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Welcome 

Welcome to this manual. We have made this manual specially for you, the Village Action 
Group Leader. We hope the manual will help you to become a good leader for your Village 
Action Group and help your VAG to build up knowledge and also awareness about many 
topics that are of importance for the members of the VAG. If you have remarks about this 
manual, things that are not clear, ideas for new fact sheets, or things you would like to add to 
the manual, please tell the organization that supports you about it and ask them to send us 
your remarks. This will help us to improve the manual further in the future. We wish you and 
your VAG all the best and hope you will be able to use this manual to improve the health, 
happiness and may be also even the income of the VAG members. 
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1 Tasks of the VAG leader 

Your tasks as a VAG leader include: 

·  Facilitate VAG meetings. Facilitate VAG members to discuss a fact sheet or follow up 
on the topic of a fact sheet with activities related to a fact sheet.  

·  Assist VAG members with improvement actions. During the VG meetings the members 
will formulate actions. You will see to it that the VAG members really execute these 
actions, remembering them about the actions and assisting them where you can if 
necessary. In this way the VAG members can realize good things like building latrines, 
making firewood saving stoves, planting trees, doing a malaria awareness campaign, 
informing people about health, execute a cleaning campaign, etc. You also control if the 
actions are carried out correctly by the VAG members. Of 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 can also make a planning for the next 
month. Enter all details in the VAG monthly review report. 

·  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 above activities. 
 

1.1 Facilitate VAG meetings 

1.1.1 Prepare the VAG meeting 

�  Choose the fact sheet you wish to discuss in the meeting. 
Beside the fact sheets in this manual there are also other fact 
sheets. Ask the organization that supports you about them. 
You can also repeat a fact sheet. Discuss for instance the fact 
sheet about prevention of malaria each year just before the 
start of the rainy season. 

�  Read through the fact sheet carefully. If you have questions 
discuss these with other VAG leaders or with the community 
coach. 

�  Check whether you need any materials during the VAG meeting. If so make sure you have 
these in the meeting. 

�  Check whether a proper location for the VAG meeting is available (it should be a 
convenient place, for instance under a tree in the shade). Make sure all VAG members 
know about the exact date, time and place for the meeting. 

 

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 as 
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 also 
decide together to discuss the 
remaining part of the fact sheet during 
the next VAG meeting. 
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How a fact sheet functions 
 
Each fact sheet contains the following parts: 

·  Questions. Questions are in Bold. Read up the question and ask the VAG members to discuss 
about it. They have a lot of knowledge themselves. They will learn from each other and will 
discover ‘Hey, we know all this and we can make plans ourselves to improve things’. Make sure 
all VAG members are active in the discussions. Stimulate those who are shy to speak up by 
asking them what they think about it. 

·  Answers to the questions. Below each question you will see some possible answers. Don’t read 
these to the VAG members! Use the answers to check whether all issues are discussed and 
answered properly. If not you can ask further questions. For instance, if during a discussion 
about prevention of malaria the VAG members have not thought of the possibility to drain water 
pools (so mosquitoes cannot breed in them), you can ask questions like ‘Would it be possible to 
prevent breeding of the mosquitoes?’ or ‘How come that mosquitoes can breed so easily near 
our houses?’  

·  Actions by you. These are written in Italics. Examples:   

- Explanation that you should point at a certain part of the drawing belonging to the topic. 

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

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

·  Small drawings in the text. These are part of the large drawing of the topic. They illustrate 
about which part of the drawing you are now asking a question or explaining things. Example: if 
the question in a fact sheet is ‘What do we see here?’ and you see to the right of this question a 
small round drawing with a little boy shitting in the river, you will also find a text in Italics to 
explain you ‘Point with your finger in the drawing at the little boy shitting near the river.’ 

·  Drawings. To each fact sheet belongs a drawing in full colour that you can show to the VAG 
members when you discuss the topic of the fact sheet. You will find in the text (in Italics) when 
you should show the drawing or a part of it. The drawings are there to make the questions more 
clear and stimulate the VAG members even more to discuss things. Example: the drawing on the 
front page of this manual. 

·  Book notes. These are short pieces of text in the right part of the page (with a small book note 
sign in front of them) explaining you some extra information, often referring to other fact sheets 
where you can find more information about a certain subject 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 members can buy bed nets, certain medicines, 
etc. 

