VAG MANUAL

Manual for leaders of Village Action Groups

This manual can also be used by people who train Nage Action Group Leaders,
especially if VAG leaders cannot read.

SD1.1



Contents

Contents 2
Welcome 2
1 Tasks of the VAG leader 1
1.1 Facilitate VAG meetings 1
1.1.1  Prepare the VAG meeting 1
1.1.2 Facilitate the VAG meeting 3
1.1.3 Report about the VAG meeting 4
1.1.4 Follow up on VAG meetings 5

1.2 Assist with activities to improve things 5
1.3 Facilitate VAG review meetings 5
1.4 Take part in community review meetings 9
15 Take part in inter-community meetings 13
1.6 Take part in training courses 13

2 VAG Leader skills 14
21 Facilitation skills 14
2.2 Teaching skills 15
2.3 Learning skills 16
2.4 Planning skills 17

Welcome

Welcome to this manual. We have made this manwialty for you, the Village Action
Group Leader. We hope the manual will help youdgodme a good leader for your Village
Action Group and help your VAG to build up knowledgnd also awareness about many
topics that are of importance for the members eMAG. If you have remarks about this
manual, things that are not clear, ideas for newvdheets, or things you would like to add to
the manual, please tell the organization that stpp@u about it and ask them to send us
your remarks. This will help us to improve the malfurrther in the future. We wish you and
your VAG all the best and hope you will be ablaige this manual to improve the health,
happiness and may be also even the income of thie Mambers.



1 Tasks of the VAG leader

Your tasks as a VAG leader include:

Facilitate VAG meetings.Facilitate VAG members to discuss a fact sheébltow up
on the topic of a fact sheet with activities retbte a fact sheet.

Assist VAG members with improvement actionsDuring the VG meetings the members
will formulate actions. You will see to it that tMAG members really execute these
actions, remembering them about the actions anstiagsthem where you can if
necessary. In this way the VAG members can reglimsl things like building latrines,
making firewood saving stoves, planting trees, da@mmalaria awareness campaign,
informing people about health, execute a cleanargpaign, etc. You also control if the
actions are carried out correctly by the VAG memb@&f course you will also carry out

such actions yourself as much as possible.

Facilitate VAG review meetings.During the meeting discuss with the VAG members
what the VAG has done during the month. You caa alake a planning for the next

month. Enter all details in the VAG monthly reviegport.
Take part in community review meetings.
Take part in inter-community meetings.

Take part in training courses for VAG leaders.

In this chapter we explain your tasks in the albastévities.

1.1 Facilitate VAG meetings

111 Prepare the VAG meeting

Choose the fact sheet you wish to discuss in theginge
Beside the fact sheets in this manual there aceatleer fact
sheets. Ask the organization that supports you tabhem.
You can also repeat a fact sheet. Discuss forrninstéhe fact
sheet about prevention of malaria each year justré&e¢he
start of the rainy season.

Read through the fact sheet carefully. If you hagwestions
discuss these with other VAG leaders or with th@wnity
coach.

Fact sheets

A fact sheet contains questions and
information about an important
subject. During VAG meetings you
will facilitate the VAG members to
discuss the topics of the fact sheets.
The organization that supports the
program may ask you to discuss
certain fact sheets during the VAG
meetings. Of course it is always
possible to discuss other fact sheets
well. Usually one fact sheet is
discussed during a VAG meeting and
in 2 or 3 following VAG meetings
your VAG will work on things related
to the subject. But if it takes a lot of
time to discuss all issues you can als|
decide together to discuss the
remaining part of the fact sheet durin
the next VAG meeting.

[=]

Check whether you need any materials during the \WWi€eting. If so make sure you have

these in the meeting.

Check whether a proper location for the VAG meetigvailable (it should be a
convenient place, for instance under a tree irstizale). Make sure all VAG members

know about the exact date, time and place for thetimg.
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Each fact sheet contains the following parts:

How a fact sheet functions

Questions.Questions are iBold. Read up the question and ask the VAG memberistoss
about it. They have a lot of knowledge themsel¥égy will learn from each other and will
discover Hey, we know all this and we can make plans ouesdly improve thingsMake sure
all VAG members are active in the discussions. Sitie those who are shy to speak up by
asking them what they think about it.

