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The Idea

This Trainer’s Course Manual is a set of resources for conducting a training with adolescent girls about starting or improving a small business and developing life skills that will allow them to become assets to their communities.  During the course, girls participants will learn about basic business and life skills concepts. They will explore their current identity, skills and weakness and develop goals for their future.  They will identify business ideas and assess their feasibility. By the end of the course, participants will have their own business plans to develop feasible business ideas, and they will put into practice the life skills they have acquired throughout the training to conduct a small community-service project.

The Life Skills piece of this course concentrates on the development of the skills needed for life such as communication, decision making, thinking, managing emotions, assertiveness and relationship skills. Additionally, it addresses important issues of empowering girls such as self–esteem and gender.  In combination with the business skills piece of the training it goes beyond providing just information.  Together, these two sections address the development of the whole individual so that participants will have the skills to make use of all types of information, whether related to starting a new business, reproductive health, choosing good role models, communication or decision making situations. 

These materials were specifically designed to simplify business concepts so that girls gain confidence in working with them. Simplification is achieved by using low-literacy teaching techniques while maintaining high-quality content. The content addresses not only basic business skills, but also problem solving and other life skills that enable business success.  Running a business is presented in basic terms. The word “business” is used to represent small-scale income-generating activities as simple as shoe shining or fruit selling. These are realistic first steps for many young people.

Business concepts are introduced first by an animated story about the challenges and accomplishments of five girls starting their own businesses. The course continues to use these characters’ experiences as examples of the real obstacles and opportunities facing girls working on the street today. All basic business concepts are introduced through interactive and simulated learning experiences. This is done in such a way that participants create their own business plans as they learn. Through participation in the EPAG business development skills course, girls are expected to acquire the following skills:

· The skills for running a small business or improving their current business

· The life skills for living a healthy and productive life 

· A girls-led community service experience

· A healthy and beneficial relationship with a female business  EPAG Coach 

· A business plan for a viable business idea and the skills for developing future business plans

 An evaluation of whether self-employment is something they wish to pursue

The Tools

Many people use tools in their work. For example, when carpenters first begin working, they must gather together the basic tools needed to do their job. These collections of tools become their woodworking toolkits. Initially, such a toolkit may contain only a few items such as hammers, rulers, and drills. However, carpenters continually add new tools that help them do their job even better.

The EPAG Business Development Skills Toolkit includes a set of tools for trainers. Specifically, these are the resources used to implement this interactive course about how girls can start a small business. 

The tools found in the EPAG Business Development Skills Toolkit include:

· Nyumah’s Choice: an action-filled story about a group of girls encountering the obstacles and opportunities of earning money

· Facilitation Guide for Trainers:  a resource for trainers about the strategies and methodologies used in this course; including a set of concrete learner-centered teaching methods and activities.  It also includes facilitation tips for working with adolescent girls and a range of extra games trainers can use to keep the training energized and participatory.  
· Course Manual:  modeled off the Street Kids Business Toolkit; this manual includes easy to follow instructions and guidelines for each lesson 
· Visual Aids: a set of  illustrative pictures, cartoon images and text that correspond with specific activities in the Course Manual 
The Journey

Using this Toolkit is like going on a journey. As with any journey, people begin by deciding where they are going. Then they think about what they would like to achieve along the way. Step by step, they work toward those goals. This Course Manual is used by trainers to guide participants through eleven different units. Each unit builds on the previous one. 

The eleven units of the Journey can be summarized as follows:

Unit 1: Getting Started

Unit 2: You, Your Business, and the Community

Unit 3: Decision Making for Business and for Life

Unit 4:  Understanding Yourself and Your Customers

Unit 5:  Keeping Healthy, Safe and Protected

Unit 6: Expenses and Pricing 

Unit 7:  Girl Power and Potential

Unit 8:  The Great Detectives

Unit 9:  Managing Your Business

Unit 10:  Business Plans for Business Ideas

Unit 11:  That’s a Wrap!

The Course

The EPAG Business Development Skills training course is described in the easy-to-use Course Manual for Trainers.  Each lesson begins with an introductory page, which provides the following information:

· Overview: a brief description about what the lesson includes

·  Objectives: a list of the objectives for the lesson

Following the introductory paragraph of every lesson, there is a Lesson at a Glance table, which summarizes detailed instructions and guidelines. Specifically, each Lesson at a Glance page includes the following:

· Activity: a list of activities within that session

· Time Requirements: the estimated time required for each activity in the session

· Preparations: a list of what trainers will need to do before each activity

· Charts and Handouts: a list of all charts and handouts used within each activity. Note: Charts and Handouts are in the IRC EPAG Handout Manual. 

· Outcomes: the expected outcomes for participants after each activity

Each lesson in the course contains several activities, which are designed to engage girls as active participants in their own learning. This course uses group discussions and interactive exercises, where participants talk just as much as the trainers.  It uses a participatory methodology using pictures, proverbs, role-plays, games, community walks and other interactive and simulated learning experiences to encourage deep learning and understanding.  These types of activities provide participants with a chance to share their ideas and learn about business and life skills concepts by experiencing them first-hand.

The specific techniques used in this training include the following:
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Each technique is referenced by a corresponding icon as noted above. These icons can be found throughout the Course Manual when a particular technique is used.

Visual Aids and Stories

Street Kids International has discovered through its experience with the Street Kids Business

Toolkit the powerful results of sharing stories with girls. Stories have proven to be highly effective as starting points for discussion and as scenarios for learning.

At the beginning of this training the story of Nyumah’s Choice is presented. The characters in this story include five Street Kid girls who are exploring the challenges and opportunities for earning money in their community. Later lessons present short stories that expand on these characters’ business decisions and experiences. In this way, the characters from Nyumah’s Choice are used throughout the course to provide examples and scenarios that reinforce the business concepts being introduced to participants.

IRC and ARC have developed pictures for further use in explaining concepts and ideas found in lessons. Trainers are encouraged to use pictures as they see fit for aiding in the explanation of lessons.
Charts

Participants will use the specially designed charts to record the many decisions and calculations that they make in order to assess the feasibility of their business ideas. These charts have been created to help break down and simplify each task. They also provide a clear method for documenting the results. The charts increase gradually in difficulty from one session to the next. This allows participants the time to build skills in using them. In addition, participants have the opportunity to become familiar with the charts by first working with chart samples as a group before attempting to complete them individually. The charts are included in each activity. For ease of photocopying, they are also found in Appendix B. The 18 charts are as follows:

Unit 1:
 
Chart #1 
The Why of it for Me
Unit 2:
 
Chart #2 
My Business Ideas

Chart #3 
My Community Walk Observations

Chart #4 
My Business Skills

Chart #5 
A Closer Look

Unit 3:
 
Chart #6 
Market Survey

Unit 4:
 
Chart #7 
My Customers

Chart #8 
My Business Location

Chart #9 
How Would I Attract Customers?

Unit 5:
 
Chart #10A
My Living Costs

Chart #10B 
My Wants

Chart #11A 
My Capital Costs

Chart #11B 
My Operating Costs

Chart #11C 
My Business Start-Up Costs

Unit 7:
 
Chart #12 
My Profit

Chart #13 
My Budgeting



Chart #14 
My Business Goal

Unit 9:
 
Chart #15 
My Business Plan

Games

For both adults and girls alike, games have proven to be excellent tools for teambuilding, introducing new course topics, boosting participants’ energy, and increasing their concentration. For this reason, they have been incorporated regularly throughout this training course. Some of the longer activities have been divided into parts (e.g., Part A, Part B, etc.) to indicate natural breaks, at which point a break or game may be needed to re-energize the group. Additional games and activities for this purpose are included in the Facilitation Guide for Trainers.

Coaching

This course is designed to be interesting, fun, and accessible to all participants. At the same time, it challenges them to think in new ways and to work with many details. An essential part of the course is providing one-to-one support for participants at the end of each session as well as following many of the activities. This one-to-one support is referred to as “coaching” since it focuses on motivating and supporting girls in their efforts.

As part of coaching, trainers review participants’ work for any calculation errors or incomplete responses. But most of all, they provide guidance and encouragement so that the participants themselves can make any necessary corrections or additions. In one-on-one coaching, trainers create an opportunity for participants to share their thoughts and ask questions without hesitation. Rather than telling participants what they should do, trainers should ask them questions. This encourages participants to make discoveries and decisions on their own. Through these dialogues, participants gain confidence in their abilities and the motivation to continue learning.

High-Content and Low-Literacy Approach

The girls that participate in the EPAG business development skills training course come from a variety of educational backgrounds. As a result, they have varying levels of literacy and numeracy.

The course is designed in such a way that participants who have difficulty with writing and mathematics are not excluded from the opportunity to learn and participate. For example, many activities ask participants to work in small groups. These small groups encourage peer support, particularly when participants are working with the charts. Charts that require written ideas are designed with sufficient space for girls to draw their ideas instead. Trainers are encouraged to use these types of approaches in addition to their one-to-one coaching, so that participants with less formal education feel equally valued as part of the group. Trainers should also use peer learning techniques, such as pairing more literate participants with less literate participants, when working on activities that require reading or writing.

Preparations

Preparing for each activity can be just as important as the activities themselves. Through testing, it was found that advance preparation was critical. In order to present each session effectively and provide sufficient coaching for the participants, all preparations of flip charts and other materials need to be completed in advance. Therefore, the first page of each lesson lists all the necessary preparations for each activity so that trainers can refer to them in advance. The preparations are also repeated with each activity.

Some examples of advance preparations include:

· creating flip chart versions of the charts

·  photocopying the charts for participants

·  collecting props for role-plays

The most common preparation is to collect the necessary materials. The following are required for every session:

· flip chart paper

· markers

· tape

· all the tools in the EPAG Business Development Skills Toolkit

Each participant should have the following materials, which they can store with the trainers or at the course site between sessions:

· pencil and eraser

· writing notebook

· file folder for storing completed charts

Reviewing

At the end of every lesson and some activities, participants should have an opportunity to review what they have learned. Instead of the trainers summarizing everything that happened in the session, they can guide the girls in summarizing the session for themselves.  Trainers can achieve this by asking open-ended questions such as   “Which activities did you enjoy most?”, “What were the new business or life skills concepts that you learned?”, “How can you practice these new skills?” Open-ended questions are those that do not have a yes or no answer. They encourage participants to share their thoughts freely without a concern for being wrong or right. Reviewing with the use of open-ended questions enables full participation and improves learning.

Some of the important concepts and ideas that are learned early on in the training will also be reviewed midway through the course.  These refresher lessons will help participants review information they learned earlier, connect it with new information they’ve learned and apply it to their business plan at the end of the course.

Trainers Reminder!

Please remember to use the EPAG Business Development Skills Image Book. The following images are included for use in guiding activities and discussions. 

· Record keeping

· Manufacturing

· Starting a business/product promotion/costing

· Commodities

· Retail sales/customer service

· Agriculture

· Types of markets

· Product pricing

· Good business practices/ successful business

· Susu clubs

· Healthy pregnancy

· Eating healthy foods

· Business in the community

· Waste management

· Customers

No part of this manual may be photocopied or adapted without written permission from both International Rescue Committee and the Ministry of Gender & Development, Republic of Liberia.
UNIT 1:  Getting Started
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Unit 1:Getting Started
Lesson 1: Introduction

Lesson 1 introduces the EPAG business skills training project.  Participants and trainers have the opportunity to introduce themselves and to learn about their interest in small business.  Lesson 1 also gives participants a chance to see themselves as a group, discuss expectations of each other and form a social contract.

Learning Objectives

At the end of this lesson, participants will

· Have a basic understanding of the EPAG Business Skills Development Program

· Have a basic understanding of the different participants in the group 

· Understand the importance of a respectful learning environment

· Have developed a social behavioral contract amongst themselves

· Understand the Sexual Exploitation and Abuse (SEA) policy and know how to report incidents

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Let’s Get Started

45 min 

	
	
	> Participants have an opportunity 

to introduce themselves. 

> Participants are introduced to 

EPAG training

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 
Getting to 

Know Each Other

20 min 

	
	
	> Participants have an opportunity 

to get to know each other. 

> Participants experience learning through participation.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 3
	> Obtain markers for 
	
	> Participants help create their learning environment. 

> Participants share the responsibility for learning and working well together. 

> Participants sign social contract

	Working 
	all the participants. 
	
	

	Together 
	> Tape several squares
	
	

	45 min 
	of flip chart paper 
	
	

	
	together 
	
	

	Activity 4 
	
	> How to Report SEA
	> Participants understand what SEA is and how to report it

> Participants know where to access GBV-related services in their community

	Our Commitment to You 
	> Make copies of handout How to Report SEA

> Make sure SGBV Referral Pathway poster is on the wall
	
	

	25 min 
	
	
	

	Activity 5 
Training Goals and

Expectations

45 min 
	
	
	> Participants discover the purpose of the course. 

> Participants have an opportunity 

to share and understand other
participant’s expectations of the course

	
	
	> Trainee Commitment Form
	

	
	
	
	

	
	
	
	

	
	
	
	


Unit 1: Getting Started 
Lesson 1: Introduction 
Activity 1: Let’s Get Started(
45 MINUTES

Advance Preparations

> Write out the objectives and schedule for the first day on a flipchart or the board.


Facilitation Steps

1. Welcome participants to the training and invite them all to sit or stand in a circle. 

2. Introduce yourself. Tell participants your name, how long you have been working as a trainer, and why your work is important to you. Keep your introduction short and simple.

3. Explain to participants that they will take some time to get to know each other before starting to talk about business concepts.

4. Arrange the participants in a circle.  Each participant should say his/her name and an adjective that describes him/her.  The adjective should begin with the same letter as the person’s first name.  For example, the first person may introduce herself as “Joyfull Jenneh!” or Fantastic Fatu!”  The next person has to repeat the first person’s name and adjective and add her name.  Every participant repeats the name of the people before her, then adds her name.  (To take the pressure off the person who has to repeat the names, have the entire group repeat the names together.)  This is a guaranteed way to remember names and to learn how your friends describe themselves!

5. Now is a good time to introduce other trainers, program staff, and/or any other people in the group with special roles, as well as a brief introduction of the organizations involved in conducting the training.

6. Explain that the Economic Empowerment for Adolescent Girls (EPAG) project was created in collaboration with the Ministry of Gender and Development.  Explain that EPAG is an innovative pilot program that seeks to prepare adolescent girls and young women for productive employment through two different types of training, job skills and business skills.  Explain that the project is being conducted by several different organizations in multiple communities in and around Monrovia.  
7. Explain that the Ministry of Gender and Development and its partners believe that adolescent girls and young women are critical to the development of their country.  And that through this training they can transform themselves into economic drivers that will help the country as a whole to recover from conflict. 

8. Remind that participants that they were selected for the business skills training program.  Explain the different pieces of the business skills training program:

· Business skills

· Life skills

· EPAG Coaching

· Service Learning Project

· Business Start-up

9. Present the objectives and schedule for this first session and ask participants if they have any questions so far. 

10. Explain that we will talk more about goal and expectations at the next session.

Unit 1 Getting Started: 
Lesson 1: Introduction 
Activity 2: Getting to Know Each Other(
20 MINUTES

Facilitation Steps

1. Tell the participants that you are really happy to have them all there and are excited about their participation and ideas for the upcoming training. Explain that in order to help make this training successful, you all need to help build a strong team so that you can enjoy meeting and working together and have lots of fun!  Say that for the next few meetings, you are going to try to get to know each other a little better, and create a nice solid base that we can build on throughout the training. 

2. Explain to participants that we are going to continue getting to know each other better.

3. Have participants count off by 5’s.  “1, 2, 3, 4, 5, 1, 2,…”  Then ask each group to find a space to sit and talk within the room.

4. Ask each participant to tell the group a little bit more about herself such as: 


-Repeat her name 


-Where does she come from?  


-What is her favorite thing to do? 


-What would she do if someone gave you 5000 LD? 


-What is her plan for the future? 

	Facilitator’s Note 
As participants take turns introducing themselves, ensure that you do the following: 

> Maintain a fun and respectful atmosphere. 

> Show interest in everyone’s contributions. 

> Encourage all participants to listen attentively to each other. 

> Do not pressure anyone to give personal information that they may not be ready to share




5. After the exercise, explain to the participants the importance of knowing one another and how we can work together as a team or a group. 

Unit 1: Getting Started
Lesson 1: Introduction 
Activity 3: Working Together

45 MINUTES

Advance Preparations

> Obtain markers for all participants.


> Tape four sheets of flip chart paper together

Facilitation Steps

1. Explain to participants: “As we learn the skills for planning a business, we will take part in many activities. During these activities, we will interact with everyone in the group. This next activity will give us a chance to discuss what will help us to work well together.”

2. Place the taped flip chart paper flat on the floor.

3.  Ask participants to gather in a circle around the paper. Explain to them that this activity will be very important for the work they will be doing together throughout the next six months. 

4. Have participants place their hands on the paper so that all their hands touch and form a circle. 

5. Invite participants to draw outlines of their hands on the flip chart paper. Encourage them to use colourful markers or crayons to decorate the hand outlines. 
6. Explain to participants that creating a training commitment form is based upon a simple, but compelling question: “How are we going to treat each other in this program?”  It is an agreement made between group members, including participants and staff.  It is consistent with the idea that each participant is equal, unique and worthy of respect.  It creates opportunities for input from each participant.  And as with all truly democratic approaches, there is a focus on the way a group’s central values come into being and are maintained.” 
[image: image35.emf]
7. [image: image36.emf]Ask participants to now think of words or expressions about how the group can work together well (e.g., listening, participating fully, sharing, and arriving on time). Then have them write these down in the centre of the flip chart paper, inside the circle of hands. Some participants may prefer to draw their ideas.
8. Then ask the group to think about things that can hinder group work. This task may be more challenging for the group, so you may want to brainstorm ideas with them (e.g., laughing at others’ ideas and interrupting whomever is speaking). Write down some of the words or expressions that they give. Then have participants write these words outside the circle of hands.