 
If your VAG is very interested in a certain topic you can look at the website of Connect 
International for more information about it. Normally the organization that supports you will 
help you to go on the internet (if they access to internet).  
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1.1.2 Facilitate the VAG meeting 

·  Mention what was discussed during the last VAG meeting.  

·  Ask the members if they have executed the actions decided 
on before. If not discuss the reasons and decide together 
what to do about it. 

·  Introduce the fact sheet for this meeting. If instead you 
want to follow up on a fact sheet discussed during a former 
VAG meeting decide together what you want to do during 
this meeting. For a new fact sheet do as follows: 

- Ask the first question in the fact sheet and follow up 
the instructions given (in Italics). 

- Continue with the rest of the fact sheet. Ask the group 
the questions mentioned. You can add other questions 
if you like. Ask ‘open questions’. These are questions that can not be answered with yes 
or no. For example instead of asking ‘Do you know what personal hygiene is?’, ask 
‘What is personal hygiene?’ Open questions stimulates participants to discuss things 
better. Do not influence the opinions of the members. 

- Show the fact sheet drawing to the group when the fact sheet tells you to do so. Ask 
the VAG members to discuss the drawing as indicated in the fact sheet.  

·  Encourage the members to speak up and discuss, especially those who are shy. 

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

·  Ask the VAG members whether they think everybody has sufficiently participated in the 
discussions and whether the subject was sufficiently discussed. If not ask them to speak out 
further and continue the discussion trying to further motivate especially shy people to speak. 

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

·  Decide together when, where and at what time the next meeting will be held, and decide 
what fact sheet you will discuss during that meeting. 

·  In case there are questions you and the VAG members do not know the answers, write 
these questions down and decide together who will try to find the answers. The selected 
VAG member can then try to find experts who know a lot about these questions, like a 
doctor, a health worker, the community coach, an expert from the district authorities, etc. 
The VAG member can ask the expert the questions and write the answers down and then 
report them in a next meeting to the VAG. 

 
 

For trainers of VAG Leaders 

You can train VAG Leaders 
how to facilitate a VAG 
meeting by explaining shortly 
first about what it means to 
facilitate a VAG meeting 
(mention the topics discussed in 
this paragraph) and then do a 
role play where one VAG 
Leaders is to facilitate a VAG 
meeting with a certain fact sheet 
and the others play the VAG 
members. 
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1.1.3 Report about the VAG meeting 

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

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

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

·  Subjects discussed during the VAG meeting. Write down only those subjects that were 
discussed intensively during the meeting. 

·  No. of members present. Write down how many VAG members attended the meeting.  

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

·  Problems encountered. Ask the VAG members what problems they have. These can be 
problems with the meeting, problems discussed during the meeting, problems VAG 
members have in their personal lives, or any other existing problems. 

·  Action list. Ask the participants to come forward with ideas for actions to be undertaken. 
These can be actions to solve problems mentioned by the members, actions with regard to 
a fact sheet that was discussed, or any other desired actions. Write down the actions in the 
report. 

 

Example of a VAG meeting report: 
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1.1.4 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 obtained a better understanding of what 
goes on in the group. Use this information to improve things, learn more for yourself etc.  

·  Discuss with the village leader, community coach, committees etc. For instance if the 
VAG members want to construct toilets but they can’t find sufficient materials for it, 
discuss this with the sanitation committee. May be the watsan committee can find ways to 
get the required materials. You could also set up a revolving fund so every few weeks one 
or two families can use the collected money to buy the required materials. Or you could 
try to convince the organization supporting you or the district authorities that toilets have 
a high priority among all community members so they may help you with the materials. 

·  Give feedback about new fact sheets needed. If VAG members want information on a 
subject for which there is no fact sheet, tell this to the community coach or staff of the 
support organization. They may then decide to make a fact sheet on that subject. 

 

1.2 Assist with activities to improve things 
Visit VAG members who agreed to execute an action and check if they really do it. Also 
control if they execute the action in a proper way. If needed you can ask the committee 
involved in the subject to train the VAG members how to do the action or to come and 
monitor the actions. Example: if VAG members have decided they want to build a toilet, you 
can ask the sanitation committee to explain the VAG members how they can do this.  
 

1.3 Facilitate VAG review meetings 
You will have VAG review meeting monthly or every few months. This meeting can best be 
held one or a few days before the community review meeting 
(see next paragraph). Your tasks: 

·  Open the meeting. 