Answers to the questionsBelow each question you will see some possiblevars Don't read
these to the VAG members! Use the answers to clwbekher all issues are discussed and
answered properly. If not you can ask further daast For instance, if during a discussion
about prevention of malaria the VAG members havahmmught of the possibility to drain wate
pools (so mosquitoes cannot breed in them), yowaskmuestions likéA/ould it be possible to

prevent breeding of the mosquitoesf* How come that mosquitoes can breed so easily near

our houses?
Actions by you. These are written iltalics. Examples:
- Explanation that you should point at a certain péathe drawing belonging to the topic.

- Explanation that you should include the actionsnigdated by the VAG members in the
Action list at the end of the fact sheet.

- Explanation of assignments, group work, (role)plagsnpetitions, quizzes, etc.

Small drawings in the text.These are part of the large drawing of the topiey illustrate

about which part of the drawing you are now askirggiestion or explaining things. Example:|i

the question in a fact sheet What do we see heré?and you see to the right of this question
small round drawing with a little boy shitting inet river, you will also find a text in Italics to
explain you Point with your finger in the drawing at the litthy shitting near the river.

Drawings. To each fact sheet belongs a drawing in full cotbat you can show to the VAG
members when you discuss the topic of the facttsiea will find in the text (intalics) when
you should show the drawing or a part of it. Thewdngs are there to make the questions mo

r

a

re

clear and stimulate the VAG members even moredouds things. Example: the drawing on the

front page of this manual.

Book notes.These are short pieces of text in the right phithe page (with a small book note
sign in front of them) explaining you some extribimation, often referring to other fact shee
where you can find more information about a certaibject in the text.

Important additional information related to the sit uation in your area. This part describes
for instance where and at what prices the VAG memban buy bed nets, certain medicines,
etc.

IS

If your VAG is very interested in a certain topiocuycan look at the website of Connect
International for more information about it. Noriyathe organization that supports you will
help you to go on the internet (if they accessiternet).
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For trainers of VAG Leaders
Mention what was discussed during the last VAG meet | vy, can train VAG Leaders

Ask the members if they have executed the actieoildd | how to facilitate a VAG

on before. If not discuss the reasons and decigtstier meeting by explaining shortly

what to do about it. first about what it means to
facilitate a VAG meeting

Introduce the fact sheet for this meeting. If iastgou (mention the topics discussed
want to follow up on a fact sheet discussed duaiigrmer | ihis paragraph) and then do a

VAG meeting decide together what you want to dardyr | (g play where one VAG

this meeting. For a new fact sheet do as follows: Leaders is to facilitate a VAG
- Ask the first question in the fact sheet and follgpv | meeting with a certain fact she
the instructions given (ihalics). and the others play the VAG
members.

- Continue with the rest of the fact sheet. Ask treupg
the questions mentioned. You can add other quest

D

if you like. Ask ‘open questions’. These are questions thancaihe answered with yes
or no. For example instead of askim¥p‘'you know what personal hygiene’js&sk

‘What is personal hygiene®@pen questions stimulates participants to disthisg)s
better. Do not influence the opinions of the member

- Show the fact sheet drawing to the group whendhedgheet tells you to do so. Ask
the VAG members to discuss the drawing as indicat¢ide fact sheet.

Encourage the members to speak up and discussjabpthose who are shy.

Write down the actions formulated by the VAG mensharthe last column of the VAG
meeting report. Also discuss how the members tthiely will execute the actions. Try to
be realistic! Example: it is no use to write dowouywill build toilets if you know that the
materials needed are not available.

Ask the VAG members whether they think everybody saficiently participated in the
discussions and whether the subject was suffigielisicussed. If not ask them to speak out
further and continue the discussion trying to fartmotivate especially shy people to speak.

Fill in the VAG meeting report together with the BAmembers (see the next paragraph
how to do this).