9.  Ask participants to write their words, remind them of other factors that will help them work at the course location (e.g., respect others using the same space, understand the rules established in the location, etc.).

10. Ask participants: “What can we do to remember all these ideas throughout the course?” Discuss their answers.  One should be able to post the agreement for all to see.

11. Establish a Training Commitment form (write on a flip chart paper that will stay posted up on the wall throughout the training where everyone can refer).  Introduce several basic agreements and then ask the group to add ideas from the circle of hands exercise or their own ideas to the list.
· No put downs of self or other;
· Be willing to try new things; 
· Listen well; 
· Participate fully; 
· Respect yourself, each other, and this place; 
· No clicking-relate to the whole group; 
· No drugs or alcohol.
12. Once the list has been compiled look at the list. Ask the participants:  “What should happen if someone forgets one of these points during a session?”
	Facilitator’s Note 
By the end of this session the group should agree upon the consequences if someone forgets the ground rules they’ve developed.  Make sure that the responses are not negative or violent.  See ‘Effective Classroom Management and Girls-Friendly Discipline’ in the Facilitators Guide for more ideas.




Unit 1: Getting Started 
Lesson 1: Introduction 

Activity 4: Our Commitment to You( 

25 MINUTES

Advance Preparations

> Make enough photocopies of the SEA policy and make sure the SGBV Referral Pathway poster is on the wall

Facilitation Steps

1. Explain to participants: “We all have the responsibility as participants in this learning experience to respect the rules we just agreed to in the previous exercise. As trainers, we also have the responsibility to maintain a respectful and safe learning environment.”
2. Write on a flip chart paper: “A good trainer…” Ask participants to brainstorm and call out ideas for completing the sentence (e.g. “A good trainer does not raise his/her voice.”) Write the responses on the flip chart paper.
3. When everyone has been able to voice their views, review the list together with the group. If there are any responses that are unrealistic or inappropriate, discuss them with the group. Explain that you will try your best to abide by these expectations, and ask for the group’s help in reminding you if you forget. 
4. If one of the responses related to sexual exploitation and abuse (SEA), point to it now. If none of the responses related to SEA, then explain to participants: “One of the most important responsibilities of the trainer is to respect the relationship between the trainer and the trainee. That means not engaging in any kind of inappropriate behaviour with training participants. This can include sexual relations, flirting, inappropriate touching, exchanging sex for grades, seeing trainees outside of training hours for reasons not related to the training. This kind of behaviour is called sexual exploitation and abuse or SEA.”

5. Ask participants why they think it is bad for trainers to engage in SEA with trainees. 

6. Tell participants that you as the trainer are committed to refraining from any form of SEA with them. Explain that in order to be a trainer with the EPAG project, they have to abide by a Professional Code of Conduct that states they cannot engage in any kind of inappropriate behaviour with beneficiaries. 

7. Explain that in case one of the trainers does not follow the Code of Conduct, and engages in SEA, then the participants need to know how to report any form of SEA if it happens to them or one of their friends in the training. 

8. Distribute the handout on the SEA Policy and read it out loud to participants. Point out and emphasize the section on how to report SEA.

9. Then point out the poster showing the SGBV referral pathway. Explain to participants that there will be more time later in the course to discuss GBV. But if they, a friend or a family member needs help, the poster includes information on where to get help in case they are forced to do “man and woman business.”

10. Read through the poster together with the group, pointing to the pictures and explaining where to get different kinds of support.

11. Now take the time to ask participants if they have any questions. Make sure everyone understands the SEA policy and how to report before moving on.

Economic Empowerment of Girls (EPAG) 

How to Report Sexual Exploitation and Abuse

What is Sexual Exploitation and Abuse

Sexual Exploitation and Abuse or SEA is when anyone in a position of power gets sex or sexual acts in exchange for something the less powerful person needs. Sexual Exploitation means exchanging money, shelter, food, or other goods for sex or sexual acts with someone less powerful. Sexual Abuse means threatening or forcing someone to have sex or provide sexual acts under unequal conditions. 

In the EPAG program, the trainer is in a position of power while the trainee or participant is in a position of less power. Any sexual relations – whether consensual or non-consensual – between the trainer and the trainee is strictly forbidden in order to prevent sexual exploitation and abuse. 

How to Report Sexual Exploitation and Abuse

The EPAG program has a zero tolerance attitude towards SEA. If you or someone you know in the EPAG program is or has been a victim of SEA, you should report it immediately to the appropriate person. Any information you report will be kept confidential (secret).

Unit 1: Getting Started 
Lesson 1: Introduction 

Activity 5: Training Goals and Expectations  

45 MINUTES

Advance Preparations

> Write out the goals and full program training schedule on flipchart paper.

> Make enough copies of the Trainee Commitment Form for everyone.

Facilitation Steps

1. Welcome participants to the training and invite them all to stand in a circle. 

2. Begin the session by asking each participant to share something she learned during the last session.  Vary the game by asking the participants to share something they learned outside of the discussion or something fun they did last week. (Have all participants stand in a circle for this activity.) 

3. Divide participants into to small groups and ask them the following questions: 
>Why did you come to this training program? 

>What do you hope to gain from this training? 

4. Ask the groups to write down their expectation and present them to the large group 

5. After the presentations, tell the participants that the aim of the program is to enhance their economic empowerment through the development of business and life skills and reduce their vulnerabilities through community networking and community service

6. Explain to participants that a goal is what you want to achieve 

Our goals are:

a. To enable participants to acquire business skills and personal confidence;

b. To give participants a better understanding of how to live a happy, healthy lifestyle;

c. To create a supportive and fun community through team-building, challenge, and shared experiences; and

d. To have fun, fun, fun!

7. Go through the two lists and point out where their expectations come into agreement with the training goals.  Also review the expectations outlined in the community agreement, including respect, no put downs, and full participation.  Emphasize the importance of attendance and full participation and the personal and group consequences of missing too many sessions. (e.g. falling behind, lack of group cohesiveness, increased pressure on classmates on group assignments)

8. Explain the attendance policy, including information about the attendance log, excused absences, transportation allowance and the final small bonus.  Allow time for participants to ask questions.

9. Post and read the full program training schedule, including subjects and timing.  Allow time again for participants to ask questions. 
10. Tell the participant that you are now going to talk about how people learn.  Ask participants the questions below and write their answers on the flip chart paper:  

· What do teachers or trainers (in Liberia) usually do? (e.g. lecture, tell students what to do, etc)
· What do students/participants do? (e.g. take notes, listen to teacher, memorize material for tests)
· If you want to learn to do something such as fixing a car, how do you learn it? (e.g. you learn by watching someone fix a car and by practicing yourself)
11. Read this “Chinese proverb” to the participants and ask them what they think it means:  Tell me and I forget. Show me and I remember. Involve me and I understand.

12. Explain to participants that this training is going to be participant centered and will provide them with opportunities for real world experiences.  Explain that in participant or student-centered learning, students are active participants in their learning; they learn at their own pace and use their own strategies; they are more intrinsically than extrinsically motivated; learning is more individualized than standardized.  
13. Point out to participants that if we are trying to learn to do something, we usually learn best if someone shows us and then we practice ourselves.  

14. [image: image37.jpg]


Revisit the questions you posed to the participants before.  Now answer the questions from the participant-centered, experiential viewpoint.

· What will trainers do? (e.g. guide, facilitate, coach)
· What will participants do? (e.g. actively participate, suggest ideas for learning, learn by doing, learn through EPAG Coachinging)
15. Ask participants if they have any questions about this learning and teaching style.

16. Finally, distribute the Trainee Commitment Form. Explain that this is the commitment that all trainees will make to this program. Read through the agreement out loud. Ask if there are any questions. Ask the participants to write their name and sign and then collect back.

Unit 1: Getting Started 
Lesson 2: Entrepreneurship

Lesson 2 introduces the concepts of business and entrepreneurship.  Lesson 2 also aids participants in understanding the two roles business owners play:  the role of the individual or private person and the role of the entrepreneur who is responsible for a business.  Additionally it allows participants to brainstorm solutions to possible conflicts of interest that could arise.
Learning Objectives

At the end of this lesson, participants will

· Have a basic understanding of what a business is

· Have a basic understanding of six types of businesses in their community

· Have a basic understanding of the two roles small business owners play

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
What is a business?

30 min 

	
	
	> Participants begin to think about the

Types of businesses in their community

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 
The individual &

the enterprise

60 min 

	
	
	> Participants learn about the two 

roles business owners play

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 3 
Family and 

the enterprise

90 min 
 
	
	
	> Participants begin to think about the positive and negative interactions between their business, family and community members.

> Participants begin brainstorming solutions to selling on credit.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Unit 1: Getting Started
Lesson 2: Entrepreneurship 

Activity 1: What is business?

30 MINUTES

Facilitation Steps

1. Tell the participants that we have talked about the training goals and expectations, and how we are going to learn, and now we are going to talk about one of the main subjects of the training.  Business.

2. Ask participants what is a “business enterprise” in their own words and understanding. 

3. Write their answer on a flip chart or board and then come up with one definition. (Possible definitions:  Is a legally recognized organization designed to provide goods and/or services to consumers.  However the word business is also used to represent small-scale income generating activities such as shoe shining or fruit selling.)
4. Explain to participants that there are three types of businesses in a community. Trading businesses (e.g. buying and selling), production businesses (e.g. handicraft, crops, animals etc) and service businesses (e.g. repairs, hotels, restaurants etc). 

5. Ask participants to brainstorm possible businesses that fall under each of the business categories.  Possible businesses include:

	Production
	Service                          
	Trading   

	Tailoring                                       
	Restaurant  
	General retail shop

	Wood furniture making                 
	Hair dressing  
	Marketing centers                             

	Bakery-bread                                 
	Shoe repair
	Kerosene and gasoline sale                                             

	Soap making                                 
	Vehicle repair
	Grocery                

	Upholstery                                     
	Artwork
	Warehouse

	Block making                                   
	Photography
	


Unit 1: Getting Started 
Lesson 2: Entrepreneurship 

Activity 2: The Individual and the Enterprise

60 MINUTES

Facilitation Steps

1. Explain to participants: A business must not be confused with the individual who owns it.  You own the business but you are not the business.  

2. Explain: A business uses capital to make profit to increase the value of the business.  If the owner and his or her family eat the business capital, it will not be possible to continue the business. The business will die.

3. Explain: When a business makes profit, the owner may take part of the profit as salary.  As a private individual you can give or lend your own money to a friend, but as an entrepreneur, you cannot and must not give away or lend money from the business cash-box, even to a friend or a relative because that money belongs to the business. If you make a salary, it is your own with which you can do as you please.

4. Explain: When you are running an enterprise, you have to play two roles with different hats, that of the family person and that of the business person.

5. Have participants discuss the following scenarios and the difficulties of balancing the two roles.

· Your mother comes to you at your place of business asking for money because she doesn’t have enough money for baby food and she really needs it.

· Your uncle comes to your place of business the next day and asks for money because of a family emergency.  His son has gone to the hospital and he needs to pay for the hospital bills.

6. Have participants get into small groups to work for ten minutes to discuss how they would allocate the money that they expect to earn from their businesses.  Often, the outcome will be that they will not pay themselves salary and that they will use whatever they earn for their families (without savings or re-investments).  There will even be cases when they use part of the capital for the family. 

7. Discuss and stress again the importance of keeping the business money separate from private money and paying a salary to the group members for their services to the business.

Unit 1: Getting Started 
Lesson 2: Entrepreneurship 

Activity 3: Family and the Enterprise

90 MINUTES

Advance Preparations

> Make copies of the “It is for Free” Skit

Facilitation Steps
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Tell the participants that small business owners are closely linked to each other, to their families and their communities.  Just like by completing this training together, we will become interconnected.  

2. Divide the girls into groups of 5-6.  Let each group stand in a circle.
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3. Ask the group members to hold hands.  Each person cannot hold hands with the person next to him/her rather; they should hold hands with other participants.

4. The group entangles itself holding hands.  Then, without letting go of the hands, the group should try to get back to its original circle.

5. After all the groups finish playing the game, ask the following questions:

· How did you manage to untangle yourselves?

· What helped you succeed?

6. Explain to participants: We are going to continue talking about the interconnectedness of businesses, their owners, the family and their communities.

7. Ask for four volunteers to come to the front of the room and perform an illustrative skit entitled “It is for Free”.  Give each performer a copy of the skit and allow them a few minutes to select their parts, go over the lines and prepare.

8. Explain to participants:  “The extended family is very important in both rural and urban Liberia.  In the skit “It’s for Free!”, the carpenter cannot collect what people owe her, particularly from her family.  Her uncle wants free furniture.”  

9. Ask participants:  Should we refuse to give things free to relatives or refuse to give them credit?  Relatives are the ones who have so often helped us out in the past and may have to do so again in the future.

10. Remind participant that it is true that the family makes sacrifices to bring up the children and in return expects help from them.  As soon as they business starts to make a profit, relatives will approach group members seeking assistance.  They will appeal very much to their sense of obligation.  This can be extremely dangerous for the business if not handled properly.  

11. Ask participants if they know of such examples from their own experiences or from their neighbors or relatives.  Allow them time to discuss.

12. Explain to participants that the problems related to conflicts involving the business, the individual, the family and the community are complex.  We do not have any magic remedy.  We must think about this together.  When an attitude is deeply rooted in culture, changing it is always a slow process.  However, since we are agents of change, we should start creating change immediately.  

13. Also explain that the closeness of family or village relationships in Liberia has positive elements to it.  We should turn these positive elements, and this valuable sense of community, to the advantage of the business.

14. Let the participants discuss among themselves for a few minutes and then present their solutions concerning this matter.  Allow plenty of time for participants to discuss possible solutions or strategies.  

15. Conclude this activity by reassuring participants that this is just the start of this conversation and that they are going to continue discussing potential solutions to these challenges.  Tell them that they will develop new skills that will allow them to untangle themselves from the web of potential problems like they did in the opening activity and be able to manage their business effectively and their relationships with their family and community.   

“It is for Free” Skit

Scene 1: “It is for Free”

Uncle:  Hello niece!

Niece:  Hello uncle!

Uncle:  I come for my furniture now!

Niece: Uncle, let me give you the chair for free but give me money to buy plank for the other things.

Uncle:  Niece, you asking your uncle to pay for furniture?

Niece:  Uncle, please understand.  Only buy the plank.  I will make the furniture free.

Uncle:  What?  After all I do for my niece she wants me to pay for furniture.  The children are different now.  No respect.

Scene 2: “It is for Free”

Uncle:  Mamie, look at my trouble. My niece say I must pay her for small furniture.  Business pass family this times.

Aunt:  What you did to her? She forgetting that we sent her to school?

Older Brother:  If nobody pay the girl, how will she live?  How will she continue her business?

Scene 3:  “It is for Free”

Niece:  This place not easy nobody wants to pay for my work.  They want everything free.  How I will manage?  I am moving from this place.  What kind of family is this?

Niece:  Hay Mary, your cupboard finished.  Come-o give me my money.  

Mary: (friend) For true?  You yourself.  Let me take it.  I will pay your money.

Unit 1: Getting Started 
Lesson 3: Preparing for Your Own Business

Lesson 3 outlines some of the factors to consider when starting a business.  It looks at some of the obstacles to starting a business and gives participants a chance to brainstorm solutions.  The final activity gives participants a chance to reflect on the why of it all.  Why they want to earn money, why they want to start a business and why running a business is a good thing! 

Learning Objectives

At the end of this lesson, participants will

· Know the factors to consider when starting a new business
· Have a basic understanding of why they want to run their own business
LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Factors to Consider

90 min 

	
	
	> Participants will know the factors to consider when starting a new business

>  Participants discuss some of their fears of starting a new business and develop strategies for overcoming these fears

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2
The Why of It

90 min 

	> Read Nyumah’s Choice Transcript 

> Create a version

of Chart #1 on the flip chart paper

My Personal Goals. 

> Photocopy Chart #1 

for all participants. 
	Chart #1 


	> Participants discuss why some 

young people want to run their own 

business

> Participants set a personal goal

	Activity 3

Review Game

60 min


	> Make a list of key concepts learned so far

> Choose a review game from the Facilitator’s Guide
	
	> Participants review key concepts learned so far



	Activity 4

Business Math Exercise

60 min
	> Bring LD notes of different sizes (5LD, 10LD, 20LD, 50LD, 100LD)

> Bring different items sold in a market
	
	> Participants practice using math skills

	
	
	
	


Unit 1: Getting Started 
Lesson 3: Preparing for Your Own Business 

Activity 1: Considering all the Factors

90 MINUTES

Facilitation Steps

1. Welcome participants to the training.  Divide the participants into groups of five to eight people and give them two sheets of paper and a pencil or pen. The first part of the activity is Commonalities, where each subgroup compiles a list of the things they have in common. In order for it to make the list, it must apply to everyone in the subgroup.  You want to avoid writing things that people can see (e.g. “everyone has hair,” or “we are all wearing clothes”).  Try to get them to dig deeper. 
2. After about 5 minutes, have a spokesperson from each subgroup read their list. 
3. Then, on the second sheet of paper have them write unique qualities that apply to only one person in the group. The group should try to find at least 2 unique qualities for each person. 
4. After 5-7 minutes, you can have each person say one of their unique qualities or have a person read them one by one, having others try to guess who it was. (Again, you want to go beyond the superficial, avoiding those things that people can readily see). This is an excellent team-building activity because it promotes unity, gets people to realize that they have more in common than they first might realize. The awareness of their own unique characteristics is also beneficial in that people can feel empowered to offer the group something unique.
5. Explain to participants that understanding their uniqueness and commonalities with their communities are important steps to starting a new business.  Explain that there are three main factors they need to take into consideration when starting a business: 

a. One’s personal life (e.g. their willingness to do something, their interest and hobbies, their family, their health condition, etc)

b. What is necessary to run a business (e.g. finance, labor, equipment/machinery, raw materials, etc.), 

c. How to run a business in their own community (e.g. location, government policies/regulation, infrastructure, economy of the society, competition, market, culture etc.)