·  Take the VAG numbers report forms. (See the example form 
further on; per page only a few products can fit, so to cover all 
products you will need a couple of forms and fill them with the 
products. If the support organization does not give you the form or 
has run out of them you can make the form yourself using papers, 
a ruler and a pen). If you start a new year, make new forms and enter the year, district, area, 
name of the village, name of the VAG, number of families in VAG area, and the number of 
families who are member of the VAG. Have enough forms to write down all the products that the 
VAG will realize during the year. If later it appears that your VAG also realizes other products 
you can always add a new form to write the new products on. 

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

·  Fill in the column ‘Total no. in use’. Enter for each product type how many products are 
in the VAG area in total. Also include the products used by households in the VAG area 
who do not participate in the VAG. 

Products 

A product is something that a 
household or a group of house-
holds can realize, like a toilet, a 
borehole with rope pump, a 
firewood saving stove, etc. 
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·  Fill in the column ‘Total no. of households using the products’. Enter for each product 
type how many households in total use this product in your VAG (include also the 
families who do not take part in the VAG). If you want you can give a colour to indicate 
how well your VAG is doing regarding the product type: green if more than 80% of the 
households use the product type(determine as a percentage of all households, so also 
those households in your VAG area who are not a member or not active in the VAG), 
orange if 50 to 80% uses the product type, and red if less 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 those households in the VAG area who are 
not a member of the VAG) will produce in the next month.  

·  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 form does not have enough space for a new 
product add a new form. 

·  Discuss each product. Ask in the group: ‘Do the families in our VAG area have enough 
of this product? and ‘Is it necessary that also other families will get this product? If the 
answer to the last question is yes, make a plan for realizing more of these products.  

·  Discuss what other products should be realized. Make plans on how to realize new 
products. Examples: refuse pits, other types of water points, VIP latrines, firewood saving 
stoves, tree nurseries, trained traditional attendants, women educated to read and write, 
VAG members’ trained for setting a small business, a pre-school or a  primary school, 
etc. Discuss with the involved community committees how these things can be realized 
and ask the community coach how the support organization can help you with it.  

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

·  Close the meeting. 

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

Information for those adapting this manual to the local circumstances 
Making the VAG numbers report form easier 

 
If the above described way of reporting is too difficult it can be made easier if people are 
only asked to report about the numbers of products realized per month. See the second 
example report format on the page after the first format. 
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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: �.  

Refuse pit� Traditional pit latrine� Simple improved pit latrines (with a large 
enough and strong concrete platform) 

Tippy tap 

Month 

No. 
reali-
zed 

Total 
no. in 
use 

Total no. of 
households 
using the 
products 

Plan for 
next 

month 

No. 
reali-
zed 

Total 
no. in 
use 

Total no. of 
households 
using the 
products 

Plan for 
next 

month 

No. 
reali-
zed 

Total 
no. in 
use 

Total no. of 
households 
using the 
products 

Plan for 
next 

month 

No. 
realized 

Total no. 
in use  

Total no. of 
households 
using the 
products 

Plan for 
next 

month 

January .� #"� #"� .� �� ##� ##� �� �� �� �� �� �� #�� #�� #�

February #� #3� #3� "� �� #.� #"� .� �� �� �� �� #� ##� ##� .�

March #� #4� #4� �� �� #3� #3� �� �� �� �� �� �� #.� #.� #�

April  �� #-� #-� �� �� #3� #3� .� #� #� �� �� �� #3� #3� ��

May �� #-� #-� �� �� #�� #�� �� �� #� �� #� .� #-� #-� ��

June �� #-� #-� �� �� #�� #�� �� #� �� .� #� �� #-� #-� #�

July #� #-� #-� �� �� #�� #�� �� �� �� .� #� �� #-� #-� #�

August .� �#� ��� �� �� #�� #�� �� �� �� .� �� #� #5� #5� ��

September #� ��� �.� �� �� #�� #�� �� #� .� .� �� �� #5� #5� ��

October .� �3� �4� �� �� #�� #�� �� �� .� .� �� �� #5� #5� #�

November #� �4� �4� �� �� #�� #�� �� #� "� "� �� �� #5� #5� ��

December �� �-� �-� �� �� #4� #4� �� #� 3� 3� �� #� ��� ��� #�

Write down observations, problems, ideas etc. on separate papers and take those to the community review meetings 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: �.  