Decide together when, where and at what time tlkemeeting will be held, and decide
what fact sheet you will discuss during that megtin

In case there are questions you and the VAG mendmenst know the answers, write
these questions down and decide together whonyitbtfind the answers. The selected
VAG member can then try to find experts who knoletaabout these questions, like a
doctor, a health worker, the community coach, greebdrom the district authorities, etc.
The VAG member can ask the expert the questions\aitel the answers down and then
report them in a next meeting to the VAG.
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Report about the VAG meeting

Fill the VAG meeting report at the end of each VAfgeting as follows:

General information. Each time when you start using a new form entemntmme of your
district, village and VAG name at the top of thenfio

Meeting. Write down the date on which the meeting was.held

Subijects discussed during the VAG meetingNrite down only those subjects that were
discussed intensively during the meeting.

No. of members presentWrite down how many VAG members attended the mget

Activities executed between the last VAG meeting anthis VAG meeting Ask the
members which health related activities they handeutaken between this and the last
VAG meeting and write these down.

Problems encountered Ask the VAG members what problems they have. &luas be
problems with the meeting, problems discussed duhie meeting, problems VAG
members have in their personal lives, or any o#lesting problems.

Action list. Ask the participants to come forward with ideasdctions to be undertaken.
These can be actions to solve problems mentiong¢kddosnembers, actions with regard to
a fact sheet that was discussed, or any otheredeaations. Write down the actions in the
report.

Example of a VAG meeting report

District: School area: Village: VAG:
VAG Subjects discussed No. of Actions executed between the| Problems Action list for coming
meeting members | last VAG meeting and this encountered period
date present VAG meeting
# ! %
18 %! $ 1 % &
[ ! 11 to !
[ [ 1o rnol
| & ( e+ 1 %
! !
% TS L
%! %
#- . 1 [ ( 12
18 %! $ % [N !
/10 [
[ ! I! % 1 1%
| !
! % /
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114 Follow up on VAG meetings

Learn from VAG meetings. Things may have been mentioned that you had no
knowledge about before. Also you may have obtambdtter understanding of what
goes on in the group. Use this information to inverthings, learn more for yourself etc.

Discuss with the village leader, community coachpmmittees etc.For instance if the
VAG members want to construct toilets but they téind sufficient materials for it,
discuss this with the sanitation committee. MayH#ewatsan committee can find ways to
get the required materials. You could also set tgvalving fund so every few weeks one
or two families can use the collected money to thayrequired materials. Or you could
try to convince the organization supporting youhar district authorities that toilets have
a high priority among all community members so theyy help you with the materials.

Give feedback about new fact sheets needdtiVAG members want information on a
subject for which there is no fact sheet, tell thishe community coach or staff of the
support organization. They may then decide to naaleet sheet on that subject.

1.2  Assist with activities to improve things

Visit VAG members who agreed to execute an actimhaheck if they really do it. Also
control if they execute the action in a proper wapeeded you can ask the committee
involved in the subject to train the VAG membersvio do the action or to come and
monitor the actions. Example: if VAG members hageided they want to build a toilet, you
can ask the sanitation committee to explain the \MA@&nbers how they can do this.

1.3 Facilitate VAG review meetings

You will have VAG review meeting monthly or evesw months. This meeting can best be
held one or a few days before the community reviexeting

(see next paragraph). Your tasks: Products

Open the meeting. A product is something that a

Take the VAG numbers report forms. (See the example form household or agroup of hQuse—
further on; per page only a few products can €ittcscover all holds can realize, like a toilet, a
products you will need a couple of forms and fitin with the borehole with rope pump, a
products. If the support organization does not giwe the form or | firewood saving stove, etc.

has run out of them you can make the form yoursstig papers,
aruler and a penlf you start a new year, make new forms and eheyeardistrict, area,
name of the village, name of the VAG, number ofifeas in VAG area, and the number of
families who are member of the VAG. Have enougimf®oto write down all the products that the
VAG will realize during the year. If later it appsahat your VAG also realizes other products
you can always add a new form to write the new pctsion.