6. Explain to participants that like starting a new business, this training also involves doing new things.  Congratulate the participants on being willing to do something new and different, i.e. starting this training program. 
7. Ask participants if they have ever been nervous to try something new or different, but did it anyway.  Or ask if any of them were nervous about starting this training.
8. Ask participants what gave them courage to go ahead and try the new things they mentioned above or to try the training.

9. Ask participants how they felt after doing those things.  Or ask participants how they feel now after starting the training. 
10. After several participants have spoken, explain that as we can see from all of these stories, most people are nervous about starting new things.  Explain that a great way to reduce the stress related to starting something new is by planning, setting goals, and making good decisions.  Reassure participants that we will be discussing all of these ideas in the coming sessions and that by the time they start their new businesses they will be prepared and confident.

11. Ask participants to think about starting and running a new business in their community.  Read the first phrase below and ask for volunteers to complete it; write their answers on the flip chart paper.  Then do the same for the second phrase: 

“When I think of starting a new business, I am afraid of......”

“When I think of starting a new business, I have good feelings about…”

12. Explain to participants that it is good to recognize all of their concerns so they can then find solutions or strategies for dealing with them. Some fears or concerns for starting a new business could be: 

· Lack of resources

· Loss of money due to a failed business

· Not being able to make decisions 

· That other people may know the business more than they do 

13. Explain to participants that good ways to overcome nervousness about business decisions are: 

· Seeking advice from existing business owners

· Go through business training

· Talk to potential customers on what they think about the product 

14. Remind participants of the good feelings they had about starting a new business.  

15. Explain to participants that this training is going to help them go through each of the factors they need to take into consideration when starting their own unique business.  

16. Reassure participants that participating in this training will help lessen their concerns.  Explain that through this training they will be learning about how to manage their money and resources and how to make good decisions.  They will be developing new skills around marketing, communication and business management.  They will be networking with participants in this training, with their EPAG Coaches and other businesspeople in their communities. 
Unit 1: Getting Started 
Lesson 3: Preparing for Your Own Business 

Activity 2: The Why of It 

90 MINUTES

Advance Preparations

> Have a copy of the Nyumah’s Choice Transcript 

> Create a version of Chart #1 The Why of it for Me on the flip chart paper.

> Photocopy Chart #1 The Why of it for Me, for all participants.

Facilitation Steps

Part A—Nyumah’s Choice Characters

1. Explain to participants that in this session they are going to talk about the Why of It.  Why they want to start a business.  Why they want to earn money.  Why it is a good thing to have and run a business.

2. Read through the Nyumah’s Choice Transcript.

3. After reading ask participants to name the characters and their businesses as they remember them from the story Nyumah’s Choice.

4.  Divide the group into three.

5.  Ask each group to choose a character from the story. Have participants discuss, within their groups, why their chosen character wanted to have a business.

6. Give each group a piece of flip chart paper and some markers. Ask participants to write down as many reasons as they can for why their character wanted to start a business. Make sure that each group has a member who has higher literacy skills.

7.  Visit each group as they work. Guide them through the activity. Ensure that all participants have a chance to share their ideas. 

8. Allow the groups to work for 10 minutes. Then, bring everyone back together. Ask each group to present, briefly, the list they made during their discussion. Encourage members from other groups to add to the list. You may want to have each group take turns listing one thing at a time to get all groups involved.

9. After all groups have made their presentations, display their written lists on the wall.
Part B—Chart #1: The Why of it for Me

1. Ask participants to think of their own reasons for wanting to have their own businesses.
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2. Review each reason on the flip chart displays from Part A. Ask participants to raise their hands when a specific reason applies to them as well. Count the number of hands, and write the number beside each reason. 

3. Discuss some of the reasons that are common to many participants.

	The Why of it for Me

	“I want to earn money because....”


4. Hand out Chart #1: The Why of it for Me. Display the flip chart version of this chart so that all participants can see it clearly. 

5. As a group, read the statement at the top of the chart: “I want to earn money because…”

6. Ask participants to complete the sentence using one or several of their own reasons. Alternatively, some participants may decide to represent their ideas using pictures instead of in writing.

7. Review the activity by asking participants: “We have all understood why we would like to earn money. But what are some other reasons for running a business?”
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8. Discuss participants’ answers. Their ideas may include: 

> To feel good

> To feel useful

> To contribute to the community

Chart #1

The Why of it for Me
	The Why of it for Me

	“I want to earn money because....”


Unit 1: Getting Started 
Lesson 3: Preparing for Your Own Business 

Activity 3: Review Game

60 MINUTES

Advance Preparations

> Make notes of the key concepts from the previous lessons, paying particular attention to the concepts participants struggled with. 

> Look through the review games suggested in the Facilitator’s Guide and choose one to facilitate. 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
Unit 1: Getting Started 
Lesson 3: Preparing for Your Own Business 

Activity 4: Business Math Exercise

60 MINUTES

Advance Preparations

> Bring LD Bills of 5s, 10s, 20s

> Bring items that can be found in a market (e.g. fruit, sugar, water). Put the items on a table and write a price on them (e.g. 5 LD for a bunch of bananas).

Facilitation Steps

1. Explain that just as reading and writing are important skills for running a business, being able to do basic mathematics is also important since they will be buying and selling things. 

2. Tell participants that they are going to play a game to practice their math skills.

3. Ask for a volunteer to act as the businesswoman. Have her stand behind the table with the items and ask everyone to look carefully at the prices. Give her some LDs of different bill sizes (e.g. some 5 LD, some 10 LD, some 20 LD).

4. Then have another volunteer act as the customer. Give her some 20, 50 and 100 LD notes. Then have the “customer” choose an item and give the correct amount to the “businesswoman.” Make sure the customer uses larger bills to pay the businesswoman so they can practice counting change. Check with both participants and the rest of the group if the correct amount has been given.

5. When the transaction is complete, thank the volunteers and ask them to return to their seats. Then ask the group to explain the transaction that just happened (e.g. the eggs cost 20LD; the customer gave 50 LD; the businesswoman gave 30 LD change). As they go through the transaction, write down the equivalent using math on a flip chart paper (e.g. 50-20=30). Review the math with the whole group and ask them to write it down in their notebooks.

6. Ask for another pair of volunteers to come up and act as customer and businesswoman and go through the same exercise. 

7. This time after the transaction is complete, ask for a volunteer to come up to the flip chart and write down the equivalent using math. Be helpful and encouraging and use lots of praise! Math can be difficult!

Unit 1: Getting Started 
Lesson 4: Your Financial Plan

In Lesson 5 participants will begin their journey toward good money management by learning about the financial planning process.  Participants will learn that people who “have it all” didn’t get there by accident.  They made a financial plan and followed it.  Participants will use what they learned in this unit to create their own personal financial plan.  

Learning Objectives

At the end of this lesson, participants will

• Examine why it’s important to have a plan for your money

• Know what SMART goals are

• Analyze how you get and spend money

• Learn how to monitor and make changes to your financial plan

LESSON 4 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Why Financial Planning is Important

45 min 

	
	
	> Participants will understand the importance of financial planning

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 Needs and Wants 

45 min 


	
	
	> Participants understand the difference between needs and wants. 

	Activity 3

Getting SMART About Your Goals

90 min 
 
	
	
	> Participants will understand the difference between short-term and long-term goals 



	
	
	>Exercise: Are the Goals SMART?
	

	
	
	
	

	
	
	
	

	
	
	
	> Participants know how to make goals SMART




Unit 1: Getting Started 
Lesson 4: Your Financial Plan

Activity 1: What’s So Important About Financial Planning?

45 MINUTES

Facilitation Steps

1. Welcome participants to the training and ask them to choose a partner.

2. Ask participants:  What Do You Think?  With a partner, indicate whether each statement is True or False:  

a. It is always more important to save than to spend
b. A girl should never say no when her mother or father asks her for money
c. Anyone can save no matter how little they make.
d. Girls are too young to start saving

3. Remind participants of what they already discussed about the importance of planning and setting goals.  Tell participants that today they are going to discuss how to apply these ideas to how they manage their money.

4. Explain: Financial Planning is a process of setting goals, developing a plan to achieve them, and putting the plan into action. It’s creating a roadmap for handling everything you do with your money—spending, saving, using credit, and investing. People who are good at making and following a financial plan are able to live comfortably and buy nice things without guilt or stress.  But those who never learn to plan often worry about having enough money for the things they need and want.

5. Explain that even though financial planning can have a big impact on the quality of their life, it is actually pretty simple to do.  In fact, it boils down to five steps.  Draw the chart below on the flip chart paper and handout photocopies.

6. Remind participants of the goal charts they filled out in Lesson 3.  Explain that the first step in financial planning is setting SMART financial goals. 

7. Ask the participants to get up and go outside to line up for a race.  After they have lined up say, “On your marks, get set, go!”  By this point the girls will ask where they are racing to, what path should they take, where is the finish line?

8. Explain to participants:  If they are going to run in a race, don’t they want to know how long it is? Of course they do!  They certainly don’t want to start off too quickly and then be unable to finish.  If they know the race is 10 kilometers and ends at the top of a steep hill, they can plan their pace and even their training accordingly.  This is simply called beginning with the end in mind—it helps them maximize their ability to reach your goal.  Many athletes take this technique a step further by actually visualizing themselves crossing the finish line at a certain time.  Visualizing a mental picture of your desired outcome can actually help you attain it.  It’s rare that anyone has enough money to spend on every single want.  So everyone has to make choices and set priorities—a good financial plan helps you through that process.  It makes you think about your needs and wants.

Unit 1: Getting Started 
Lesson 4: Your Financial Plan

Activity 2: Do You Need It or Do You Want It?

45 MINUTES

Advance Preparations

> Have three pieces of flip chart paper posted on the wall
Facilitation Steps

1. Explain to participants: sometimes we say we “need” things that we actually don’t.  Needs are the very basic things we must have to survive.  Wants are the things that make life more interesting and fun, but you could live without them if you had to.  You need food to eat, but you want to eat ice cream out with your friends.  You need a place to live, but you want a radio in your room.  You need some clothes to wear, but you want the most expensive pair of pants from the used clothing stall at the market.  Everyone has wants, but when your wallet is looking thin, needs have to come first.
2. Ask participants: “What is the minimum amount of money that you need to pay your living costs for one week?” Explain that they should not include the cost of running a business in this amount. 

3. Participants will probably suggest different amounts. Find the approximate average amount of their various suggestions.

4. Write this minimum amount at the top of the flip chart paper. Ask participants: “If you had only this much money to live on for one week, what would you spend it on?” Write their answers on the flip chart paper below the minimum amount.

5. On a second piece of flip chart paper, write another amount that is slightly higher. Ask participants: “If you had this much money to live on for one week, what would you spend it on?” Write their answers on the flip chart paper below the amount.

6. On a third piece of flip chart paper, write an amount that is double the first minimum amount.  Ask participants: “If you had this much money to live on for one week, what would you spend it on?” Write their answers on the flip chart paper below the amount.

7. Display all three flip charts side by side. Ask participants: “Are all the things we spend money on necessary to live?” Use participants’ answers to introduce the following: 

> There are some things that we buy that are necessary (e.g., rent, food, cooking utensils, blankets, clothes, etc.). In this course, these things will be called “needs.”

> There are other things that we buy or save money for that are not necessary for living (e.g., radios, candy, etc.). These have different levels of importance in our lives but can be purchased at a later time. In this course, these things will be called “wants.”

8. As a group, read through each flip chart. Then, next to each item, write need or want. During this part of the activity, remember the following:

> When participants disagree on a particular item, encourage them to discuss their different opinions. If they do not come to an agreement, write both needs and wants beside that item.

> A want for one person may be a need for another.

> Certain items such as rent and clothing are essential and are a need. However, some participants may not be able to afford them.

> A want is something that can be postponed. It is not as essential as a need.

9. Once you have finished, add all the wants and needs for each flip chart.

At the bottom of each flip chart, write the totals. (e.g., needs = 4; wants = 6).

10. Discuss with participants the differences between the flip charts. Usually, as the available amount of money increases, so do the number of wants.

11. [image: image43.emf]Ask participants: “Why do you think there is such a difference between the number of needs and wants on each flip chart?” Help participants to understand that sometimes, when we have extra money, it is easy to focus less on our needs and to think more about our wants.

12. Complete the activity by asking participants: “What can you ask yourself in order to decide if something is a need or a want?”

13. Explain to participants that the total cost of all their needs is also known as their living cost.

Unit 1: Getting Started 
Lesson 4: Your Financial Plan

Activity 3: Getting SMART About Your Goals

90 MINUTES

Advance Preparations

> Make photocopies of Exercise: Are the Goals SMART?

Facilitation Steps

1. Explain to participants: A goal is something you aim for. It’s something you want to be, do, or have at some future time. It points you in the direction you need to take. Achieving a goal gives you a sense of accomplishment, which encourages you to set new goals for even bigger and better things.  So learning to identify and set clear goals is key to your success in life.  

2. Explain that if one of your personal goals is to have enough money to rent your own room or house, you know you have to first talk with your family, ask your neighbors and friends about possible rooms for rent, visit several locations and have the money for two month’s rent already saved.  Knowing what you’re aiming for makes it a lot easier to map out a process to see what you have to do to meet your goal.  But if you don’t set the clear goal of renting your own room this year, you could easily miss some of the things you need to do to meet your goal.  
3. Setting clear financial goals is extremely important. It’s easier to find the money for a June trip to Nimba to see your extended family including your Aunt who just started her own business, if you decide in January that this is what you want, then make a plan to save for it, instead of trying to find the money to go at the last minute. One thing you need to know about your goals is how long you think they will take to accomplish. 
4. Discuss and record the meanings of “short–term goal” and “long–term goal” on the flip chart or board. Some suggestions include:
Short–term goal:  A project that can be completed within six months.  Examples include: “I am going to clean the house today”; or, “I am going to pass my training exams in two months”; or “I am going to sew some table cloths to sell at the market.”

Long–term goal:  A project that can be completed in a year or more.  Examples include: “I am going to go to the Vocational Training Center in Lofa to become a carpenter”; or, “I am going to have three children who will go to good schools.”

5. Next, have participants get together in groups of 4 or 5.  Write the goals below on the flip chart paper and ask the groups to consider how long it will take to meet the goal—less than three months?  Less than a year?  More than a year?  After they have discussed have a representative from each groups come to the flip chart paper and categorize each goal by writing S (Short) or L (Long) next to the statement.  Have participants share back why they categorized each goal Long or Short.
· Save money to buy a birthday present for one of your friends whose birthday is next month.

· Save money for a trip to see your aunt in Lofa.

· Buy a new phone to replace your phone that is spoiled.

· Set aside money to pay for the startup capital to buy a stall at the market.

6. With longer-term goals, you have to be willing to give up something you want now to get something even better in the future.  That’s called delayed gratification. 

7. Explain:  So there are other factors to consider when setting a clear goal.  In fact, the best goals aren’t just clear—they are SMART.  Draw this chart on the flip chart paper:
	Specific.  Goal Examples
	“I want to go to Robertsport since I have never been there” is more specific than “I want to go somewhere outside of Monrovia where I live.”

	Measurable.
	“I’ll need 1,000 LD for my share of the guest house for the week” is measurable; “I want to save some money for the trip” is not.

	Attainable.
	“I’ll ride the bus with my friends and take 2,000 LD more for my ticket, food, and other spending” is much more attainable than “I want $100 to rent a car and $100 for spending money.”

	Time bound.
	“I want to save all the money by December 1st” gives you a specific date from which to plan backwards, unlike “I want to save all the money soon.”


	SMART Goal Examples

	Short-term:

Save 1,500 LD by the 10th of next month to buy mom a birthday gift.

Long-term:

Save 25,000 LD from my business for the next three years to buy a motorcycle.


8. Explain:  There are two other important things you need to know about your SMART goals. First, they should be meaningful to you—something you really want to achieve and not just something your friends think you should do.  Otherwise, you’ll lack the motivation to stick with your plans. Second, you should always write your goals down and keep them in a place where you’ll see them often, as a reminder of what you’re working toward.

9. Distribute the handout with the exercise Are the Goals SMART. Ask participants to work in groups. Make sure that there is a mix of more literate and less literate participants in each group. Walk around the room and help groups that have trouble reading and writing.

	Exercise: Are the Goals SMART?

By writing goals that are SMART, you will have a good start to setting up a financial plan to meet your goals.  The goals on this exercise sheet are missing SMART criteria.  Can you tell what is missing?  Work together to rewrite the statements into SMART goals.



	Goal
	What is Missing?
	SMART Goal

	Going on a trip next summer


	
	

	Save money this summer to pay for all of sister’s school fees.


	
	

	Get a second job to afford to buy a used motorcycle.


	
	

	Use money received as birthday gifts to buy a phone.


	
	


Unit 1: Getting Started 
Lesson 4: Money Management 
Lesson 2 introduces participants to the concepts of money management, specifically exploring the separation between business and personal finances.  Participants will also have the opportunity to learn about the 6 steps towards better managing your money.   

Learning Objectives

At the end of this lesson, participants will

· Identify ways to separate their business and personal finances

· Identify 6 steps to managing their money  

LESSON 4 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes 

	Activity 1 
Be Nice Later 

60 min 

	> Copy of Deroe’s Dilemma for each participant 
	>Deroe’s Dilemma
	> Participants are able to separate their personal finances & business finances



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 
6 Steps to Money Management 

60 min 

	
	
	> Participants can identify 6 steps to managing their money

	Activity 3 Participant Led Review Game 

60 min 


	> Choose 2 participants to prepare and lead the Review Game
	
	> Review concepts from Unit 10 Lesson 1 and 2 


Unit 1: Getting Started 
Lesson 4: Money Management 

Activity 1: Be Nice Later 

60 MINUTES

Facilitation Steps

Part A- Be Nice Later 

1. Tell participants that we are now going to discuss some issues around managing money.  Explain that earlier we talked about things like how to manage a business and how to keep records. It is also important that we learn how to separate our personal lives, expenses and commitments from our business expenses and commitments.  