Month 
Refuse pit 

Traditional 
pit latrine 
(wooden 
slab) 

Improved 
pit latrine 
(concrete 
slab) 

Tippy 
tap 

Water filter Dish rack 

Families 
who boil 
their 
water 

Trees 
planted 

Firewood 
saving stove 

Families 
who use 
Sodis 

Mosquito 
nets 

Dug well 
with rope 
pump 

January �� �� �� �� "� #� #"� ���� #� �� ��� ��
February #� .� �� �� #� �� #�� ."�� "� �� #�� ��
March #� .� �� �� #� �� ##� �� "� �� 3� #�
April � �� #� #� #� �� �� 5� �� #� �� �� ��
May� .� #� �� �� �� .� 5� �� #� �� �� ��
June� "� �� �� #� �� .� 5� �� �� �� �� ��
July� #� �� #� �� �� �� -� �� �� #� �� ��
August� #� �� �� �� �� �� 5� �� �� #� #� ��
September� �� �� #� �� .� �� ##� �� #� #� �� ��
October� �� �� �� �� �� #� ##� �3� �� #� �� ��
November� #� #� �� �� #� �� #�� .�� �� #� �� ��
December� #� �� #� �� �� #� 5� ."� �� #� #�� ��
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1.4 Take part in community review meetings 
It is good and important when VAG leaders of all VAG’s, community leaders and committee 
members come together regularly in a community review meeting. In the meeting you will 
bring together the numbers of products realized during the former period. You will also assess 
together how the progress in the whole community is. We recommend that this meeting is held 
at the end of each month.  
 
Your tasks: 
·  Take the monthly VAG numbers report of your VAG to the meeting.  

·  Provide the figures in the VAG numbers report for the Community numbers report. 

·  Share the experiences of your VAG, the problems, the achievements and ideas with the 
other participants. 

·  Discuss together with the other participants about how problems can be solved and 
developments be enhanced further. 

 
Tasks of the person who facilitates a community review meeting 

·  Get the required Community numbers report form or make it yourself on a paper. See the 
example of this form on the next page. 

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

·  Write down in the Community numbers report form the names of the VAG’s and the 
number of households per VAG area (including the households who are not a member of 
the VAG’s). If there are more VAG’s than fit on the form 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 ‘Product’ row (if not already pre-printed on the 
form). For each product type do the following things: 

�  Ask the VAG leaders how many products of this type were realized during the month 
in their area. Also inquire for households not living in any of the VAG areas how 
many products were realized among these households (the involved committees 
should try to obtain this information). Ask the involved committee whether they feel 
the number is correct. Write the figures in the column ‘No. realized’ for each VAG 
(for households not in any VAG area use the last row).  

�  Ask each VAG how many products of that type are in use altogether (also for 
households not living in any VAG area). Ask the involved committee whether they 
feel the number is correct. Write the figures down in the column ‘Total no. in use’ for 
each VAG.  

�  Ask each VAG how many families in the VAG use the product of that type 
altogether (also for households not living in any VAG area). Ask the involved 
committee whether they feel the number is correct. Write each figure down in the 
column ‘Total no. of households using the products’ for each VAG. 

�  Ask each VAG how many products of that type have been planned to be realized 
next month (for households not living in any VAG area leave this open, unless these 
households are represented in the meeting and have done a planning). Write each 
figure down in the column ‘Plan for next month’ for each VAG. 
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�  For each column count up all the figures and fill the total in the row ‘Totals for the 
whole community’. Ask the involved committees whether they feel the numbers are 
correct. If not, find out where the errors are and correct these. It may then be 
necessary the VAG’s will also have to adapt figures in the VAG reports. 

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

�  With color pencils make colors in the columns ‘Number of households using the 
products’ as follows: 

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

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

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

·  Put the filled forms on the wall or spread out on the ground, and invite the participants to 
come and have a look. 

·  Have a discussion, especially about the figures that are not good (if you worked with the 
colours you can start to discuss the cells which have been coloured red). Ask why some 
VAG’s have better results than the others and what the other VAG’s can to do to improve 
their situation regarding the product type.  

·  The VAG’s may want to adapt their planning based on the discussions. Ask them to be 
realistic. Also ask the VAG leaders to prioritize things they really find important. 

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

·  If there are very serious problems regarding one or more of the products or other important 
issues discuss these as soon as possible with the community coach and/or his supervisor. 

