 1-800-624-8301 | www.nesc.wvu.edu



34) Does the wastewater system have an annual budget?
Yes O No O Don’t Know O Not Applicable O

35) Are governing board members and wastewater system personnel both involved in develop-
ing the budget?

Yes O No O Don’t Know O Not Applicable O

36) Does the annual budget include financial resources to cover the cost of repairing worn out
equipment or for unforeseen emergencies?

Yes O No O Don’t Know O Not Applicable O

37) Does the wastewater system have a Capital Improvements Plan that covers at least the next
three years?

Yes O No O Don’t Know O Not Applicable O

38) Does the wastewater system have annual written financial reports?
Yes O No O Don’t Know O Not Applicable O

39) Are some homes/businesses in the community served by onsite septic systems?
Yes O No O Don’t Know O Not Applicable O

40) Are there areas in the community with no wastewater treatment?
Yes O No O Don’t Know O Not Applicable O

41) Are there indications that any septic systems are failing- either by surfacing of wastewater
or pollution of groundwater?

Yes O No O Don’t Know O Not Applicable O

42) Have public health officials identified areas of failing septic systems or areas with no waste-
water treatment?

Yes O No O Don’t Know O Not Applicable O

NE SC 43) Are there any conditions in the area that limit the applicability of conventional septic sys-
tems, such as high groundwater table, poor soil characteristics, shallow bedrock, etc.?

Yes O No O Don’t Know O Not Applicable O

44) Has the community considered some form of management or required maintenance pro-
grams for onsite septic systems?

Yes O No O Don’t Know O Not Applicable O
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Solid Waste Management

1) Does the solid waste board have written policies that define how the board operates?
Yes O No O Don’t Know O Not Applicable O

2) Can the solid waste board members explain their duties and responsibilities?
Yes O No O Don’t Know O Not Applicable O

3) Does the solid waste board have written policies regarding the role of solid waste system
personnel that includes job description, benefits, and performance standards?

Yes O No O Don’t Know O Not Applicable O

4) Can the solid waste board and solid waste personnel explain the basic requirements of the
Resource Conservation and Recovery Act and their state’s solid waste law as they pertain to
municipal solid waste?

Yes O No O Don’t Know O Not Applicable O

5) Does your community or solid waste board have a written Solid Waste Management Plan?
Yes O No O Don’t Know O Not Applicable O

6) Does your community have a program to involve citizens in helping to provide input on
solid waste management policies?

Yes O No O Don’t Know O Not Applicable O

Does the solid waste board have regularly scheduled meetings that are open to the public?
Yes O No O Don’t Know O Not Applicable O

Does the solid waste board have a written policy to ensure that workers have opportunities
for training?

Yes O No O Don’t Know O Not Applicable O

9) Are there policies in place regarding protection of health and prevention of injuries for solid
waste personnel?

Yes O No O Don’t Know O Not Applicable O

10) Do you know how far the landfill is that receives solid waste from your community?
Yes O No O Don’t Know O Not Applicable O

11) Do you know the estimated remaining life span of the landfill your community operates or
uses?

Yes O No O Don’t Know O Not Applicable O
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12) Has your community ever conducted a waste stream analysis or characterization?
Yes O No O Don’t Know O Not Applicable O

13) Does the community have any outstanding liabilities or responsibilities for the closure and
maintenance of former landfills?

Yes O No O Don’t Know O Not Applicable O

14)Is there a written plan in place to deal with those responsibilities?
Yes O No O Don’t Know O Not Applicable O

15) Do you know what your state’s targeted goal is for percentage of municipal solid waste to be
recycled?

Yes O No O Don’t Know O Not Applicable O

16) Do you know approximately what percentage of municipal waste is recycled in your com-
munity?

Yes O No O Don’t Know O Not Applicable O

17) Are there any commercial, institutional, or industrial groups that generate a large amount of
recyclable or reusable materials such as corrugated cardboard or shipping pallets that are
currently not being recycled or reused?

Yes O No O Don’t Know O Not Applicable O

18) Are these types of groups or materials targeted as part of the recycling program?
Yes O No O Don’t Know O Not Applicable O

19) Does the community or has the community considered participating in a cooperative for
marketing recyclables?

Yes O No O Don’t Know O Not Applicable O

20) Are yard trimmings and tree limbs banned from landfills in your state?

N ESC Yes O No O Don’t Know O Not Applicable O
21) Does your community have a program to compost yard wastes or chip woody materials for
mulch?
Yes O No O Don’t Know O Not Applicable O

22) Does the community have any special solid waste problems to deal with such as construc-
tion and demolition debris, household hazardous wastes, etc.?

Yes O No O Don’t Know O Not Applicable O
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23) Does the community have any special events that generate large amounts of solid waste in a
short period of time, such as fairs, outdoor concerts, sporting events, etc.?

Yes O No O Don’t Know O Not Applicable O

24) Are there plans in place to make recycling easier at these events?
Yes O No O Don’t Know O Not Applicable O

25) Is municipal waste hauled directly to a landfill in collection vehicles rather than hauled to a
transfer station?

Yes O No O Don’t Know O Not Applicable O

26) Has your community conducted a cost-comparison evaluation of using transfer stations ver-
sus direct haul to the landfill?

Yes O No O Don’t Know O Not Applicable O

27) Has the community considered a variable-rate disposal fee (pay-as-you-throw), in which
people pay a higher fee to dispose of higher volumes or weights of solid waste?

Yes O No O Don’t Know O Not Applicable O

28) Has your community evaluated its collections strategy- point of collection, frequency of col-
lection container requirements, crew size, etc.?

Yes O No O Don’t Know O Not Applicable O

29) Are illegal dumping and littering major issues in your community?
Yes O No O Don’t Know O Not Applicable O

30) Does the community have a program in place to address or manage illegal dumping and lit-
tering?

Yes O No O Don’t Know O Not Applicable O

31) Does your community have a program in place to encourage people to reduce the amount of

NE SC solid waste they generate?

Yes O No O Don’t Know O Not Applicable O

32) Have there been any attempts to measure how successful a waste reduction program is?
Yes O No O Don’t Know O Not Applicable O

33) Does the solid waste board have an annual budget?
Yes O No O Don’t Know O Not Applicable O
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34) Can you describe how solid waste user fee rates are set?
Yes O No O Don’t Know O Not Applicable O

35) Are user fee revenues dedicated to the solid waste system, as opposed to being used for gen-
eral revenue for the community?

Yes O No O Don’t Know O Not Applicable O

36) Are past due bills and delinquent accounts a source of problems?
Yes O No O Don’t Know O Not Applicable O

37) Does the solid waste system have an inventory of the assets of the system and their condi-
tion?

Yes O No O Don’t Know O Not Applicable O

38) Is the condition of solid waste system equipment, such as collection vehicles, assessed on a
regular basis?

Yes O No O Don’t Know O Not Applicable O

39) Are replacements of equipment planned?
Yes O No O Don’t Know O Not Applicable O

40) Does the solid waste system have an annual budget?
Yes O No O Don’t Know O Not Applicable O

41) Are governing board member and solid waste system personnel both involved in developing
the budget?

Yes O No O Don’t Know O Not Applicable O

42) Does the annual budget include financial resources to cover the cost of repairing worn out
equipment or for unforeseen emergencies?

Yes O No O Don’t Know O Not Applicable O

NESC

43) Does the wastewater system have a Capital Improvements Plan that covers at least the next
three years?

Yes O No O Don’t Know O Not Applicable O

44) Does the solid waste system have annual written financial reports?
Yes O No O Don’t Know O Not Applicable O
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