2.  Explain to participants that you are going to tell them a story. Read the following:

Christina is a new business owner of a small used clothing shop. She took her savings and bought an initial inventory of shirts, shorts, pants and socks. Christina was so excited to see how well the items were received by just her friends and family.  They liked the items very much and were eager to talk about Christina’s products with their other friends and neighbours.  The word of mouth advertising paid off quickly.  Soon, the store began filling up with people who walked by the shop and even from people in other neighbourhoods who had heard about her products.  Christina was very excited.

However her excitement soon turned to confusion and frustration as she observed that not everything in her business was going perfectly.  Her friends and family began to ask for special discounts, to borrow money from her and even to take free merchandise from the store.  

Christina wanted to please everyone and share her success so she gave in to all the requests.  She gave discounts, loans, and free items although she felt uncomfortable and felt like it would hurt her business. One morning when she went to buy the products she wanted to sell that week, she discovered that she had given away so much inventory and money that she didn’t have enough money to buy the products she needed to sell that week.  Her business was in danger of failing.  

At that point, Christina realized her generosity, kindness and obligation to her family and friends was the cause of her business problems.  She would either have to take out a loan or stop giving away business resources to her friends and family.  She decided she had to collect the money she had given from her friends. In the end she collected enough back to be able to buy enough inventory to make a profit the next week.

By deciding to “Be Nice Later,” and ask for her money back despite what her friends and family said, she was able to turn her business around. She now continues to use her profit to reinvest in her business and support its growth instead of answering all the requests and needs of her family and friends.  In the end if her business grows she will be able to give them more than money or clothing items but potentially jobs which would help meet their long term needs. 

3. Ask participants the following questions.  Allow them time to discuss the answers.

· Why do you think Christina gave away her clothes and money to her family and friends?

· Do you ever feel pressure to give things away when you have more money then your family of friends?

· How could Christina have avoided giving things away?

· Have you ever been in a situation where you had to tell someone no?

· Why do you think it is important to Be Nice Later?

4. Explain to participants that because your business may be experiencing some success doesn’t mean that you are obligated to share your profits with everyone.  Make sure to be clear that in order to expand and keep your business growing, you need to continually reinvest. The more money you spend from your business on personal favors the less money there is to put back into your business.  

Part B- Pay Yourself a Liveable Wage

1. Just as it is important to “Be Nice Later” and not give away your business earnings to family members or friends, it is equally important to understand that your business is not your personal money or bank account.  

2. Tell them that to explain this concept we are going to hear another story.  Pass out the handout Deroe’s Dilemma to each participant. Explain that a “dilemma” means a problem or puzzle.

3. Have participants read a couple of lines each then call on the next participant to read. 

4. When the story is finished ask participants the following questions:

· Why do you think it is important to pay yourself a salary out of your business instead of just using business money whenever you want?

· What are the benefits of paying yourself a salary?

Wrap up by going over the importance of keeping your business and personal finance separate in order to make sure that your business does not become your personal bank account.  If you continue operating like your business profit is your personal spending money, you will ultimately hurt your business.  This is why it is also important to have separate records for your personal spending and business spending.  Ask participants if they have any questions.  

5. [image: image44.emf]Deroe’s Dilemma

About a year ago, Deroe opened a small pharmacy in Monrovia and hired two employees to help her operate the business. Deroe knew she would need to pay her employees on a regular basis, but she wanted to cut operating expenses, so she didn’t see a real need to pay herself a salary.

Her plan worked for about a week, but she soon found that she didn’t have enough money to pay for all her family’s daily needs such as food and clothing.  So every so often she took small amounts from the business cash box to cover her personal expenses.  When her youngest child suddenly got malaria and had to go to the hospital Deroe had no money to pay so she ended up having to take 5 days worth of cash sales from the pharmacy cash box to pay for the medical treatment.

At the end of that week, when one of Deroe’s employees went to make her usual purchase of inventory, she found there was no money left in the cash box.  Desmond had taken all of the business capital and had no way to get any more money.  As a result the business was unable to restock the shelves that week for customers.  Customers were forced to start buying their products from another nearby business.  Deroe’s failure to pay herself a wage to use for her personal expenses and her failure to control herself from taking business capital resulted in lost sales and customers.  

Unit 1: Getting Started 
Lesson 4: Money Management 

Activity 2: 6 Steps to Money Management  

60 MINUTES

Facilitation Steps

1. Tell participants that now that they discussed keeping their business finances separate from their personal finances, as well as how to avoid feeling pressured to give away their earnings and business products to friends and family, we are going to discuss some ways to better manage the money we will earn with our new businesses.

2. Ask participants if they remember the earlier activities around Needs and Wants.  Ask participants to quickly review the difference between the two.  Explain to participants that when you first start earning money form your business you will be tempted to spend most of it on wants, so it is important to have some tips when deciding what to do with your money. 

3. Now explain to participants that we are going to dive a little further into how exactly we should manage the money we get from our business. It is helpful to consider these 6 steps of money management.  Write the following down on a flip chart as you talk about them and ask participants if they have questions as you go: 
· Setting your goals 

· It is important to know what you want to achieve for yourself, where you see yourself (this could include goals for your family too) in five or ten years time

· This will help you keep on track. If the things you are spending money on do not work towards this goal, it might be worth reconsidering that expense 

· Provide for your basic needs 
· As we have talked about earlier it is important to understand the difference between your needs and wants 
· Make sure you always consider using your money for what you need before what you want 
· Saving money for big expenses 
· Think about the big expenses such as housing or education that may be coming up in the near future
· Make a plan to put aside money to save for those expenses
· Think about one big expense at a time  and prioritize what is needed first 
· Choosing wisely what you want to buy 
· When thinking about your purchases whether it is a big expense, a need or a want, make sure to prioritize based on what will serve you best and what is most important
· Buy the things that are most important and useful first 

· Using the things you buy wisely 
· It is important when you do make purchases that you take care and are responsible for what you buy

· If you are careful and responsible purchases will last longer 

· Also make sure that what you buy is used for its purposes and is not abused.  

· Avoid spending beyond your income 
· It is important to plan out what you will be buying and stick to it.  Often when you do not stick with your plan, you start spending more money than you have
· Know how much money you have and do not spend more than that.  
4. Now that you have gone over the 6 steps, ask participants to choose a partner from their small group.  Tell them to take out Chart #13 My Budgeting that they had completed in the activity on budgeting earlier. 

5. Ask participants to go over their charts and analyze their budgets based on the 6 steps. What things do they want to buy? How much will they cost? Are they really necessary? Will they help you achieve your goals? Remind them to be specific and realistic based on the money they have for the month.

6. Walk around to each group and make sure they understand the activity.  Once they are finished have 3 or 4 participants present their plans.

7. Wrap up by seeing if anyone has any questions.  Remind participants that the better they plan the more likely they are to succeed.  

Unit 1: Getting Started 
Lesson 4: Money Management 

Activity 3: Participant Led Review Game   

60 MINUTES

Advance Preparations

> Make sure the participants chosen to do the review game take notes of the key concepts from the Unit 10 Lesson 1, 2 paying particular attention to the concepts participants struggled with. 

Facilitation Steps

1. Work with the two chosen participants to facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
UNIT 2: You, Your Business, and the Community

[image: image45.emf]
Unit 2: You, Your Business, and The Community 
Lesson 1 My Identity

Lesson 1 prompts participants to think about their current values, identity, hopes and futures.  Participants have the opportunity to think about their own futures and start developing personal goals to achieve those dreams.

Learning Objectives

At the end of this lesson, participants will

· Be able to describe their strengths and weaknesses

· Have a basic understanding of values and what is important to them 

· Understand the importance of not judging other people’s values or be influenced by where members of the group

· Identify factors that might have some impact on their future plans.

· Describe possibilities for their lives over the coming years.

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1  
Who am I

45 min 

	
	
	> Participants are introduced to the concept of identity 

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2

What Am I Good At

45 min 


	
	
	> Participants identify their abilities, strengths and weaknesses and how they relate to careers.

	
	
	
	

	
	
	
	

	Activity 3 
	
	
	> Participants understand the meaning and importance of values. 

> Participants will have the opportunity to explore personal value system and see how it relates to occupational goals and life.

	What Do I Value
	
	
	

	
	
	
	

	45 min
	
	
	

	
	
	
	

	Activity 4
Planning for Our Goals

45 min 

	
	Goals Worksheet
	> Participants begin to think 

 about their futures.

> Participants are able to identify factors that might have some impact on their future plans.



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Unit 2: You, Your Business, and The Community :

Lesson 1: My Identity 

Activity 1: Who Am I
45 MINUTES

Facilitation Steps

1. [image: image46.emf]Welcome participants to the training and explain that today we will be talking about our identity. 

2. Write the word “identity” on the flip chart – ask for volunteers to explain what the word “identity” means. After a few participants have spoken, explain that each of us is an individual with our own talents, skills, and interests. At the same time, each of us is member of a family, of a community, of ethnic groups, and of a national culture. All of these help to make us what we are – they shape our identity. 

3. Remind participants of the activity in the previous lesson where they discussed what they had in common with their fellow group members, and what was unique or special about them. Explain that in the next activity, they are going to explore further what makes them who they are.

4. Ask participants to break up into groups of 4 or 5. In groups, ask participants to take turns describing themselves to the others. For example, someone could say: “My name is Evangeline, I am 24 years old, I am female, I am married with one son, I come from Red Light in Monrovia but my family is originally from Lofa, I am from Liberia.” 

5. After the groups are finished, help participants understand that the way they described themselves relate to characteristics that form their identity. For example, they can describe themselves in terms of:

· Sex 

· Profession 

· Nationality

· Family name

· Family position (mother, father, son, uncle, etc.)

· Ethnic group

· Religion

6. Ask participants which of their characteristics are fixed – i.e. cannot be changed. Write their answers on a flip chart. For example, sex, race, age, height, family cannot be changed. 

7. Then ask participants which characteristics can be changed. Write their answers on another flip chart paper. For example, profession/job, place where you live, hobbies, how we behave towards others can be changed.

8. Explain that it is important to know and accept the things we cannot change about ourselves and to recognize and improve upon the things we CAN change!

9. Remind participants that our identity comes from the things that are special and unique about us, as well as the things that we share and have in common with others. 

10. Tell participants that in the next activity we will continue exploring our unique identities through a discussion of our skills and abilities. 

Unit 2: You, Your Business, and The Community 
Lesson 1: My Identity 

Activity 2: What Am I Good At
45 MINUTES

Facilitation Steps
1. Ask participants to form pairs. Ask the pairs to think about and tell each other what things they are good at doing. If participants feel comfortable, have them make a list of things they are good at doing in their notebooks. If they do not want to write, they can just discuss with their partner.

2. Then ask the pairs to think about and tell each other what things they enjoy doing. If participants feel comfortable, have them make a list of things they are good at doing in their notebooks. If they do not want to write, they can just discuss with their partner.

3. After the pairs are finished, ask them to look at the two lists: one of things they are good at doing, and the other of things they enjoy doing. Ask participants if there is any overlap between the two lists.

4. Explain to participant that when thinking about what kind of business or work to do, it is important to think about their skills (what they are good at) and their likes (what they enjoy doing). Explain that work is a way to earn money, but it can also be a source of satisfaction and personal growth. 

5. Now ask the pairs to think about and tell each other what they are not so good at doing. Which skills would they like to improve on?

6. After the pairs are finished, ask for volunteers to share with the larger group which skills they would like to improve.

7. Remind participants that everyone in the group has skills and experiences that others can learn and benefit from. This training program will be an opportunity to learn from each other to improve on our skills.

Unit 2: You, Your Business, and The Community 
Lesson 1: My Identity 

Activity 3: What is Important to Me
45 MINUTES

Facilitation Steps

1. Now that the participants have started thinking about what they are good at and what they enjoy doing, the next step is to discuss what is important to them. 
2. Write the word “Values” on a flip chart and ask for volunteers to explain what it means. After a few participants have responded, explain that our values are beliefs that guide the way we live our lives. Our values demonstrate what is important to us. 
3. Explain to participants that we’re going to play a game to see what values we have. Set up an imaginary fence on the ground. One end is “I strongly agree” and the other is “I strongly disagree.”  
4. Explain to the participants that you will read several statements out loud.  After a statement is read, they should walk silently to each end of the imaginary fence, depending on whether they agree or disagree. They should think about what is important to them and not judge other people’s values or be influenced by where members of the group stand on an issue.  After they find their spot, ask a few participants to explain why those chose to stand at that spot.
· It is important to treat everyone equally, regardless of race, gender, religion or wealth

· It is only possible to succeed if you work hard

· It is better to marry a rich man so you can live a good life

· It is good to treat other people well, even if they do not treat you well

· Bad things only happen to people who deserve it

· If you do not have an education, you cannot go anywhere in life

· Life in Liberia is getting better day by day

· It is more important for a girl to be pretty than clever

· Men are better leaders than women

· A cleaner is just as important as a doctor

· Telling a lie is okay as long as it doesn’t hurt anyone

· It is not possible to be happy without money

· It is better to have sons than daughters

· It is important to give back to your community by helping others or doing volunteer work

5. Ask participants how they felt during this exercise.  Ask them one thing they learned about themselves. Explain to participants that a major step in successful career planning is identifying personal values and goals -- understanding what is important to you, where you want to go and what you want to be in life. Individuals with a clear idea of their own values and goals will be more able to pursue careers which reflect those values and lead to their goals.


Unit 2: You, Your Business, and The Community
Lesson 1: My Identity 

Activity 4: Planning for Our Goals(
45 MINUTES

Facilitation Steps

1. Explain to the group that now they have a better idea of who they are, so the next activity will focus on who they want to be. Explain the importance of visualizing their future goals and using these hopes and dreams to help them stick to a plan for getting there.  Suggest that a clear idea of one’s dreams can help to build a satisfying future.  
2. Tell participants that now they are going to think about their own futures, their own life stories.  Ask participants to close their eyes, sit back and relax, and imagine their lives next year.   Ask them:

· Where will you be living? 

· Who will you be living with? 

· Will you be married? 

· Who will your friends be?  

· What kind of business or job will you have?

Next, ask them to imagine their lives in five years’ time.  (Ask some of the same questions from above.)

Finally, imagine that you have your own children aged 10 and up.  What kind of life would you wish for them?  

What kinds of decisions do you have to make in order to achieve what they have envisioned for themselves in 10 or 20 years’ time?

3. Ask participants to open their eyes and just relax for a few minutes.  Then ask participants to turn to the person next to them and share with them what they envisioned to be their “life story.”
4. Invite interested participants to share their stories with the larger group.
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5. Explain to the group that one of the most important ways to achieve our life goals is to have a plan. Review the meanings of “short–term goal” and “long–term goal” discussed in Lesson 1 Activity 3 Getting SMART About Your Goals.
6. Explain to participants that they are now going to apply these ideas to their own lives and create some personal goals for the future.  Using a sample goal to guide you, go through each section of the worksheet, explain the heading, and provide examples.

· Identify your goals. Write one short–term and one long–term goal. Suggest “Graduate from this Training” as an example of a short-term goal. What about a long-term goal?

· What are some of the good things that I will get if I reach my goal? In our example, “I will be able to start my own small business with confidence and support.”

· What stands between me and my goal? “If I do not come to class every day, this could be an obstacle to graduating.” 

· What do I need to learn or do? “I need to attend class on a regular basis and complete the class assignments.”

· Who will encourage me? “I know that my mother and my trainer really want me to do well, so I will ask them to check in with me to make sure I am attending all my sessions and achieving some success.”

· What is my plan of action? “First, I will plan my home and work schedule so I always have time for my sessions.  Then I will begin to study an hour each day so I know all the material by graduation.”

· Completion Date. When will I be finished with this goal? “Graduation is in six months, so I will be finished on _______.” 

7. Review the steps until it seems clear that the participants understand the use of the Goals Worksheet.

8. Ask participants to select one goal for themselves (can be either short term or long term but should relate to their business or livelihood goals). In pairs, work through the Goals Worksheet together.  Walk around the room and assist as necessary.

What Are My Goals?—Goals Worksheet
	Short–Term Goal 
	Long–Term Goal 

	
	

	Benefits in Reaching My Goal
	Benefits in Reaching My Goal

	
	

	What might stand in my way?
	What might stand in my way?

	
	

	What do I need to learn or do?
	What do I need to learn or do?

	
	

	Who will encourage me?
	Who will encourage me?

	
	

	Plans of action—Steps I will take
	Plans of action—Steps I will take

	
	

	Completion Date
	Completion Date

	
	


Unit 2: You, Your Business, and The Community 
Lesson 2: My Business

In Lesson 2, participants are asked to think about the type of business they would like to run. Participants then go to their local market. Here they get the opportunity to observe business owners and identify the skills needed to run a business. They also see how various businesses interact with each other. During the final activities, participants re-examine their business ideas based on this bigger picture.

Learning Objectives

At the end of this lesson, participants will

· Observe how businesses are influenced by their community.

· Be able to list the skills they need to run their businesses.

· Know what types of businesses they would enjoy running.

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Charts 
	Outcomes 

	Activity 1 
Business 

Ideas 

60 min 

	> Create a flip chart 

version of Chart #2 

My Business Ideas. 

> Photocopy Chart #2 

for all participants. 

> Read story about Bendu in advance. 
	Chart #2 

 
	> Participants decide on two 

businesses that they are interested in running. 

	Activity 2 
Community 

Walk 

120 min 
	> Determine the route 

> Identify business owners. 

> Create a flip chart version of Chart #3 my Community Walk Observations. 

> Photocopy Chart #3 for all participants. 
	Chart #3 


	> Participants observe various businesses within the selected community. 

> Participants observe what people must do to run a business. 

	Activity 3 
Business 

Skills 

90 min  
	> Prepare the flip chart 

version of Chart #4 

My Business Skills. 

> Photocopy Chart #4 

for all participants. 
	Chart #4 


	> Participants list the skills they need to run their businesses. 