·  Keep all filled forms together in a safe place. Present them to the community coach and the 
CDO whenever they ask for them. Also take the filled report 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 
by the VAG’s 

Refuse pit Traditional pit latrine 
Simple improved pit latrines (with 
a large enough and strong concrete 

platform) 
Tippy tap Borehole with rope pump 

VAG 
 

No. of 
house-
holds 

 

No. 
reali-
zed  

Total 
no. in 
use 

No. of 
house-
holds 

using the 
product 

Plan 
next 
quar
ter 

No. 
reali-
zed  

Total 
no. in 
use 

No. of 
house-
holds 

using the 
product 

Plan 
next 

quarter 

No. 
reali-
zed  

Total 
no. in 
use 

No. of 
house-
holds 

using the 
product 

Plan 
next 
quar
ter 

No. 
realized  

Total 
no. in 
use 

No. of 
house-
holds 

using the 
product 

Plan 
next 
quar
ter 

No. reali-
zed  

Total 
no. in 
use 

No. of 
house-
holds 

using the 
product 

Plan 
next 
quar
ter 

)�%
���� ��� �� ��� ��� #� �� 4� 4� 3� #� .� .� "� 3� �"� �"� #� #� #� ��� ��

6��!��
!�� �.� #� "� "� "� -� #4� #�� #� .� #�� #�� #� .� ��� ��� #� �� �� �� ��

��!
��� #�� .� �� �� .� .� #"� #4� �� "� ##� ##� �� "� "� "� 4� �� #� #�� ��

� � � � � � � � � � � � � � � � � � � � � �

� � � � � � � � � � � � � � � � � � � � � �

� � � � � � � � � � � � � � � � � � � � � �

� � � � � � � � � � � � � � � � � � � � � �

� � � � � � � � � � � � � � � � � � � � � �

� � � � � � � � � � � � � � � � � � � � � �

� � � � � � � � � � � � � � � � � � � � � �

� � � � � � � � � � � � � � � � � � � � � �

7�
!�����
!�����
��
����)*+8! �

� � � � � � � � � � � � � � � � � � � � �

�����!� 4�� 4� ..� ..� -� #.� .4� .5� 4� -� �4� �4� �� #�� "-� "-� -� #� �� .�� ��

� � � � � � � � � � � � � � � � � � � � � �
Repaired road� Teachers house� � � �

No. 
reali-
zed �

Total 
no. in 
use�

No. of 
house-
holds 

using the 
product�

Plan 
next 
quar
ter�

No. 
reali-
zed �

Total 
no. in 
use�

No. of 
house-
holds 

using the 
product�

Plan 
next 

quarter�

No. 
reali-
zed �

Total 
no. in 
use�

No. of 
house-
holds 

using the 
product�

Plan 
next 
quar
ter�

No. 
realized �

Total 
no. in 
use�

No. of 
house-
holds 

using the 
product�

Plan 
next 
quar
ter�

No. reali-
zed �

Total 
no. in 
use�

No. of 
house-
holds 

using the 
product�

Plan 
next 
quar
ter�

Products realized 
not reported by the 

VAG’s �

#� 9� ���� #� #� .� .� �� � � � � � � � � � � � �
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Example :  Community numbers report of a village in Mozambique (simple format; only presenting the numbers of products realized during the reporting period) 
Reporting period: January 2008 
Products realized by the VAG’s 

VAG No. of 
households 

Cleaned 
compound Tip-tap Cova de 

lixo 
Latrinas 
tradiconales 

Filtro de 
agua Tarimba  Celeiro  R.Moskiteira Ferver a 

agua Sodis  Laje  Arboles 

)�%
���  ��� �"� 3� 3� "� #� .� �� �� #� �� �� ���
6��!��
!�  �.� �#� "� �� #� �� #� �� "� �� �� �� #��
��!
��  #�� #"� "� 4� #� �� �� #� "� �� �� �� ��
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
 � � � � � � � � � � � � �
7�
!�����!�
����
����	�
)*+������

#�� #�� �� �� .� �� #� �� 3� .� �� �� ".�

�����!�� �5� �#� #3� #3� 5� .� 3� .� #.� "� �� "� #.��
� � � � � � � � � � � � � �

Repaired 
road�

Teachers 
house� � � � � � � � � � �Community level 

products finalized in the 
community during the 
reporting period: 

#� #� � � � � � � � � � �
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1.5 Take part in inter-community meetings 
Probably there will also be regular meetings in which representatives of different villages take 
part to share with each other the progress with in their communities. If you are a representative 
of your community, taking part in such meetings your tasks are: 
·  Take Community numbers reports covering the last three months with you to the meeting. 
·  Take part in the discussions actively. 
·  Provide the figures from the Community numbers reports and make sure the facilitators of 

the meeting note down the figures. 
·  Compare the figures from your village with those of other villages and discuss the 

differences with the representatives from those other villages. 
·  Give feedback about the results and findings in the inter-community meeting during the 

next community review meeting, or if necessary even earlier to persons who need to be 
informed immediately. 