Fill in the column *No. realized Enter for each product type how many were realized
during the month. Also include the products realibg households in the VAG area who
do not participate in the VAG. If the number is dievathan what you had planned for
(see the last column of the former month) discussg this is so and what should be done:
either you need to be more realistic in your plagrimake a more modest planning), or
your VAG members need to be more active (discussthe VAG members can be
stimulated to be more active).

Fill in the column ‘Total no. in usé Enter for each product type how many products are
in the VAG area in total. Also include the produesed by households in the VAG area
who do not participate in the VAG.
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Fill in the column ‘Total no. of households using the produtt&nter for each product
type how many households in total use this produgour VAG (include also the
families who do not take part in the VAGHyou want you can give a colour to indicate
how well your VAG is doing regarding the produgiaygreen if more than 80% of the
households use the product type(determine as a&ptge of all households, so also
those households in your VAG area who are not abeer not active in the VAG),
orange if 50 to 80% uses the product type, andfreds than 50% uses the product type
(meaning there is still a lot to do).

Fill in the column *Plan for next month. Enter for each product type how many you
think the households in the VAG area (include thoseseholds in the VAG area who are
not a member of the VAG) will produce in the nexanth.

Enter new products in the report form. In case new products have been realized that
are not yet in the forms add these. If the formsdua have enough space for a new
product add a new form.

Discuss each productAsk in the group:Do the families in our VAG area have enough
of this product?and 1s it necessary that also other families will dastproduct?f the
answer to the last question is yes, make a plarefdizing more of these products.

Discuss what other products should be realizedvlake plans on how to realize new
products. Examples: refuse pits, other types oémabints, VIP latrines, firewood saving
stoves, tree nurseries, trained traditional attetsgjavomen educated to read and write,
VAG members’ trained for setting a small busin@spre-school or a primary school,
etc. Discuss with the involved community committeess these things can be realized
and ask the community coach how the support orgéiniz can help you with it.

If the participants want they can continue to discgs a subject they find important
or decide what activity they want to undertake durhg the next VAG meeting.

Close the meeting.

Use the filled report in the monthly community revew meeting(see next paragraph).

Information for those adapting this manual to the bcal circumstances
Making the VAG numbers report form easier
If the above described way of reporting is tooidifft it can be made easier if people are

only asked to report about the numbers of prodwakzed per month. See the second
example report format on the page after the foshht.




Example: VAG numbers report form (advanced format)

Year: -

District: % Area: Name Village) % Name VAG No. of families in VAG area# No. of families member of the VAG:
g
. -, . . Simple improved pit latrine@vith a large -
Refuse pit Traditional pit latrine enough and strong concrete platform) Tippy tap

No. Total Eotal nho.lgf Plan for No. Total Egtasl enho dg; Plan for No. Total Egtasl ;t?dlcci); Plan for No Total no Egtj;l enhodlccl); Plan for

reali- no. in SSU;Z t?1es next reali- no. in u:ing the next reali- no. in u:ing the next realiz'ed in use ) using the next
Month zed use products month zed use products month zed use products month products month
January #" H#Ht # #
February # #3 #. # H#Hit
March # #4 #3 #. #
April #- #- #3 # # #3
May #- #- # # # # #-
June #- #- # # # # #- #- #
July # #- #- # # # #- #- #
August # H # # #5 #5
September # # # # #5 #5
October 3 # # #5 #5 #
November # 4 # # # #5 #5
December - #4 #4 # 3 # #

Write down observations, problems, ideas etc. guesate papers and take those to the community remmeeetings for discussion.
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Example: VAG numbers report form (simple format)

Year:

District: % Area: Name Village) % Name VAG{ No. of families in VAG area# No. of families member of the VAG:
Traditional | Improved | _ Families | crowood | Families | e | bug wel

Refuse pit ?\;vo?)(;g: ?éor?c:?ti t;gpy Water filter Dish rack me?r o plfr?tsé d sz:\r\?iwgc;tove Who_ use neﬁzqw © 1 with rope