> Participants decide whether or not they have the skills needed to run their businesses. 



	Activity 4 
Business 

Enjoyment 

30 min 

	> Prepare the flip chart 

version of Chart #5 

A Closer Look. 

> Photocopy Chart #5 

for all participants. 

> Prepare specific props for this activity  
	Chart #5


	> Participants decide whether they have the needed skills to run their 

business and whether they would enjoy doing it. 

	Activity 5

Review Game

60 min
	
	
	> Participants review key concepts and words learned so far.

	
	
	
	


Unit 2: You, Your Business, and The Community 
Lesson 2: My Business 

Activity 1: Business Ideas

60 MINUTES

Advance Preparations

> Create a flip chart and photocopies of Chart #2 My Business Ideas.

Facilitation Steps

[image: image48.emf]Part A—Bendu’s Story

1. Explain to participants: “Just as it is important to have a financial plan and goals as we learned previously, it is also important to have a business plan.  A business plan is a simple document that consists of information on your business including a Business Description, Market Analysis, Marketing Plan, Business Management, Business Operations, and Future Plans.”

2. Explain to participants: “The first step in planning a business is to decide the type of business you want. Let’s read a story about how Bendu chose her business idea.”

3. Read the story out loud while participants follow along. This story talks about the different businesses that Bendu considered before deciding that selling fruit was the right one for her. 
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4. When you have finished reading the story, ask participants: “What made Bendu decide to sell fruit instead of collecting scrap or having sex for money?” Write their answers on flip chart paper.

5. Discuss with the group what Bendu had to think about when choosing a business. Explain that they will have to think about similar things when choosing their businesses.

6. Ask the group: “Why is it a good idea to think about a business before starting it?” Write their answers on flip chart paper.  

Participants’ ideas may include the following:

> to see whether they would make enough money

> to decide whether they have the skills for this particular business

> to consider whether they would enjoy running this business

7. Have participants close their eyes and imagine themselves running the types of businesses that they are most interested in. 

Part B—Chart #2: My Business Ideas
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1. Hand out Chart #2 My Business Ideas. Display the flip chart version of this chart so that all participants can see it clearly.

	My business idea #1

	My business idea #2


2. Refer back to the discussion about Bendu and how she chose her business. Remind participants about the factors that she needed to consider when choosing her business.

3. Ask participants to think about these when exploring appropriate business ideas of their own.  Also remind them of the information about themselves they collected in Lesson 1 on their likes, skills and values.

4. In the “Business Idea #1” box, have participants write down the business they imagine themselves doing.

5. In the “Business Idea #2” box, have participants write down another business they are interested in. 

6. Visit participants as they are filling out their charts. Guide them in focusing on appropriate small businesses. Make sure that their choices are realistic— businesses that they can start in their local community (e.g., shining shoes or selling fruit). Encourage them to begin with smaller, rather than larger, businesses. This would make it easier for them to attain their goals. 

7. Tell the group that for the rest of the course they will be exploring Business Idea #1. However, if at some point during the course they discover that Business Idea #1 does not seem practical, they can switch to Business Idea #2.
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8. Review the activity by asking participants to share their two ideas with the group. Make sure that they do not try to influence each other to change their ideas.

Why Bendu Chose to Sell Fruit
Bendu is a tall, bright girl who likes to meet people. She is curious about what is happening around her and likes to move about rather than sit in one place. She loves her mother but was forced to leave her home because her mother’s boyfriend beat her.

As she was walking one day, she noticed a boy taking tin cans into a shop that buys scrap for recycling. As the boy left the shop, Bendu introduced herself and started talking to him. He told her about collecting and selling scrap. “It’s a good way to make money,” he said, “because the shop buys everything that I bring them.

[image: image52.emf]
Bendu thought, “I could do that.” She found a bag to collect scrap in. But all the other boys and girls collecting scrap were quicker than she was. She was not sure if the things that

she was collecting paid the most. At the end of the day, she took all the scrap she had collected to the shop. When the shop owner handed her the money, she was surprised. “That’s all?” she asked. It was barely enough to buy a little food. As she ate, she wondered what she was going to do to earn some money.
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A man approached her, put his hand on her shoulder, and told her that he would give her money for sex. Bendu pushed him away and ran as fast and as far as she could. She had heard stories about other girls being beaten and some getting very sick because they had sex with these men.

[image: image54.emf]Bendu ran and ran until she bumped into a kindly old fruit vendor named Blama. He gave her leftover fruit from his day’s sales. That gave Bendu an idea. She thought that since she was tall, she could walk through the market, holding the fruit high in the air for people to see. Maybe she could help Blama sell the rest of his fruit. 

She and Blama agreed that she would pay him half of whatever she earned. Bendu began selling fruit the next day. She enjoyed walking through the market and meeting and talking to people so much that she kept on trying.

Because Bendu is curious, she started noticing things about the people who bought her fruit. For instance, she noticed that a lot more people would buy her fruit if she sold them close to the offices at lunch time.

Now Bendu sells as much fruit as Blama can give her. She can even afford her own
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place to stay.

Chart #2

My Business Ideas

	My business idea #1... 

	My business idea #2... 


Unit 2: You, Your Business, and The Community 
Lesson 2: My Business 

Activity 2: Community Walk

120 MINUTES

Advance Preparations

> Decide the route you are going to take on your walk.

> Identify a meeting point in case girls get lost, reminding girls to stay together.

> Identify business owners who agree to discuss with participants the weekly tasks they must do in running their businesses.

> There is always the possibility that a business owner may suddenly be unavailable. Therefore, make plans to meet with two or three. It may be helpful if one of the business owners is a young woman to whom the girls can relate.

> Plan the walk for a time when the business owners are not very busy.

> Create a flip chart version of Chart #3 My Community Walk Observations.

> Photocopy Chart #3 My Community Walk Observations for all participants.

Facilitation Steps

1. Explain to participants: “In this course, you will evaluate your business ideas. You will do this not only by doing work at the training location, but also by making observations in the community.”

2. Divide the participants into two groups. Make sure that there is one trainer for each group.

3. [image: image56.jpg]


Tell participants that today everyone will go on a walk in the local market  to observe how people run their businesses and interact with each other. Explain that they will also be meeting some business owners who will  answer questions about what they must do to run the business.
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4. Hand out Chart #3 My Community Walk Observations. Display the flip chart version of this chart so that all participants can see it clearly.

5. As a group, review the chart. Explain how to use it, as follows:

> In the left-hand column called “What businesses are operating in the community?”, participants list all the businesses that they observe while on the walk. 

> In the right-hand column called “What are people doing to run their businesses?”, participants list the different things they see people doing to  run their businesses [image: image4.jpg]


 (e.g., how they manage their money; how they attract customers, etc.). In addition, participants use this column to write down the business owners’ explanations of what must be done to run the business.

6. Ask the girls to suggest questions that they can ask the business owners. (e.g., how did you get started in business?, what do you like/dislike about your business?, what do you do every day/week to run your business?, what do you have to be good at to succeed at your  business?, what advice would you give me if I were to start a similar business?)

7. Go on the walk following your planned route. 
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8. During the walk, the trainer with each group should: 

> be familiar with the route and the times to meet the business owners

> prompt participants to guide them in answering the questions on

Chart #3 My Community Walk Observations

> assist girls who have limited writing skills

> ensure that all participants are present at the business owner interviews

> encourage participants to ask questions freely 

9. Once you have finished the route, return to the training location.

10. Ask the two groups to total the number of different businesses they saw on the walk. Have them share their results with each other. 

11. Review the activity by asking the group:

[image: image5.jpg]



> Did you enjoy the walk?

> Did you expect to see so many businesses?

> If participants did not visit their own local market, encourage them to repeat the activity in their local market before the next session.

Chart #3
My Community Walk Observations

	What businesses are operating in the community? 
	What are people doing to run their businesses? 


Unit 2: You, Your Business, and The Community 
Lesson 2: My Business 

Activity 3: Business Skills

90 MINUTES

Advance Preparations

> Prepare the flip chart version of Chart #4 My Business Skills.

> Photocopy Chart #4 My Business Skills for all participants.

Facilitation Steps

Part A—Community Walk Observations

[image: image59.emf]
1. Explain to participants: “When we visited the local market, we observed the interaction of businesses in the community. We also observed the things that people needed to do in order to run their businesses.” 

2. As a group, review Chart #3 My Community Walk Observations. Ask the group: “What were some of the things that you observed business people doing? What are some of the things that vendors said they did every week to run their businesses?”

3. List their answers on the left side of a new piece of flip chart paper. Draw two columns to the right of the list. Give the first column the heading “All Businesses.” Give the second column the heading “Some Businesses.”

4. As a group, look at the list on the flip chart paper. For each item, ask participants: “Does this task need to be done by all businesses or by only some?” Place a check mark in the appropriate column for each item. Participants may feel that some items could belong in either category. If so, discuss participants’ opinions. Then place a check mark in both columns.

5. Explain to participants that some things on the list may not have been done by all the businesses that they observed (e.g., keeping financial records, or being honest with customers). However, these things should be done by all businesses if they want to succeed. 

Part B—Participants Complete Chart #4 My Business Skills

1. [image: image60.emf]Form small groups of participants, making sure that each group contains members who are more literate and members who are less literate. Hand out Chart #4 My Business Skills. Display the flip chart version of this chart so that all participants can see it clearly.

2. Remind participants that they already discussed some of the personal skills they already have but now they are going to look at the skills they need for their specific business idea.

3. Identify the section on the chart: “What general things do I need to do for my business?” Clarify this question by asking: “In other words, what things do all businesses have to do, including yours?” Point out the items on the list on the flip chart paper, which was created in Part A.  

4. Ask participants to write the things that all businesses need to do in this section of their charts. Have them work in their small groups to think of anything else that should be added here.

5. Identify the section on the chart: “What specific things do I need to do for my business?” Using the list completed in Part A, point out examples of specific things that only some businesses do. Explain that these tasks are related to a specific type of business. Have participants think about their business ideas and what specific things they would need to do in order to run their businesses.

6. Have participants write these things into this section of the chart. Encourage them to assist each other within their small groups. 

7. Remind participants that in order to run their businesses, they must have the skills to do all the things that they have listed.

8. As a group, look at the last section on the right side of the chart: “Can I do them?” Indicate where to check off the YES and NO boxes on the chart. Encourage participants to be as honest as possible. Have them assist each other within their small groups.
9. [image: image61.emf]Visit each group. Remind participants to be as honest as possible when filling out this section of the chart. Provide guidance if necessary. Some girls may find it difficult to admit that they do not have certain skills. Encourage them to think about whether they would like to learn these skills.
10. Ask participants: “What can you do before the next session to start building and improving the skills you need in your business?”
11. Conclude this activity by reviewing the different ideas that participants contributed.
Unit 2: You, Your Business, and The Community 
Lesson 2: My Business 

Activity 4: Business Enjoyment

30 MINUTES

Advance Preparations

> Prepare the flip chart and photocopies of Chart #5 A Closer Look.

> Prepare specific props for this activity. See the steps below for guidelines.

Facilitation Steps

Part A—Talking about Enjoyment

1. Explain to participants: “We have looked at how your business ideas fit into the community. We have also looked at the skills you would need. But there is one more important thing to talk about before we finish this activity.” 

2. Show the group two items (or draw two items on flip chart paper). 

3. The first item should be something practical (e.g., cooking spoon).

4. The second item should be something enjoyable (e.g., football or comic book).

5. Ask participants: “If you could have one of these items, which one would you choose? Why?”

6. Discuss briefly their reasons. Point out that they often chose the item that they would enjoy the most.

7. Explain to the group that much in the same way, they should choose businesses that they would enjoy doing.
Part B—Chart #5 A Closer Look

1. [image: image62.emf]Explain to participants that they will now complete a chart. This chart helps girls determine whether they have the skills needed to run their businesses and whether they would enjoy them.

2. Hand out Chart #5 A Closer Look. Display the flip chart version of this chart so that all participants can see it clearly.

3. [image: image63.emf]As a group, look at the first question: “Do I know what I need to do?” Before answering the question, participants should review Chart #4 My Business Skills.

4. Ask participants:

> Is this all that you need to do?

> Are there other things that you need to do to run the business?

5. Suggest to participants that if they are confident about exactly what they need to do, they should answer YES. However, if they are still uncertain, their answer should be NO. Indicate the two columns.  As a group, look at the second question: “Can I do it?”

6. As a group, look at the second question: “Can I do it?”

7. Ask the participants: “How good do your skills need to be in order to run your business?”

8. Using their answers, explain to participants that their skills need to be good enough to satisfy customers and maintain their businesses.

9. Have participants answer the question by placing a check mark in the appropriate column on the chart.  

10. [image: image64.emf]As a group, look at the third question: “Will I enjoy it?” 
11. Ask participants:

> “When do you enjoy doing something?”

> “What makes an activity that you are doing unpleasant?”

12.  Have participants answer the question by placing a check mark in the appropriate column on the chart. If a participant’s idea does not appear to be feasible, coach that participant in completing the charts for their second business idea instead.
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13. Ask participants: “Why do you think that the skills you need to run a business are just as important as the enjoyment you will get out of it?”

14. Conclude the activity by reviewing the various ideas that participants contributed.

Chart #5

A Closer Look

My business idea:
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Unit 2: You, Your Business, and The Community 
Lesson 2: My Business 

Activity 3: Review Game

60 MINUTES

Review Game

Advance Preparations

> Make notes of the key concepts from the previous lessons, paying particular attention to the concepts participants struggled with. 

> Look through the review games suggested in the Facilitator’s Guide and choose one to facilitate. 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
Unit 2 You, Your Business, and The Community 
Lesson 3 My Community


In Lesson 3, participants begin to explore the various assets they already posses as individuals, as members of the training group and as members of their community.  They will also see that their businesses do not run in isolation but are inherently linked to their community and other businesses. 

Learning Objectives

At the end of this lesson, participants will:
· Have a basic understanding of how their business ideas or influence by their communities

· Be able to identify social and business service available to them in their communities

· Understand the 40 developmental asset

LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Community 

Scavenger Hunt

180 min 

	
	Community Scavenger Hunt List 
	> Participants work together to find community information

> Participants observe what services are available in their communities

	Activity 2 
Business 

Interactions 

90 min 

	> Obtain a ball of string 
	
	> Participants observe and recognize that the

business ideas they chose 

to explore are influenced by what is happening in the

community around them.

	Activity 3

Guest Speaker from Business Association

90 min
	> Ensure the guest speaker knows what time to arrive

> Seat the participants in a circle
	
	> Participants learn about the process and benefits of joining a business association 

	Activity 4

Being a Professional

180 min
	
	
	> Participants learn the importance of professional behavior


Unit 2: You, Your Business, and The Community 
Lesson 3: My Community 

Activity 1: Community Scavenger Hunt


180 MINUTES

Facilitation Steps

Part A – Going on the Hunt (120 min)

[image: image67.emf]
1. Explain to participants: “We already went on a walk during the last lesson and saw all the businesses in our community.  Now we will play a game that will help us learn about the different services and aspects of our community.”

2. Divide participants into groups of 6 or 7.  Explain that the teams will be competing in a community scavenger hunt.

3. Ask if they have ever heard of a scavenger hunt.  Explain that there will be 2 hours to find as many things as possible on the list below. The team with the most items from the list at the end of that time wins. 

4. Of course, there are a couple of rules:
> Be sure to ask permission before you borrow something on the list
> Be sure to return anything you borrow! 

5. Give the participants 5 minutes to get into their groups and look over the list of things they will need to collect.  Go through the list of things together. Remind them that when dealing with community members they should introduce themselves, explain they are participating in an activity for their Business Development Skills training program and thank them for their time and info.  Remind them what time they need to return to the training location. Then say, “On your marks, get set, go!”

Part B – Debriefing (60 min)

1. Welcome participants back from the scavenger hunt and ask them how they enjoyed it. 

2. Ask participants to share their strategies for finding the items on the list. Did they assign specific items to one person to find? Did they split up? Facilitate a discussion on what strategies worked well.

3. Use this opportunity to emphasize the importance of teamwork and congratulate everyone.

4. Ask the participants the following questions:

· Were there items they couldn’t find?

· Were they familiar with all of the services and resources available in their community?

· What was the most interesting thing they learned about their community or an organization working in their community?

5. Introduce the word “asset” and write it on a flip chart paper. Explain that the word “asset” means a valuable or helpful resource. Individuals can have assets (e.g. skills) and communities can have assets (e.g. services, associations).

6. Explain that from the community scavenger hunt we can already see that as individuals, group and community members we all already have many assets that will help them succeed in life and with their business.

7. Explain that it is important to know what kinds of assets are available in the community so we can take advantage of them to run a successful business. 

8. Ask for volunteers to look at the list of items collected and identify an asset and help them explain how this asset can be useful. 

9. Ask participants: which assets are readily available in your community? Which assets are difficult to find? Discuss what participants can do if a particular asset is not available in their community (e.g. look for it in another community).

Community Scavenger Hunt Items

Find: 

___ A copy of the front page of the local newspaper 

___ A bank deposit envelope

___ The best price for fried fish in town

___ What restaurant is open latest on Saturday nights? 

___ How much is a coke at the local bar? 

___ The name and contact number of a cosmetics salesperson. 

___ The address of the Chamber of Commerce for your town or city.

___ Information brochure about your local hospital

___ Phone number of the local police department

___ Name and address of a local business association

___ Information brochure about family planning

___ Information brochures about an NGO program or service

___ Application from any microfinance institution or organization

Unit 2: You, Your Business, and The Community 
Lesson 3: My Community 

Activity 2: Business Interactions

90 MINUTES

Advance Preparations

> Obtain a ball of string.

Facilitation Steps
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1. Explain to participants: “We will now play a game that can remind us of what we observed on our community walk and scavenger hunt.”

2. Have participants sit in a circle. 

3. Show participants the ball of string. Explain that you will hold onto the end of the string and then throw the ball to someone in the group.