 

1.6 Take part in training courses 
In case training courses for VAG leaders are offered take part in them actively. 
Use these training courses also to get to know VAG leaders from other villages as well and the 
VAG leaders from other VAG’s within your own village. Discuss the progress in your VAG 
with them and in your village, for instance during dinner, during breaks and in the eveni9ng 
(in case the training course is longer than 1 day). It is very well possible that other VAG 
leaders can help you with problems or enrich you with ideas, etc. You may also be able to 
assist them with the problems they encounter, for instance by advising them and explaining 
how you solved certain problems with your VAGVAG leader skills 
A VAG leader should have different skills. In this chapter 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 person to achieve something him or herself. 
 
You will often use facilitations skills in meetings. In VAG meetings for instance you will help 
the other VAG members to learn from each other and undertake action to achieve things.  

In a meeting it is best when people discuss things with each other. Each person has knowledge 
and may have an opinion about the subject. Together they can find answers and solutions 
themselves. They then learn best and become motivated to practice what they have learned.  

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

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

A good facilitator: 

·  Asks questions instead of telling how to do things or what the proper answer or solution is. 

·  Stimulates the participants to listen carefully to each other. 

·  Stimulates the participants to keep discussing the subject until no new points emerge.  

·  Stimulates especially those who are shy or less active to take part in the discussion. 

·  Stimulates people to experience things by doing (instead of talking about good food, make 
a good meal together; instead of talking about a good toilet make a good toilet together) 

·  Asks additional questions that lead people in the right direction if people have difficulty 
providing answers 

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

 

If people really do not know or understand certain things clarify these. Explain shortly and ask 
people to react on what you explained. Do not push your opinion forward. So don’t say ‘You must 
wash your hands’. People will probably conclude themselves what needs to be done once they 
understand why it is important. If necessary you may explain how a diseases is caused (use 
drawings etc.) and ask people what they think they can do to prevent the disease. 

Don’t condemn people about their behaviour. For instance, don’t ask ‘Why don’t you wash your 
hands?’ as this may be interpreted by people as a conviction. Instead ask things more indirectly, 
like: ‘What do you think could be the reason for people not to wash their hands?’ or 'What could 
be a reason for a person to wash his hands?'. If you discuss something which is a taboo 
(something people are shy to talk about) it is better to discuss it in an indirect way. For instance, 
don’t ask ‘What do you use for protection during menstruation?’  but ask ‘What do women use to 
protect themselves during menstruation?’. 
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2.2 Teaching skills 
 
Teaching people is not just about giving the message. 

It is about making people understand. 

It is about giving people the inspiration and tools to go 
ahead and practice the things they have learned. 

I hear and I forget 
I see and I remember 
I do and I understand 

 
Therefore if you teach people it is good to do the following things: 
 
Take people to a place where they can see what they are going to learn about.  
�  If the subject is vegetable growing - teach it in a good garden.  
�  If the subject is hygiene and home sanitation - go see a good home and a bad home 
�  If the subject is chicken rearing - go to a farmer who keeps chickens already.  
�  You can learn from the good methods and even from the bad methods. 
 
Involve people. 

�  Instead of explaining people about a subject ask questions about it. Let people discover 
that to most questions they can find the answers themselves. If you want you can ask a 
question and write all the answers on a board or large paper, then discuss things further. 
Involve those who are shy to speak up. Prevent that not one or a few persons always speak 
up. In this way people get enthusiastic and proud (‘We know this ourselves’). Often things 
you may not even know yet yourself may come up. Other ways to involve people: group 
work, practical demonstrations, asking frequent questions, etc. 

  
Use practical exercises. 
�  If the subject is washing hands - demonstrate how to do it. Use a jar and a basin, 

demonstrate a small hand wash system etc. 
�  If the subject is growing tree seedlings - bring all needed materials. Let the participants fill 

the pots - and explain which are filled correctly. Show how to pre-treat the seeds etc. 
 