Month slab) slab) water Sodis pump

January " # #" #

February # # # " " #

March # . # #Ht " 3 #

April # # # 5 #

May . # 5 #

June ! # 5

July # # - i

August # 5 it H

September # # # #

October # #Ht 3 H

November # # # # i

December # # # 5 " # #
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1.4  Take part in community review meetings

It is good and important when VAG leaders of all&&, community leaders and committee
members come together regularly in a communityesg@uneeting. In the meeting you will
bring together the numbers of products realizethduhe former period. You will also assess

together how the progress in the whole communityMe recommend that this meeting is held

at the end of each month.

Your tasks:

Take the monthly VAG numbers report of your VAGe meeting.
Provide the figures in the VAG numbers report fa@ Community numbers report.

Share the experiences of your VAG, the problenesatthievements and ideas with the
other participants.

Discuss together with the other participants alow problems can be solved and
developments be enhanced further.

Tasks of the person who facilitates a community regw meeting

Get the required Community numbers report form akenit yourself on a paper. See the
example of this form on the next page.

Control whether the community leaders, the VAG &radf all VAG’s and representatives
of the village committees are present. Ask if al&s have filled in their VAG numbers
report forms for the last month. Ask if the commests have also noted down the numbers
of products realized under their responsibility.

Write down in the Community numbers report form tlagnes of the VAG’s and the
number of households per VAG area (including thesebdolds who are not a member of
the VAG’s). If there are more VAG's than fit on tfeem add a new form. If there are
more products than fit on the form add more forms.

Write down all the product types in the ‘Productiv (if not already pre-printed on the
form). For each product type do the following tfsng

Ask the VAG leaders how many products of this tysge realized during the month
in their area. Also inquire for households notrtyin any of the VAG areas how
many products were realized among these houseftblsnvolved committees
should try to obtain this information). Ask the alved committee whether they feel
the number is correct. Write the figures in thauomh ‘No. realizedfor each VAG

(for households not in any VAG area use the las).ro

Ask each VAG how many products of that type arase altogether (also for
households not living in any VAG area). Ask thedlwed committee whether they
feel the number is correct. Write the figures dowthe column Total no. in usefor
each VAG.

Ask each VAG how many families in the VAG use theduct of that type
altogether (also for households not living in arA&&/area). Ask the involved
committee whether they feel the number is corMetite each figure down in the
column Total no. of households using the produftis each VAG.

Ask each VAG how many products of that type havwenb@anned to be realized
next month (for households not living in any VAGareave this open, unless these
households are represented in the meeting andduwnea planning). Write each
figure down in the columrPlan for next monthfor each VAG.
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For each column count up all the figures andHid total in the rowTotals for the
whole community Ask the involved committees whether they fee ttumbers are
correct. If not, find out where the errors are aodect these. It may then be
necessary the VAG’s will also have to adapt figurethe VAG reports.

Also fill in the second part of the report for prmds realized that are not reported by
the VAG’s. This can for instance be products fbpabple in the community
therefore not restricted to one VAG (for instarfcdaé construction of the primary
school is finalized, or if the road has been impv Be careful not to overlap, for
instance do not include a borehole with rope pumihé VAG reports and include
the same borehole with rope pump also in the separtdf the report, because then
things are counted double.

With color pencils make colors in the columNsimber of households using the
products’as follows:

- If the figure is 80% or more of the total numbehofuseholds give it the color
green (meaning it is good).

- If the figure is 50 to 80% of the total number oliseholds give it the color
orange (meaning it is reasonable, but can stilifproved further).

- If the figure is lower than 50% of the total numbéhouseholds give it the color
red (meaning it is not yet enough).

Put the filled forms on the wall or spread out le@ jfround, and invite the participants to
come and have a look.

Have a discussion, especially about the figuresatenot good (if you worked with the
colours you can start to discuss the cells whicleleen coloured red). Ask why some
VAG'’s have better results than the others and whebther VAG'’s can to do to improve
their situation regarding the product type.