4. Explain that the person who catches the ball of string must name one business that he or she saw during the community walk or scavenger hunt. This person then takes hold of the part of the string that is closest to him or her and throws the ball across to someone else. Note: If you do not have a ball of string, obtain permission to draw on the floor with chalk or mark the floor by rolling a wet ball.

5. Explain that participants cannot pass the ball of string to a person beside them. Also, participants cannot repeat the same businesses.

6. Continue the activity until the ball of string has been completely unravelled or until everyone has named a business. The result is a web created between participants.

7. Take some time and have participants observe the web that they have created. Explain to the group that each participant represents a business and that all the businesses are connected to each other by the string.

8. Ask the group: “How do you think businesses are connected to each other within the community?”

9. Discuss and explore their answers. Use the following questions to draw out ideas:

> To whom do businesses sell?

> From whom do businesses buy?

> What happens to the businesses in a community if one business closes down?

> What happens if there are too many of the same type of business?

10. Explain that businesses are connected to each other in many ways. They often influence each other’s survival and success.

11. Ask the group: “Can you think of examples of when you have seen businesses helping each other?”

12. Discuss their answers.  Their answers may include:

> A market woman may help another market woman, if she is sick.  

> A market woman may refer a customer to  another market woman if she does  not have the good the customer wants. .

> Market women may come together to get a better price for the good that they 

want to buy or sell.

13. Ask the group: “Why do you think market women might help each other?”  

14. Discuss their answers.  Their answers may include:

> You give help so that you may receive help too.  

> The power of a group of market women may be stronger than one market woman alone.

> If you don’t help when asked, you might get a bad reputation.

15. Re-emphasize the point that good connections between businesses can often result in positive effects for each business.

16. Explain that aside from business connections that you may create through your everyday work, there are also organizations called ‘business associations’, which also aim to help businesses. Explain that in the next lesson, we will have a guest speaker from a local business association who will tell us more about what business associations do and how they help businesses. 

17. Return the discussion back to the scavenger hunt and ask participants: “Do you think that the business you want to start would fit into the community in which you would like to work?”

18. Discuss their answers. Ask them to give reasons for why they think their business ideas would or would not fit into their community. Their answers may include:

> There are already too many (or too few) businesses like the one that I want to start.

> I would offer a service that currently does not exist in my community.

> People can (or cannot) afford to use what I would offer.

> The material that I need is available in large quantities in my community.

19. Ask participants: “Since the success of a business is influenced by its community, is there anything you learned about your community during the scavenger hunt that could help you plan or run your business better?”

20. Ask participants: “What other businesses might help you in setting up and running your own business?” 

21. End the activity by reviewing the different ideas that participants contributed.

Provide coaching to those participants who feel they may need to change their business ideas.

Unit 2: You, Your Business, and The Community 
Lesson 3: My Community 

Activity 3: Guest Speaker from Business Association

90 MINUTES

Advance Preparations

> Ensure the guest speaker knows what time to arrive

> Set up the room so that the participants sit in a circle 

Facilitation Steps
1. Remind the group about the previous discussion on business connections and business associations.  Explain to participants that we have a special guest speaker from a local business association. 

2. Divide the group into small groups of four and ask them to spend 15 minutes coming up with four or more questions that they would like to ask the speaker.  Their questions may include:

> Where is the business association located?
> Can anyone become a member?
> How old do you have to be to become a member?
> Will my business be accepted for membership?

> What is the benefit to being a member?

> How can I find out about which business associations are in my community?
3. When the group is ready, invite the guest speaker to introduce herself and the business association which she represent.  Use the following questions to guide the presentation:

> What is the name of the business association?
> When was it formed?
> How many members are in the association?
> Is the association for men and women?
> What kinds of businesses do the members have?
> What is the mission of the association?
> What kinds of activities does the business association engage in?
> What are the main benefits of being a member of the association?
> Do members have to pay to join the association? If yes, how much does it cost?
> Who leads the association? Are they elected? 
> Is your association the only business association in Liberia?
> What is the difference between your association and other associations?
4. After presentation, ask participants if they have any questions. Allow the speaker enough time to respond and remember to explain terms that might be difficult or new for the group. Try to avoid repeating the same question twice.

5. After all the questions have been answered, thank the speaker for their time and ask the group: “How many of you think you might like to join a business association? What makes you want to join or not want to join?” 

Unit 2: You, Your Business, and The Community 
Lesson 3: My Community 

Activity 4: Being a Professional

180 MINUTES

Facilitation Steps
1. Explain to the group: “Now we will all do a  drama to learn about behaviour at work”

2. Divide the group in fours or fives and ask each group to come up with a “ten-minute drama” in which a girl’s bad behaviour results in her failing at her business.  Explain that each person in the group should play a role, whether large or small. 

3. Give the groups 30 minutes to create and practice their dramas. Go around and help each group.

4. Once they are finished, ask one of the groups to present their drama.  While this group is presenting, the other groups should watch the drama and note the mistakes the girl makes that might lead to her failing at her business. 

5. When the drama is finished, ask the other groups that were watching to name all of the mistakes they saw the girl making. Write the mistakes on a flip chart.  

6. Remember to praise the group on their drama production and identify parts that were particularly funny or interesting.  Pay attention to observations that might be felt as criticism by some girls and coach them so that they do not feel embarrassed. 

7. Ask the second group to present their drama.

8. Again, when the drama is finished ask the observers to list the mistakes that they saw the girl making and add them to your flip chart list.  

9. Continue until all the groups have finished.

10. Display the flipchart and ask all of the participants: “If you show these behaviours when you are running your own business, what do you think customers or other businesses will think?”

11. Get a new sheet of flipchart paper and ask: “What qualities do you think someone who is a good worker will have?” Write responses on the flip chart. Their responses may include:

> Dressing nicely
> Speaking politely
> Being respectful to your customers or other businesses
> Coming to work on time
> Completing work tasks on time
12. If the group gets stuck while they are thinking, remind them of the bad behaviour that they saw in the dramas and ask them to think of how that behaviour could be changed.  When possible, ask girls to demonstrate what they mean e.g. show everyone what speaking politely might look like. 

13. Once you have created a list of about ten good qualities, explain: “Sometimes it is not easy to keep good behaviour though.  Can anyone think of a time when they were in a difficult situation and it made it difficult to keep good behaviour?” Questions to guide them might include:

> Have you ever had a problem at home and it has made you distracted at work?
> Have you ever worked with someone who is very mean and doesn’t treat you with respect so it is difficult for you to show respect?
14. Explain: “There are many times when it is difficult to show good behaviour in your work, but it is important to always try and find a way around your problems so that you can always show a good face for your business.  This is called professional behaviour”.  

15. Explain: “To behave in a professional way means to not let personal problems interfere with how you show your face to people who you work with and to always keep good behaviour.”

16. Explain: “Now we will do some more drama to show how we might be professional even when we are in a difficult situation”

17. Ask the participants to divide back into the groups that they were in for the first dramas.  Explain that “each group will be given a common workplace problem and need to come up with a drama to show how they will behave professionally”

18. Provide each group one of the following problems:

(a) You are not feeling well, but have an important meeting with a business woman who wants to do business with you.  The business woman is very forceful and asks you lots of questions.  You are feeling sick so it is difficult for you to concentrate on what she is saying. 

(b) You are having a meeting with a respected elder in the community (a man). When you arrive at the meeting, you can see he is in a very bad mood and he is angry with all the people around him.  When he talks to you, he keeps shouting at you and asking you questions, but he does not give you time to answer. He thinks you are stupid because you do not answer.            

19. As before, ask each group to take turns to present their drama. After each presentation, ask the observers:

· What did you see the girl doing to keep professional behaviour?

· How did she react to the business man/ woman with whom she was meeting?

· What do you think she did really well?

· What else do you think she could have done? 

20. End the activity by reminding the group: “Good, professional behaviour can help you and your business to be successful, so remember to always try and stay calm and show your best face

21. If there is time left over, spend it doing a review game or literacy exercise.

UNIT 3:  Decision Making for Business and for Life
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Unit 3: Decision Making for Business and for Life 
Lesson 1: Decision Making Skills


Lesson 1 is an introduction to decision making.  In this lesson participants will have the opportunity to create a framework to use when making decisions.   An important component to making good decisions is being able to control one’s emotions. This lesson provides an overview on ways to control the consequences of one’s feelings.  At the end of this lesson participants will begin thinking about the characteristics and qualities they admire in role models (or EPAG Coachs) and seek to emulate.

Learning Objectives

At the end of this lesson, participants will 

· Be able to list some steps in making a decision.

· Be able to describe some of the important factors to consider in decision–making.

· Understand the important factors in making a decision.
· List the characteristics or qualities they most admire in others.

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Charts 
	Outcomes 

	Activity 1 
Steps in making a

Good decision

90 min 

	
	
	> Participants recognize 

the key factors to consider 
in  decision–making

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 
Managing

Our Emotions

90 min
	
	
	> Participants will develop strategies for managing certain emotions



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 3 
Just Between

Us

90 min 
	
	
	> Participants will have practiced making decisions



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Unit 3: Decision Making for Business and for Life*
 
Lesson 1: Decision Making Skills 

Activity 1: Steps in Making a Good Decision*
90 MINUTES

Advance Preparations

> Prepare the scenario cards before the session.

Facilitation Steps

1. Spend some time discussing the link between good decision–making and avoiding risky activity.  What steps might young people take if they have to decide something crucial?  What should they do first?  Should they seek advice?  From whom?  In trying to come up with a list of steps in making a good decision, it may be helpful to put ourselves in the position of someone about to make an important decision.  The idea behind this exercise is to imagine that we are about to make an important decision, to work through the process that we might use to come up with ideas towards making that decision, and finally, to list the steps that we might take in making that decision.
	Facilitator’s Note 
You may wish to emphasize that the actual decisions the groups reach are less important than understanding the process they might go through to make such a decision and the factors to be considered.


2. Divide the participants into four groups.  Give each group one card with one decision–making scenario on it.  Let each group discuss a possible decision based on the stories.  The discussion should be based on the following points.

· Identify the problem

· What should she then do?

· Does she have to seek advice?

· List possible solutions

· Weigh the pros and cons (advantages or disadvantages)

· What should the character decide?  Why?

· What are the factors that influence the character not to implement her decision? (For example, gender, tradition, norms, etc)

3. Have the groups fill out the questions on the decision making worksheet, as well as write out the steps they took to make the decision on the back.

4. Have each group present its ideas to the larger group. Discuss each situation in turn.
5. After all groups are finished, summarize the decision–making process and help consolidate all group ideas into one list of Steps in Making a Decision.
	Facilitator’s Note 
Some suggestions from past groups include the following:

Stop.  

Take some “time out.”

Define the problem.
Think about the situation.

List options.

Seek advice from others.

Listen to the advice given.

Pray.

Consider family values and personal values.

Consider cultural practices and religious beliefs.

Consider all of the options or alternatives available.

Imagine the consequences and possible outcomes of each option.

Consider the impact of actions on other people.

Weigh the pros and cons

Choose the best alternatives.

Make the decision.

Make a plan of action.  (e.g. act on the decision.)

Accept responsibility for your actions.

It is very useful to emphasize the final point on this list—accepting responsibility for your actions. Young people should learn early that each of their actions comes with a consequence; and that after being given the opportunity to make a decision and choose, they must accept responsibility for the choices they make. This is the very essence of what it means to be an adult.
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6. Read the final decision making scenario at loud to the entire group.  Using the list of Steps in Making a Good Decision, walk participants through the decision making process.

7. Make sure to make a list of pros and cons.  Explain to participants about possible long term pros and cons as well as short term.  Remind the participants of the activity they did in the beginning about values.  Explain that their values and priorities are important in weighing the pros and cons of each possible decision.

8. Ask participants to think about all of the decisions past and present which are affecting their lives. Ask for a volunteer to share with the group a decision that was made for her in the past and how it has affected her life.

9. Ask another volunteer to share with the group a decision she has made for herself recently and how it is affecting her life.

10. Finally ask a volunteer to share with the group a decision she is thinking of making in the future and how she thinks it will affect her life.

11. Emphasize to the group how important it is to make good decisions as they will affect how the rest of their life turns out.

Decision Making Worksheet 1

You are a 20-year-old girl who lives in Monrovia.  Your parents died a few years ago and you are taking care of your three younger sisters.  You don’t have money to buy much food but you have an older male friend who buys you food and gives you gifts.  One day, this person asks you to meet him at a bar.  What should you do?

What is the problem?

What are some possible solutions? What are the pros and cons of each?

What is the outcome you want to achieve?

Place a star (*) beside the selected solution that achieves the desired outcome.

Decision Making Worksheet 2

Your friends are treating someone in your training class very badly, making fun of hair and making her feel bad about herself.  You used to be friends with the person that is being bullied.  You want to stand up to bullies but you know that they will probably start being mean to you too. What should you do?

What is the problem?

What are some possible solutions? What are the pros and cons of each?

What is the outcome you want to achieve?

Place a star (*) beside the selected solution that achieves the desired outcome.

Decision Making Worksheet 3
You have a job that you have been working very hard at because you are saving up to buy a bicycle to help with your business.  Your best friend comes to you and asks if you can give her some money to buy a radio. You want to help your friend but if you give her the money you will not have enough savings to buy a bicycle.  What should you do?

What is the problem?

What are some possible solutions? What are the pros and cons of each?

What is the outcome you want to achieve?

Place a star (*) beside the selected solution that achieves the desired outcome.

Decision Making Worksheet 4

You are a married young woman who has a one-year-old child.  Your husband works outside Monrovia and comes home every two weeks.  Recently, you have heard that your husband has another woman.  What would you do?

What is the problem?

What are some possible solutions? What are the pros and cons of each?

What is the outcome you want to achieve?

Place a star (*) beside the selected solution that achieves the desired outcome.

Decision Making Worksheet 5

You have just returned to school at a vocational training center and have been out of the study habit for 5 years.  You are finding it very difficult to get back into the habit of studying.  Your time is further stretched by responsibilities of being a wife and mother of two pre-school aged children. What should you do?

What is the problem?

What are some possible solutions? What are the pros and cons of each?

What is the outcome you want to achieve?

Unit 3: Decision Making for Business and for Life( 
Lesson 1: Decision Making Skills 
Activity 2: Managing Our Emotions*
90 MINUTES

Facilitation Steps


1. Introduce the idea of emotions with a quick exercise, “Oh! Kla!” Invite the participants to stand in a circle.  Remind the group that there are many ways that we can communicate—even with our bodies and our tone of voice.  
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Explain that this activity will illustrate how different uses of our voices and bodies can communicate many different things to people.
3. Show how you can say the phrase “Oh! Kla!” with many different emotions—with anger, with joy, with fear, with laughter.  Going around the circle, each participant will say the phrase “Oh! Kla!” using different body language, tones of voice, and facial expressions to communicate different emotions. This exercise can be very lively.  Have fun with it!
4. After everyone has participated once or twice, list on the flip chart paper the different emotions that were expressed in the exercise. Some of the emotions mentioned might be as follows:

sadness 
anger 


fear 

grief


anxiety 
joy 


love 

passion


pain 

confusion 

depression
rage


jealousy 
annoyance 

misery 

regret


guilt 

disappointment 
happiness
laughter

5. Spend a few moments discussing how some of the emotions listed might translate into bad decision making.  Some of these emotions, such as joy or happiness, may be better to express openly than others.  Which emotions does this culture teach us to control or manage?  Place a check next to those emotions that are considered culturally inappropriate to show as adults.  How can learning to manage emotions help to reduce making bad decisions?
6. It is not easy to learn to “manage” extremely strong emotions such as anger, passion, sexual feelings, or jealousy, but it is very important that we develop strategies to do so.  Many of us already have strategies that we use to manage our emotions.  If you are feeling very angry and want to hit someone, what do you do to control this feeling?  If you are feeling jealous and want to yell at someone, what can you do?
7. We will now take a few moments to share techniques for managing our emotions. Divide up the participants into groups of four or five. Make sure that each group  has a mix of members with high and low literacy skills. Ask each group to choose one of the emotions that participants had said needs to be managed. Make sure each group chooses a different emotion.
8. Ask the groups to share strategies they use to manage those emotions. Ask groups to write down these strategies on a flip chart paper. An example could be: 

How Do I Manage My Anger?

• Count to 10.

• Walk away and come back to the situation later.

• Stop and think about why I am really angry.

• Think about the situation from the perspective of the other person.

• Pray.

• Think of a funny story.

• Try to communicate and resolve the situation peacefully.

Encourage group members to share stories with each other. 

9. After the groups are finished, ask for a volunteer from each group to present. After each presentation, ask participants what they thought about those strategies. Do they think they could try them? Would it work for them? 
10. At the end of the session, ask participants to stand and state the emotion that they are most committed to learning to control, along with two to three strategies that they will attempt to use to control those feelings.
Unit 3: Decision Making for Business and for Life 
Lesson 2: Who Will Buy and Who Can Help


Lesson 2 introduces the concepts of demand and competition. During a second walk in the local market, participants observe the demand and competition for their business ideas. They also talk to some business owners. 

Learning Objectives

At the end of this lesson, participants will 

· Be able to determine whether there is demand and competition for their products or services.

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Charts 
	Outcomes 

	Activity 1 
Demand and 

Competition 

60 min 

	> Read story about 

Momolu in advance. 
	
	> Participants are able to define and understand the concepts

"demand" and "competition."

> Participants start thinking about

whether there is demand for their

businesses. 

> Participants start thinking about how their businesses can be competitive. 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 
Demand and 

Competition 

Walk 

120 min 
 
	> Determine the route. 

> Identify business 

owners  

> Create a flip chart 

version of Chart #6

Market Survey. 

> Photocopy Chart #6 for all participants. 
	Chart #6 


	> Participants observe demand and 

competition in the local market. 

	
	
	
	

	
	
	
	

	Activity 3  Learning from Observations 60 min 


	
	
	> Participants determine whether or not there is a demand for their products or services. 

> Participants determine whether or not there is too much competition for their business ideas. 