Invite guest speakers and use the knowledge among the participants. 
A facilitator cannot know everything. Use all the knowledge in your group - everybody 
knowing something about the topic should speak up. Invite a guest speaker, like the 
community health worker, if convenient. Ask the guest speaker to involve the participants. 
 
Plan and follow up. 
�  Let the members of the group plan and commit themselves to actiosn they wish to carry 

out. Follow up later - find out the problems and make new plans together. 
�  A very common statement for a facilitator is: “I DID tell them this - but they don’t do it!”  

Ask yourself questions like:  Was my lesson all that good - or could I do it better? 
Perhaps I did not demonstrate the methods well? Perhaps we did not discuss enough? 
How can I motivate people better? 
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2.3 Learning skills 
Good VAG leaders continue to learn all the time. In this way you will become more useful in 
assisting your VAG.  

For this you need learning skills. Learning skills are: 
·  To be aware that there is always more to learn. 
·  To always search for things you should know more about in order to serve the 

communities you work for better (for instance by asking your organization whether they 
have information about the subjects you want to learn more about, or go to a library if 
there is one, ask the district authorities whether they have information, buy a book yourself 
about a certain subject, etc.). 

·  Re-reading the things you learned before regularly to refresh your mind. 
·  Ask feedback regularly about how you function from the members of your VAG and use 

this feedback to improve your work. 

So, keep searching always for subjects you feel you should learn more about and then try to 
bring that new knowledge into practice. Do so as much as possible in coordination with your 
organization. Tell your organization what you want to learn more about and what you want to 
do with that knowledge. In this way you get feedback about your ideas from your 
organization. May be other people in the organization are looking for the same information or 
have good ideas about how to get more information. Your organization may be able to help 
you to get documents with good information or may want to send you to a training course to 
obtain knowledge and skills about the subjects. Also ask the community (the committees, the 
people you meet during your community visits, the village leaders) what they would like to 
know more about and then try to find information about these subjects. 
 
Always inform your organization about your plans, ideas and wishes so that you get feedback 
and things happen in a coordinated way. 

 RIGHT  
WRONG 
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2.4 Planning skills 
Planning is making sure that the things you and your VAG want to realize are realized at the 
proper place, the proper time and with the proper people involved as you want it to happen. 
Planning is also about avoiding that you accidentally do two things at the same time when this 
is not possible. So planning is to make things happen in the way you want it to happen. This 
of course means that planning is a very important skill you need to have. In this paragraph we 
give you some simple tips and methodology that you can use for planning things in a proper 
way.  
 
Basically proper planning can best be done as follows: 
·  Discuss together with others involved what you want to do and when. 
·  Discuss together who should be involved and check whether these persons can and want 

to be available at the planned location, date and time. If not you will need to change your 
planning (either see if other people can be involved or change the location, date or time). 

·  Check in your agenda whether there are no other events during the selected date and time 
that can make it difficult or impossible to do the thing you want to do. (See further on 
how to make your own agenda) and by asking other people whether they know of any 
important event on the date and time selected. If there is another important event that may 
be a problem for the activity you want to plan you may have to plan another date or time. 
Or may be you have to plan another location for the activity if at the planned date and 
time another activity will take place at the location you wanted to use. 

·  If all agree on who will take part in the activity and it has been checked that the planned 
location, date and time are OK for everybody you should note this down in your agenda 
and see to it that all others who will be involved also do this. This is important to avoid 
that any of the persons will forget about it. Each involved person should preferably also 
write down what he or she should do to prepare for the event (if required). 

·  Try to already fill your agenda as much as possible with events that have been planned 
already. Make sure to enter also events like the community quarterly meetings, visits by 
the community coach, the VAG meetings of course, and other important events. 

·  For each event you plan write down the following things in your agenda: 
- Put the event at the proper date in your agenda 
- Write down the proper time the event starts and, if you have the information, also 

when it ends. 
- Write down the exact location where the event will take 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 easily yourself as follows: 
·  Buy a simple and cheap notebook from the local store. 
·  With a pen and ruler divide each page in 8 parts (see the example below). 
·  Write down the week number, the days of the week and the dates of the week in 7 of the 

squares as indicated in the example and use the 8th square for remarks and additional 
notes. Leave the back of the page empty so you can use it for further notes if required. 

·  Enter in this way the calendar of the whole year in the notebook which will then be your 
agenda. 
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Example of a first page of a self made agenda with some planning in it: 
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