The VAG’s may want to adapt their planning basedhendiscussions. Ask them to be
realistic. Also ask the VAG leaders to priorititengs they really find important.

Write down information about important problemsneeks, ideas etc. and what is planned
to do about these things.

If there are very serious problems regarding omaane of the products or other important
issues discuss these as soon as possible witltt@wenity coach and/or his supervisor.

Keep all filled forms together in a safe place.dérd them to the community coach and the
CDO whenever they ask for them. Also take thedilleport forms with you to inter-
community meetings (see next paragraph).
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Example : Community numbers report of Mucopo village, Tanzania(advanced format)
Reporting period: ' -
Products realized _ N _ _ Simple improved pit latrine@with I _ _
by the VAG's Refuse pit Traditional pit latrine a large enou?hﬁand)strong concrete Tippy tap Borehole with rope pump
platform
No. of Plan No. of No. of Plan No. of Plan No. of Plan
No. of No. Total house- No. Total house- Plan No. Total house- Total house- i Total house-
: - next . : : - next No. - next | No. reali- - next
house- reali- no. in holds uar reali- no. in holds next reali- no. in holds uar | realized no. in holds uar zed no. in holds uar
VAG hold zed use using the qter zed use using the | quarter| zed use using the qter use using the qter use using the qter
olds product product product product product
) % 4 3 # " 3 " # #
6! ! # ' - #4 # # #
: n # " i " " #
7!
!
)*+8!
' 4 z - i # 4 5 4 - 4 - # “ : - #
Repaired road Teachers house
. No. of No. of No. of No. of No. of
Products realized No. Total house- ';(';T No. Total house- Plan No. Total house- ';(';T No Total house- Eg(r: No. reali- | Total house- Eg{:
not reported by the | reali- | no.in holds reali- no. in holds next reali- | no.in holds - no. in holds : no. in holds
not rep y quar quar | realized quar zed quar
VAG's zed use using the ter zed use using the | quarter zed use using the ter use using the ter use using the ter
product product product product product
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Example : Community numbers report of a village inMozambique (simple format; only presenting the numbers of puets realized during the reporting period)
Reporting period: January 2008

Products realized by the VAG's

Ferver a

No. of Cleaned . Cova de | Latrinas Filtro de . . o . .
VAG households | compound Tip-tap lixo tradiconales | agua Tarimba Celeiro R.Moskiteira agua Sodis Laje Arboles
) % " 3 3 " # . il
6 ! ! . # " # # n #

! # #n n 4 # # n
70 1
# # # 3 "
)+
! 5 # #3 #3 5 3 #. "

Community level Repaired | Teachers
products finalized in the road house
community during the # #
reporting period:
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1.5 Take part in inter-community meetings

Probably there will also be regular meetings inchihiepresentatives of different villages take
part to share with each other the progress withéir communities. If you are a representative
of your community, taking part in such meetingsytasks are:
. Take Community numbers reports covering the lasetimonths with you to the meeting.
Take part in the discussions actively.
Provide the figures from the Community numbers respand make sure the facilitators of
the meeting note down the figures.
Compare the figures from your village with thoseotifer villages and discuss the
differences with the representatives from thoserotiilages.
Give feedback about the results and findings infber-community meeting during the
next community review meeting, or if necessary exarlier to persons who need to be
informed immediately.

1.6 Take part in training courses

In case training courses for VAG leaders are off¢ade part in them actively.

Use these training courses also to get to know \e@ers from other villages as well and the
VAG leaders from other VAG’s within your own villagDiscuss the progress in your VAG
with them and in your village, for instance dursfigner, during breaks and in the eveni9ng
(in case the training course is longer than 1 dayg.very well possible that other VAG
leaders can help you with problems or enrich yaih wdeas, etc. You may also be able to
assist them with the problems they encounter,fstance by advising them and explaining
how you solved certain problems with your VAGVAGdker skills

A VAG leader should have different skills. In tlsisapter you will read about facilitation,
teaching, learning and planning skills.
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2 VAG Leader skills

2.1  Facilitation skills

To facilitate someone means to help that pers@ackieve something him or herself.