	Activity 4

Review Game

60 min
	> Make a list of key concepts learned so far

> Choose review game from the Facilitator’s Guide
	
	> Participants review key concepts learned so far.


Unit 3: Decision Making for Business and for Life 
Lesson 2: Who Will Buy and Who Can Help 

Activity 1: Demand and Competition

60 MINUTES

Facilitator Steps
1. Explain to participants: “We have talked about what skills you would need to run your business. We have also discussed whether you would enjoy running your chosen business. But we all know that a business cannot succeed without enough customers. Let’s read a story about Momolu that talks about this.”

2. Use the visual aids on pages 6-9 of the Visual Aids Book to tell the story “Momolu’s Experience with Demand and Competition”. Read the story out loud while participants follow along. This story talks about Momolu’s efforts to start a car washing business and how he encounters other car washers competing for the same customers.

3. Discuss with participants what they learned from Momolu’s story. Some suggested questions include:

> Why did he not make money when he was singing in the market?

> What happened when he tried to run his business where many others were doing the same thing?

> Why did Momolu succeed in the end? Discuss with participants how Momolu did something different with his business which led to success and that this is called differentiation. Allow them to discuss ideas for making their business different.

4. Help participants to understand that:

> Momolu could make money only when customers saw the need for his service.

> He became aware of other people offering the same service.

> He had to think of a way to offer his service so that it would attract customers and keep their interest.

5. Explain that when people want or need a product or service, there is a demand for the product or service. Write the word “demand” on flip chart paper.

6. Explain that when other people are offering the same services or products to the same customers, these people are your competition. Write the word “competition” on flip chart paper.

7. As a group, ask participants what else Momolu could do to increase sales and perform better than the competition. Write their ideas on flip chart paper. Some possibilities include:

> Offer good prices.

> Be friendly.

> Choose a good location.

> Create an effective business name and sign.

> Have regular hours.
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Ask participants: “What are some examples of demand or competition that you can remember from the visit to the local market?”

9. Conclude the activity by reviewing the different ideas that participants contributed.

Momolu’s Experience with Demand and Competition

[image: image73.emf]Momolu and Bendu sat under the bridge talking.“You found something that you like to do, and you make money at it,” Momolu said to Bendu. “But what can I do? The only skill I have is weaving rugs, and I hate it!” 

Bendu looked at Momolu and suddenly had an idea. “You are always coming up with songs for every situation. Why don’t you try singing in the market?” Momolu became excited. “Yes! And people will stop to hear my songs and give  me lots of money.” Bendu smiled and shook her head. “Why don’t you try it out first and see what happens.” The next morning, Momolu stood at a corner near the bus stop, cleared his throat, practiced a few notes, and started singing…

Listen to my story, but don’t feel sorry. I laugh, I smile.

Everyone knows, I have been here for a while.
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I have been down every road, every alley.

Singing my songs!
Momolu’s Experience with Demand and Competition cont’d

He sang and sang, but nobody stopped. People were too busy trying to catch the bus.

Some people stared at him and shook their heads as they walked past. Momudu felt tired and sad. It seemed as if nobody had time for his song. He would never make any money this way.

[image: image75.emf]
Then he saw some boys washing cars. He became excited again. “I could do that!” he decided. So Momolu borrowed a bucket and some rags. He was in business! He went back to the bus stop and offered to clean a car. But before the driver could say anything, another kid jumped in and yelled, “Hey, that’s my customer! If I see you around here again…” The boy’s look told Momolu to get out of there...fast!

Then Momolu tried the local shopping area. But for every stopped car, many kids would run up, each offering to wash it cheaper than the other. Momolu thought to himself, “What can I do that would make the customers choose me instead of the others? He went around the corner and sat down on the side of the road. Just then, a car stopped and the driver looked at him. Quick as lightning, Momolu leaped to his feet, looked the driver in the eye, and started singing…
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I make your car so clean

and bright.

It sparkles in the nice sunlight!

“Hey, you’re good!” The driver

smiled. Momolu cleaned the

windshield, and the driver paid

him happily. That was how it

began. Soon Momolu became

known to many drivers around

town. They came to him to get

their cars washed and to listen to

his songs.

Unit 3: Decision Making for Business and for Life 
Lesson 2: Who Will Buy and Who Can Help 

Activity 2: Demand and Competition Walk

120 MINUTES

Advance Preparations

> Determine the route you are going to take on your walk.

> Identify business owners who agree to discuss with participants the weekly tasks they must do in running their businesses.

> There is always the possibility that a business owner may suddenly be unavailable.

Therefore, make plans to meet with two or three. It may be helpful if one of the business owners is a young woman to whom the girls can relate.

> Plan the walk for a time when the business owners are not very busy.

> Create a flip chart version of Chart #6 Market Survey.

> Photocopy Chart #6 Market Survey for all participants.

Facilitation Steps

1. [image: image77.emf]Explain to participants: “Since we learned so much from our last visit to the market, today we are going back. This time, we are going to observe demand and competition. We will also talk with some business owners.”

2. Divide the participants into two groups. Make sure that there is one trainer for each group
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Hand out Chart #6 Market Survey. Display the flip chart version of this chart so that all participants can see it clearly. Ask everyone to write their business ideas in the space provided.

4. As a group, review the chart. Explain that the first four questions should be answered during the walk. The last two questions should be answered when they return. Read the instructions on the chart and the first four questions. Ensure that everyone understands. 
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Explain that if participants cannot find their products or services in the market, they should collect their data by observing similar products or services.

6. Explain that they will be stopping to talk with some business owners who have agreed to answer any questions they may have about operating a business.

7. Ask participants: “What questions could you ask the vendors about business?” Write their questions on flip chart paper. Some possibilities include:

> How do you get people to buy from you?

> What is difficult about dealing with the competition of similar businesses?

> How do you differentiate yourself from other similar businesses (how do you do things differently to make your business stand out)?

> Why do people want to buy your product or service?

> How do you determine the price of your product or service for?

> Why did you choose this location?

8. During the walk, the trainer with each group should:

> be familiar with the route and the times to meet the business owners

> prompt participants to guide them in answering the questions on the chart

> assist girls who have limited writing skills

> ensure that all participants are present at the business owner interviews

> encourage participants to ask questions freely

9. Once you have finished the route, return to the training location.

10. [image: image80.jpg]


Review the activity by asking participants:

> Did you enjoy the walk?

> Did you enjoy speaking with the business owners?

> What did you learn from them?

> How can this information help you make better decisions about your business?

Chart #6

Market Survey

In the right column next to questions 1 and 2, make a mark every time you see someone buying or selling the same product or service as in your business idea.

For questions 3 and 4, write the location and price.
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	My business idea: 
	
	

	1. How many people were selling it? 
	
	

	2. How many clients did you observe? 
	
	

	3. What time of day were people buying? 
	
	

	4. Where did people buy from? 
	
	

	5. At what price? 
	
	

	Answer the next two questions after the walk. 
	YES 
	NO 

	6. Is there a demand for my product/ service? 
	
	

	7. What can I do to differentiate myself from the competition? 
	
	


Unit 3: Decision Making for Business and for Life 
Lesson 2: Who Will Buy and Who Can Help 

Activity 3: Learning from Observations

60 MINUTES

Facilitation Steps
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1. Explain to participants: “Now that you have collected valuable observations from the market walk, let’s take some time to review them together.”
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2. Again, ask participants to look at Chart #6 Market Survey. Have them recall everything that they saw on the walk.

3. Ask participants: “How many people were selling your product or service?”

4.  Using their answers, ask participants individually whether or not they feel that there is a lot of competition for their business ideas. Discuss as a group.

5. Ask participants: “How many people were buying your product or service?” 

6. Using their answers, ask participants individually whether or not they feel that there is a demand for their business ideas. Discuss as a group. 

7. Ask participants: “Where were the businesses located?”

8. Using their answers, discuss as a group how this information is helpful for developing ways to perform better than the competition.

9. Ask participants: “At what prices were your products and services being sold?”

10. From the answers given, discuss as a group how they could offer better prices or quality than the competition’s to ensure that they get more customers. 

11. Ask participants to think about some additional ways to increase sales and to be competitive. Answers could include the following:

 > Be friendly

> Create an effective business name and sign

> Have regular hours 

12. Ask a group, read the last two questions on Chart #6 Market survey.
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13. Ask participants individually to think about what they learned from the discussion about the market walk. Remind participants that one of the key factors in making good decisions is gathering information.

14. Now have participants answer the last two questions on the chart. Explain that they should place check marks in the appropriate YES or NO columns. Point out the columns to participants.

15. Help participants as they are completing the last two questions: 

> If there is no demand for their products or services, have participants think of other ways to increase their sales

> If participants feel that they cannot perform better than the competition, work with them in order to ensure that they have considered all possibilities. 

> If a participant’s idea does not appear to be feasible, coach that participant in completing the charts for their second business idea instead.
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Complete the activity by asking participants to share with the group what they discovered about the demand and competition for their business ideas. Encourage them to also share any ideas for increasing demand and working with the competition.

Unit 3: Decision Making for Business and for Life 
Lesson 2: Who Will Buy and Who Can Help 

Activity 4: Review Game

60 MINUTES

Advance Preparations

> Make notes of the key concepts from the previous lessons, paying particular attention to the concepts participants struggled with. 

> Look through the review games suggested in the Facilitator’s Guide and choose one to facilitate. 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing an EPAG Coaching Relationship (EPAG Coaches)
Lesson 3 introduces the concept of EPAG Coaches.  Participants will learn about what EPAG Coaching is and how it can help them achieve.   In this lesson participants will have the opportunity to meet their EPAG Coaches and review the EPAG Coaching agreement.

Learning Objectives

At the end of this lesson, participants will

· Understand the EPAG  Coaching program

· Understand the concepts “EPAG Coach” and “mentee

· Get to know their EPAG Coaches
LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Role Models

60 min 

	 
	
	> Participants are able to list the characteristics or qualities they most admire in others.

> Participants identify the qualities they wish to develop in themselves

	Activity 2 
Using 

 EPAG Coaches 

30 min 

	> If possible, obtain 

one blindfold for each 

pair of participants. 

> Determine what 

objects you will use for obstacles. 
	
	> Participants learn and understand 

the importance of a good business 

 EPAG Coach. 

	Activity 3
What is “ EPAG Coaching”?

30 min 

	
	
	> Participants are able to define and understand the concepts

“ EPAG Coach” and “mentee”

> Participants start thinking about

who can be a good  EPAG Coach

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 4
What Does an EPAG Coach Do—and Why?  

60 min 

	
	 EPAG Coaching FAQ 
	> Participants discuss things a  EPAG Coach should be or do

> Participants have an understanding of the goal of  EPAG Coaching and how it can help them achieve 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 5

Meet and Greet  EPAG Coaches

120 min
	> Contact  EPAG Coaches and invite them 
	
	> Participants and EPAG Coaches have an opportunity to introduce themselves. 

> Participants are introduced to 

EPAG Coaching program

> Participants have an opportunity to get to know their  EPAG Coach

	Activity 6  EPAG Coaching Agreement

60 min 


	
	 EPAG Coaching Agreement


	> EPAG Coaches and mentees review the EPAG Coaching agreement together.

	Activity 7

Review Game

60 min
	> Prepare Review Game
	
	> Participants review key concepts and words learned so far.


Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing a EPAG Coaching Relationship (EPAG Coaches)

Activity 1: Role Models

60 MINUTES

Facilitation Steps

1. Suggest to participants that we all have people we look up to, people who inspire us, people we want to be like.  
2. Write the term “Woman I Admire” on the flip chart or board.  Ask the participants to brainstorm the meaning of the term.  After listing their suggestions, discuss the ideas and arrive at something like this for a definition: “Someone whose example you follow in your life” or, “Someone you admire and wish to be like.”
3. Ask participants to think about the person that they most admire in the world.  Who is their role model?  Who would they most want to be like?  It can be a famous person or someone that they know personally.  It can be from anywhere in the world, or at any time in history.
4. Give the participants a few moments to think quietly about the person they will choose.  Then tell each participant to turn to a partner.  One person should share the life story about the person he or she most admires.  After about five minutes, direct the pair to change roles so that both people get a chance to tell their stories.
5. Next, ask each pair to choose one of their two stories to share with others.  Each pair will then join with another pair for a total of four people.  Two stories will be told—one from each pair.
6. After the two stories are told, each group of four will again pick the one story that they most want to share with the others.  They will then join with another set of four—each set of four telling one story.  Continue in this way, adding two groups together, until you are finally left with two or three groups only (this will depend on the number of participants).
7. Finally, have one representative of each of the remaining groups stand up and tell the large group the story of their choice for a role model.  Two or three stories will be told—one from each of these larger groups.
8. Write on a blank sheet of flip chart paper to process this exercise.
9. Ask the participants to reflect on all of the stories told.  What qualities do these role models share?  What do they have in common?  What makes us admire these people?  How are they alike?  Write each response on the flip chart.  Ideas might include:
• Honest

• Reliable or dependable

• Started with nothing but became successful

• Support many people in the family or community

• Active in the church and community

• Pays attention to the needs of others

10. Discuss with the group the importance of role models such as the people they admire.
11. Are you working hard to develop these same qualities in yourselves?  Can watching these role models help you to the right path and help you to avoid situations that might compromise your own goals?  Suggest that this is the time in life to start developing those qualities to become strong, healthy, happy adults.
12. Invite all participants to state one thing that they will do to become more like the person they admire.
Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing a EPAG Coaching Relationship (EPAG Coaches)

Activity 2: Using EPAG Coaches

30 MINUTES
Advance Preparations

> If possible, obtain pieces of cloth to serve as blindfolds for participants.

> Determine what objects you will use for obstacles

Facilitation Steps
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Part A—Participants Play a Game

1. Invite participants to play a game.

2. Explain that participants will work in pairs. One person in each pair will be the guide. The other will be blindfolded.

3. Explain how the game works, as follows. The blindfolded participants will be asked to walk across the room through a set of obstacles. Their only help will be their guides. By walking ahead, their partners will try to guide them safely across the room by giving them instructions.. Blindfolded participants should listen carefully and walk toward their individual partners’ voice.

4. Have everyone choose partners. Ask each pair to decide who will be blindfolded and who will be the guide. 

5. Explain that if blindfolded participants bump into obstacles, they must go back three steps. The guides cannot stand closer than three steps in front of their partners. 

6. Demonstrate the game to participants using a volunteer from the group as the blindfolded person and you as the guide. 

7. Then have all pairs go to one side of the room. Ask participants to put on their blindfolds, making sure that they cannot see.

8. Set up obstacles using available objects (e.g., chairs, T-shirts on the floor, shoes, branches from Bendus, etc.). Be sure that the obstacles are not too challenging or unsafe.

9. Then ask the guides to begin guiding their partners across the room using verbal instructions only.

10. If blindfolded participants become confused, remind them to stop, listen for their partners’ instructions, and only move in that direction.
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Once everyone is on the other side, ask each pair to switch roles and repeat the game.

12.  After the game is finished, ask participants: 

> How did it feel to be blindfolded?
> What did you do to try to get to the other side?
Part B—Participants Discuss EPAG Coaches
1. Explain to participants that sometimes, when trying to run a business, they might feel “blind,” just as they were in the game. They might have many questions and not be sure what to do next. They might try to find guidance or support as they encounter the different challenges and obstacles in running a business, just as they did from their guides.

2. [image: image90.emf] 

Remind the girls of the different vendors that they spoke with during the walk. Ask participants:

> Did you find the interview with the vendor helpful?

> What did they do or say that was helpful?

> What did you gain from speaking with them?

> Do you think someone like this could help you in business?

3. Using their answers, help participants to understand that it is important to find someone who can offer guidance and support when they are running their own businesses.
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4. Explain to participants that a business person who can provide guidance and support is called an EPAG Coach. Write the word “EPAG Coach” on flip chart paper. Explain that an EPAG Coach is a person chosen by the girls to provide guidance and support as they start their own business.

Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing an EPAG Coaching Relationship (EPAG Coaches)
Activity 3: What is“EPAG Coaching”

30 MINUTES

Facilitator Steps
1. Ask everyone to sit quietly for a few moments and think about what they learned in the last session about Using EPAG Coaches.

2. Ask all participants to talk about one thing they learned from the session.

3. Explain that participants will be divided into small groups and that these groups will be paired with a business  EPAG Coach that the groups and individual girls can turn to in the coming months with questions about starting and running a business.
4. Divide the participants into small groups and have them discuss questions below.  Explain that the answers to these questions may be different for each individual.  Ask one person per group to report back on the group’s answers.  Allow each group 15 minutes to discuss the following questions:
· How do you define EPAG Coaching?

· How do you define “EPAG Coach”?

· Who can be a “EPAG Coach”?

5. Invite the groups to share back its answers with the larger group.
6. Explain:  For some people, a EPAG Coach is someone in a position of power who teaches others how to excel in school, a job, or career.  To others, a EPAG Coach is someone who provides advice and acts as a role model.  Another group may think that a  EPAG Coach is someone who helps people solve their problems.  In reality, a  EPAG Coach can be some or all of those things.  A  EPAG Coach may be a village elder, a businesswoman, a religious leader, a friend or family member, or a schoolteacher.  A  EPAG Coach may be employed or unemployed, literate or unschooled.  Of course it would be difficult for someone who has not studied mathematics to EPAG Coach someone in physics, but not all EPAG Coaching skills are the same.  For example, a girl can have several EPAG Coaches, each with different experiences or skills.  A teacher may EPAG Coach the girls in her school work, and the girl’s aunt may be her role model for leadership.
7. Share the following EPAG Coaching ideas with the participants.  Encourage participants to discuss the following points:
·  EPAG Coaching is a process in which one person guides, advises, supports, and/or acts as a role model for someone else.

· A  EPAG Coaching relationship sometimes has characteristics found in a professional relationship (such as that between a teacher and student, or a supervisor and her assistant), but it can also contain elements of a friendship.

· Usually, an EPAG Coach is older and more experienced than the mentee.  However, the EPAG Coach, too, often learns from the mentee.  Peer  EPAG Coaches who are close in age to their mentees can also provide valuable guidance and encouragement.