You will often use facilitations skills in meetings VAG meetings for instance you will help
the other VAG members to learn from each otheriamtertake action to achieve things.

In a meeting it is best when people discuss thiigfs each other. Each person has knowledge
and may have an opinion about the subject. Togdllegrcan find answers and solutions
themselves. They thdearn best and become motivated to practice wiestlilave learned.

Facilitation can best be done by asking questiondaut a subject, motivating people to
discuss the subject and let them find the answersd form their own opinions themselves.

This motivates people to be open to the subjesudsed and to accept and do something with
the outcome of the discussion. It also increaseplps self-esteem (we knew all this ourselves
and formed a shared opinion about it together!)s Talso the reason why we have placed many
guestions in the fact sheets. It stimulates petptiscuss the questions and give answers!

A good facilitator:
Asks questiondnstead of telling how to do things or what theger answer or solution is.
Stimulates the participants to listen carefully toeach other.
Stimulates the participants to keep discussing thgubject until no new points emerge.
Stimulates especially those who are shy or less i€t to take part in the discussion

Stimulates people to experience things by doin@nstead of talking about good food, make
a good meal together; instead of talking aboutadgoilet make a good toilet together)

Asks additional questions that lead people in theight direction if people have difficulty
providing answers

Clarifies things by telling only if people really cannot come up with the proper aswers
themselves.

If people really do not know or understand certhings clarify these. Explain shortly and ask
people to react on what you explained. Do not guash opinion forward. So don’'t saybu must
wash your handsPeople will probably conclude themselves whatdsto be done once they
understand why it is important. If necessary yoly meplain how a diseases is caused (use
drawings etc.) and ask people what they think tteydo to prevent the disease.

Don’t condemn people about their behaviour. Foraimee, don't askWhy don’t you wash your
hands?as this may be interpreted by people as a coiovictnstead ask things more indirectly,
like: ‘What do you think could be the reason for peoptemwash their hands®r 'What could
be a reason for a person to wash his hand§you discuss something which is a taboo
(something people are shy to talk about) it isdveti discuss it in an indirect way. For instance,
don't ask What do you use for protection during menstruatidmit askWhat do women use to
protect themselves during menstruatian?’
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2.2 Teaching skills

Teaching people is not just about giving the messag
| hear and | forget

| see and | remember

It is about giving people the inspiration and tooldo go | do and | understand

ahead and practice the things they have learned.

It is about making people understand.

Therefore if you teach people it is good to doftiiwwing things:

Take people to a place where they can see what thase going to learn about
If the subject is vegetable growing - teach idigood garden.
If the subject is hygiene and home sanitation sg®a good home and a bad home
If the subject is chicken rearing - go to a farmveo keeps chickens already.
You can learn from the good methods and even fnerbbad methods.

Involve people.

Instead of explaining people about a subject asstipns about it. Let people discover
that to most questions they can find the answesmselves. If you want you can ask a
guestion and write all the answers on a board rgel@aper, then discuss things further.
Involve those who are shy to speak up. Preventrtbiabne or a few persons always speak
up. In this way people get enthusiastic and proWw(know this ourselvgs’Often things
you may not even know yet yourself may come up.eOthays to involve people: group
work, practical demonstrations, asking frequentstjoas, etc.

Use practical exercises.

If the subject is washing hands - demonstrate fwdotit. Use a jar and a basin,
demonstrate a small hand wash system etc.

If the subject is growing tree seedlings - bringhakded materials. Let the participants fill
the pots - and explain which are filled correc8jnow how to pre-treat the seeds etc.

Invite guest speakers and use the knowledge amorgetparticipants.

A facilitator cannot know everything. Use all thedkwledge in your group - everybody
knowing something about the topic should speaknupte a guest speaker, like the
community health worker, if convenient. Ask the gjugpeaker to involve the participants.

Plan and follow up.
Let the members of the group plan and commit thérasdo actiosn they wish to carry
out. Follow up later - find out the problems anckmaew plans together.
A very common statement for a facilitator is: “IDtell them this - but they don’t do it!”
Ask yourself questions likeWas my lesson all that good - or could | do it &ett
Perhaps | did not demonstrate the methods wellh&&s we did not discuss enough?
How can | motivate people better?
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RIGHT WRONG

2.3 Learning skills

Good VAG leaders continue to learn all the timethiis way you will become more useful in
assisting your VAG.

For this you need learning skills. Learning skts:

- To be aware that there is always more to learn.
To always search for things you should know mom@uain order to serve the
communities you work for better (for instance biiag your organization whether they
have information about the subjects you want tonl@aore about, or go to a library if
there is one, ask the district authorities whethey have information, buy a book yourself
about a certain subject, etc.).
Re-reading the things you learned before regutarhgfresh your mind.
Ask feedback regularly about how you function frimta members of your VAG and use
this feedback to improve your work.

So, keep searching always for subjects you feelsymuld learn more about and then try to
bring that new knowledge into practice. Do so agtmas possible in coordination with your
organization. Tell your organization what you wemtearn more about and what you want to
do with that knowledge. In this way you get feedbabout your ideas from your
organization. May be other people in the orgamzadéire looking for the same information or
have good ideas about how to get more informa¥amwr organization may be able to help
you to get documents with good information or mantwo send you to a training course to
obtain knowledge and skills about the subjectsoAlsk the community (the committees, the
people you meet during your community visits, tikage leaders) what they would like to
know more about and then try to find informatiomabthese subjects.

Always inform your organization about your plardgas and wishes so that you get feedback
and things happen in a coordinated way.
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2.4  Planning skills

Planning is making sure that the things you and YAG want to realize are realized at the
proper place, the proper time and with the propepte involved as you want it to happen.
Planning is also about avoiding that you accidénti two things at the same time when this
is not possible. So planning is to make things kapp the way you want it to happen. This
of course means that planning is a very importkifity©u need to have. In this paragraph we
give you some simple tips and methodology thatgam use for planning things in a proper
way.

Basically proper planning can best be done asvisiio
- Discuss together with others involved what you wardo and when.

Discuss together who should be involved and chduktlner these persons can and want
to be available at the planned location, date anel.tlf not you will need to change your
planning (either see if other people can be invlwechange the location, date or time).
Check in your agenda whether there are no othentgwiring the selected date and time
that can make it difficult or impossible to do théng you want to do. (See further on
how to make your own agenda) and by asking otheplpevhether they know of any
important event on the date and time selectethelfet is another important event that may
be a problem for the activity you want to plan ynay have to plan another date or time.
Or may be you have to plan another location foratigvity if at the planned date and
time another activity will take place at the locatiyou wanted to use.
If all agree on who will take part in the activiayd it has been checked that the planned
location, date and time are OK for everybody yoousth note this down in your agenda
and see to it that all others who will be invohadgo do this. This is important to avoid
that any of the persons will forget about it. Eaoolved person should preferably also
write down what he or she should do to preparétferevent (if required).
Try to already fill your agenda as much as possibie events that have been planned
already. Make sure to enter also events like timenconity quarterly meetings, visits by
the community coach, the VAG meetings of coursd, @her important events.
For each event you plan write down the followinmgs in your agenda:

- Put the event at the proper date in your agenda

- Write down the proper time the event starts angoif have the information, also

when it ends.

- Write down the exact location where the event taie place

- Write down what the event is.

- Write down who will take part in the event.

If you don’t have an agenda you can make one eggilyself as follows:
- Buy a simple and cheap notebook from the locakstor
With a pen and ruler divide each page in 8 pads {ee example below).
Write down the week number, the days of the weektha dates of the week in 7 of the
squares as indicated in the example and use"tsguare for remarks and additional
notes. Leave the back of the page empty so yowsauit for further notes if required.
Enter in this way the calendar of the whole yeahanotebook which will then be your
agenda.
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Example of a first page of a self made agenda sothe planning in it:
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