· A mentee and EPAG Coach have respect for each other and usually agree on certain guidelines for their relationship.  Their relationship can last anywhere from a few months to several years.

Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing a EPAG Coaching Relationship (EPAG Coaches)

Activity 4: What Does an EPAG Coach Do & Why?  

60 MINUTES

Facilitation Steps:

1. Ask the group to think about what an EPAG Coach does.  Individually, in partners, or as a large group, ask participants to take five minutes to brainstorm and write a list of things they think an EPAG Coach should be or do.  (They may write answers on flipchart paper or the chalkboard, or write individual lists.)

2. Call on participants to share items from their list and to explain their answers.

3. Make a list of the EPAG Coaching tasks on the chalkboard or flipchart paper.  During the discussion, refer to the following list of roles, characteristics and qualities commonly associated with  EPAG Coaches:

· Act as role models

· Help girls cope with changes at work, at home, or with their personal or physical development

· Serve as liaisons between mentees, trainers, parent, or caregivers

· Assist girls in dealing with problems (academic, with friends, with family, etc.)

· Promote girls’ confidence and self-esteem

· Provide resources for girls

· Provide advice in making decisions

· Organize activities for girls, such as career day or HIV/AIDS discussions

· Expose girls to new ideas, places, or people

· Advocate for girls’ education and girls’ rights; encourage the girls, their parents, and community members to promote girls’ education

4. What is the goal of EPAG Coaching?  Ask participants why EPAG Coaches do those things.  Possible answers may include items from the list above, as well as the following:

· Provide girls with information and guidance that allows them to make good decisions

· Enable and empower them to accomplish their goals and dreams

· Foster friendships between girls and women

5. Distribute the EPAG Coaching FAQs handout.  Read through each point and allow time for participants to ask question or for clarification

Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing an EPAG Coaching Relationship (EPAG Coaches)

Activity 5: Meet and Greet EPAG Coaches

60 MINUTES

Facilitation Steps:

1. Welcome the participants and EPAG Coaches to the training and invite everyone to sit or stand in a circle. 

2. Arrange the participants in a circle.  Each participant should say his/her name and an adjective that describes him/her.  The adjective should begin with the same letter as the person’s first name.  For example, the first person may introduce herself as “Energetic Ester!” or Fantastic Fatima!”  The next person has to repeat the first person’s name and adjective and add her name.  Every participant repeats the name of the people before her, then adds her name.  (To take the pressure off the person who has to repeat the names, have the entire group repeat the names together.)  

3. Explain that today participants will have the opportunity to get into their mentee groups and to meet their EPAG Coach.  

4. Distribute the EPAG Coaching Program handout.  Read through the Aim, Objectives, Roles & Responsibilities and Benefits.  Allow participants and EPAG Coaches time to ask questions.

5. Divide into the mentee groups with their EPAG Coach.  Have everyone in the group sit in a circle. Each person prepares three statements, two of which are true and one of which is a dream or something they wish to be true. (For example, someone that has never been to Chicken Soup Factory might say: “I have visited Chicken Soup Factory when I was young.”) Each person should introduce themselves and then in any order, the person shares the three statements to the entire group. The object of the game is to figure out which statement is not true. The rest of the group votes on each statement, and the person reveals which one was just a dream. There should be a lot of laughing during this game!

6. When everyone is finished, explain that mentee groups and EPAG Coaches will have plenty of time to continue getting to know each other in the months and meetings to come.

Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing an EPAG Coaching Relationship (EPAG Coaches)

Activity 6: EPAG Coaching Agreement

60 MINUTES

Facilitation Steps:

1. Keep the mentee groups together with their EPAG Coaches. Distribute the EPAG Coaching Agreement to everyone. 

2. Read through the EPAG Coaching Agreement out loud to the entire group.  Ask if there are any questions. 

3. Ask the mentee groups and the  EPAG Coaches to discuss in their groups the answers to the following questions:

· What is the purpose of an EPAG Coach?

· What are some responsibilities of an EPAG Coach?

· What are some responsibilities of a mentee?

· How many trainees will there be to one EPAG Coach?

· How often will the meet with the mentees?

· What should the EPAG Coach or trainee do if she cannot keep a EPAG Coaching appointment?

· How long will the EPAG Coaching part of the training program last?

4. After all the groups are finished, go over the questions and answers with the whole group asking for volunteers to share their discussions. 

5. Ask if there are any further questions. If not, ask everyone to sign their copy of the  EPAG Coaching Agreement.

6. Congratulate everyone on establishing their EPAG Coach relationship! Ask the mentee groups to spend a few minutes discussing with their EPAG Coach to set the exact date, time and location of their next meeting.

7. Collect this information from all the mentee groups and EPAG Coaches.

Unit 3: Decision Making for Business and for Life 
Lesson 3: Establishing an EPAG Coaching Relationship (EPAG Coaches)

Activity 7: Review Game

60 MINUTES

Review Game

Advance Preparations

> Make notes of the key concepts from the previous lessons, paying particular attention to the concepts participants struggled with. 

> Look through the review games suggested in the Facilitator’s Guide and choose one to facilitate. 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
UNIT 4:  Understanding Yourself & Your Customers
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Unit 4 Understanding Yourself and Your Customers 
Lesson 1 My Identity II


Lesson 1 is an introduction to the topic of gender. It helps clarify the meaning of the term “gender roles” and also begins to discuss issues of gender in the community and culture.  This lesson will help the group dig deeper into the issues of gender roles currently at work in their culture. 

Learning Objectives

At the end of this lesson, participants will

· Be able to define the term “gender roles.”

· Understand difference between “sex” and “gender roles.”

· List some of the gender roles expected of men and women in this community.

· Describe some of the gender roles at work in their community.

· Describe some of the consequences of these gender roles, especially in terms of the decision–making power of women and girls.

· Assess the current level of balance in their personal life, family life, community life and work

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
What are Gender Roles

90 min 

	> Put tape on the back of each card.

> Clear a space along the wall for the exercise. 

> Form any chairs in a semi–circle

around the blank wall. 
	
	> Participants are able to define and understand the concepts

"gender" and "sex."

> Participants start thinking about

the current gender roles expected of men and women in their community

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	 Activity 2  Gender Picture Codes and Role Plays  

90 min 


	.
	
	> Participants are able to describe some of the consequences of these gender roles, especially in terms of the decision–making power of women and girls

	Activity 3 
Balancing Responsibilities 

90 min 

	
	
	> Participants will begin to develop skills to make ongoing life balance decisions that will reflect personal goals, lifestyle goals and career goals.

 

	Activity 4

Parenting

90 min
	
	
	> Participants learn about the importance of good parenting

	
	
	
	

	
	> Make copies of role plays
	
	

	
	
	
	

	
	
	
	


Unit 4: Understanding Yourself and Your Customers( Lesson 1: My Identity II 

Activity 1: What are Gender Roles*
90 MINUTES

Suggested Descriptive Words for Gender Cards

leadership 

decision–making
pregnancy
 serving others

education 

authority 

money 
 fetching water

building a house 
power 

work 

 chopping firewood

intelligence 

cooking 

lawyer

 raising children

family decisions 
love 


violence 
 powerless 

weak 


sports 

beauty 
 driving a vehicle

stealing 

active in church 
doctor 
 sweeping

asks for sex 

strength 

nurse 

 caring for the sick.
	Facilitator’s Note 
It is important that you only use descriptive words that make sense in your local community.  Be sure to adapt the above list to local language and culture.


Facilitator Steps

1. The way you approach this exercise will vary depending on participants. Some will be quite aware of the difference between “gender roles” and “sex.”  Others will not understand the word “gender” at all. In many communities, the word “gender” is thrown around whenever the idea of female empowerment is discussed, but many do not understand the concept.  Sometimes it is helpful to begin by explaining that you are about to do an exercise to discuss the idea of the term “gender roles” and how someone’s gender roles are different from his or her sex. Ask one of the participants to tell you her “sex.” “Female” should be the answer. Now see if the person can tell you some of her gender roles. Spend only a moment or two on this and then move into the exercise.
2. Tape the cards “Female” and “Male” to the blank wall, about three feet apart.
3. Explain to the group that you are going to hand out one card for each participant.  They should not look at their cards, but keep them face down or pressed against them.  One by one, the participants should read their card and immediately put the card on the wall under “Female” or “Male” or somewhere in between. Help with reading and explaining the word if necessary but do not influence the placement of the card.  
	Facilitator’s Note 
Nyumah is a very important concern in this exercise.  You want to get the person’s first reaction—before they have a chance to think about what you might want them to say.  They should react with their natural feelings, and they should do it fast!


4. When all the cards have been placed and the participants have returned to their seats, ask the group to take a look at where the cards have been placed. It may look something like this:
Female 





Male

housework 

marriage 


strength

pregnancy 

sexual intercourse 

makes decisions

raising children 
religion 


education

serving guests 




leadership

	Facilitator’s Note 
Depending on the group, you will have very different responses here.

In some communities, you might find that very traditional roles are assigned to each, and that no one thinks to put any of the ideas in the middle. Other groups may have been exposed to these ideas before and will have a more balanced idea with many in the middle. Some groups will want to “outsmart” you and put traditional female roles under the male category. You should really be prepared to “think on your feet” during this exercise. Where the words are placed will tell you a great deal about your participants’ thinking on gender issues. This will help you to see how to approach the gender discussion that follows.


5. Ask the participants if everyone agrees on the placement of the cards. Allow the exercise to spark debate among the participants regarding how the culture views certain activities in terms of gender. You may wish to move card–by–card through the exercise, asking the opinions of all participants and possibly moving a card if the entire group agrees to do so.

6. The discussion about gender can take a great deal of time and be very controversial if people are willing to open up and share how they feel about their culture’s approach to gender.  Allow the discussion to be as free as possible—guiding it only to keep people from becoming disrespectful or violating any of the group’s ground rules.

7. When the discussion has reached an appropriate stage, take all of the cards (except “Female” and “Male”) off of the wall. Tell the group that they are going to do the same exercise again, but this time they should place the card under the type of person who is physically able or biologically capable of whatever is written on the card.  Make sure that the participants understand that you are now talking about natural, physical capabilities.  Is a man, a woman, or both able to do, or be, what is written on the card?

8. Hand out one card to each person and again say, “Go!”  The group should tape the cards to the wall again.  This time, they may look something like this:



Female 


Male



pregnancy 
marriage 
strength





education





leadership

9. Again, process the placement of the cards.  What is the difference from the first time?  Do any cards still need to be moved?

10. Based on the exercise, ask the participants to process the ideas of “sex” and “gender roles.”  What is the difference between these two ideas?  Ask one girl what her “sex” is.  She should say “female” to which you could reply, “Right!  Your sex is whether you are a male or a female.  It is the biological, physical fact of being born a boy or a girl.”  Write the definition of “sex” on the board or flip chart.

11. Now, ask the participants what “gender roles” mean.  If no one can tell you, refer to the first exercise and where the people placed the roles. What made the people place certain roles under “Male” and other roles under “Female?” 

12. Assist the participants in making a definition of “gender”—something like “the roles of a person based on their sex” or “what society or a culture expects from you based on whether you are male or female.”  You want them to realize that gender is determined by culture—it is how the community wants you to behave and think based on whether you are a man or a woman. For example, a girl from one country and a girl from another country have the same sex, but their gender roles are probably different because they were raised in different cultures.

13. Discuss briefly how gender impacts our life skills.  Do girls communicate differently than boys in Liberia?  Are girls able to make decisions as much as boys?  How are relationships different for boys and girls? Consequences? Until the next time that the group meets, participants should think about these issues and their possible effects on life skills.

14. Careful attention to the discussion will give you some idea about the understanding of the differences between “sex” and “gender roles.” Changes in attitudes about these issues may not happen at this point, as this may be the beginning of the thought process around these issues.

Unit 4: Understanding Yourself and Your Customers( Lesson 1: My Identity II 

Activity 2: Gender Picture Codes & Role Plays*
90 MINUTES

	Facilitator’s Note 
It is useful to add at least one “positive” gender situation when doing this session, rather than focusing only on negative situations. It can be very powerful to see a more balanced gender reality in practice in the role play. One way to accomplish this is to have role plays done twice, the second time with more balanced gender roles.


Facilitator Steps
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1. Remind the participants of some of the issues regarding gender that were raised in the session on “gender cards.”  

2. Explain that now that we have discussed some of the key “gender roles” in our community, we can begin to look at some of the consequences of these gender roles in our everyday lives.

3. Split the participants into groups of 5 or 6. Give each group one of the Gender Picture Codes. The groups should:

· Look at the picture and try to understand what is going on in the picture. Discuss the situation in the picture. What are the differences in the roles of men and women in the scenes? What might be some of the consequences of these roles?  What is positive about them? For whom? Negative? For whom?

· Develop a role play based on the situation depicted in the picture. Act out exactly what is appearing in the picture. The group should basically bring the image to life. (They should not offer solutions, but merely show exactly what is happening in the picture.)

· Each group should perform its role play for the entire group. After each role play, lead a discussion on the gender issues portrayed in the role play. Hold up the picture code for the entire group to see after the role play has been processed.  Deal with any issues not covered by the drama.

· If desired, have groups replay their role play showing more balanced gender roles.

	Facilitator’s Note 
It might be a good idea to see the more “balanced” role plays last so you can summarize by discussing the benefits of the situation now that both genders are sharing equally in responsibilities and respect.


Gender Picture Codes

Example 1
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Example 2
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Unit 4: Understanding Yourself and Your Customers( Lesson 1: My Identity II 

Activity 3: Balancing Responsibilities*
90 MINUTES

Facilitator Steps

1. Begin the activity by asking everyone to think about how they spend their time and what things they do every day. They should list some examples, such as going to the training, spending time with friends, shopping at the market, housework etc.

2. [image: image95.jpg]


Tell the group that we are going to spend some time thinking about how much time we spend on different things. Using the example of your own life, draw a big circle graph (also known as pie chart) on the flip chart. Divide it up into different sections to demonstrate how much time you spend on various activities during a typical 24 hour period. The size of each section will depend on how much time you spend on that activity. (see example below)
3. Ask participants to draw a circle graph for their own lives by drawing a large circle and filling in segments, as if slices of a cake, to show the amount of time spent doing various activities over a typical 24-hour period. The size of each section will depend on the amount of time spent on that activity. For example, one third of the circle might be for sleep, 

4. When they have finished, ask them to compare their circle graphs with the circle graphs of those around them. Have a discussion on any major differences between the graphs in terms of work, responsibilities, leisure time and other activities. Are these differences good? Are there things that they would like to change? If they would like to make changes, what would the changes look like on the graph?

5. Explain that the answer to sustaining a healthy lifestyle lies in striking a balance between work activities, and life activities. Everyone needs to work every day (or go to school), and also to balance that with things like household chores, studying (or learning), physical activity, leisure activity, quiet-time (or spirituality), laughter and love (time with family and friends). Oh, and you can’t forget to sleep! Maintaining an appropriate work/life balance is something that everyone needs to work at throughout their lives, as changes and life events occur (graduating high school or post-secondary school, starting a first job, getting married or becoming a parent, owning your own home, and even in to retirement). 

6. Divide the participants into groups of four and ask them to discuss the following:

· What role does family have in deciding how girls spend their time?

· What are common ways in which parents or partners (husbands, partners) react when girls are tired or if they want to spend time with their friends instead of doing household work?

· What are the ways in which girls can make sure that they have time to do the things that they want to do e.g. this course?  

7. After the participants have discussed in small groups, bring them back together for feedback.  Promote discussion by asking whether they agree with each others’ responses.  If participants want to share their own experiences, allow them to do so, but do not force anyone to draw on their own experiences. 

8. End the discussion by emphasizing the importance of having work/life balance and using communication with others to find time for all aspects of a healthy life. 

Unit 4: Understanding Yourself and Your Customers( Lesson 1: My Identity II 

Activity 4: Parenting*
90 MINUTES

Advance Preparations

> Make copies of role plays

Facilitator Steps

1. Explain that a girl plays a number of different roles, whether daughter, grand-daughter, sister, wife or mother.  In each of these roles, there is someone who relies on them and sometimes this can make expectations high and responsibilities feel heavy.  Remind everyone of the circle graphs that they have drawn and the importance of maintaining a healthy, balanced life.

2. Divide the group into two and explain that we are going to do a drama activity.  Ask each group to act out one of the role plays.

3. Ask each group to present their drama to the other.  Once they have finished, thank them for their effort and generate discussion:

· Are these common scenes in Liberia?

· What do you think the girl in Drama 1 can do about her husband? Do you think her husband is being fair?

· What do you think about the girl in Drama 2? Do you think her mother is being fair?

· How do you think the child is feeling in each of the dramas?

4. Explain that there are many ways in which someone can be a parent and there are many people who can play the role of parent.  A person can have a biological child who does not live with him/her, but he/she still has responsibility to that child as a parent. Someone can also have a child in his/her home who is not biologically related, but that person still has the responsibility to act as a parent to that child. A single parent may be young and need help from family members in caring for the child, but the young parent must take responsibility too
5. Explain that all children need certain things that are known around the world as basic rights of children.  Every community must work to be sure that children’s needs are met because they are the future of the community.  If a child is not provided what he or she needs, (s)he will not be able to contribute to the development of the community or the country.  

6. Ask the group to brainstorm the most important rights of children.  Write them on a flip chart.  Make sure the following are included:

· Good nutrition: Children need to have different kinds of foods for all parts of their bodies and minds to develop. (Tell participants that they learn more about nutrition later on in the course)
· Education: Every child of both genders has the right to know how to read and write sufficiently to continue learning and reading by themselves after they have finished their education. When children are sent to Poro or Sande society, the community should plan a way for them to also receive the necessary book learning.
· Freedom from work that prevents them from going to school and learning.
· Freedom from abuse: Child abuse includes beating and physical abuse as well as emotional abuse that lowers self-esteem so that the child cannot grow mentally or see good in himself/herself.

7. Divide into three groups and ask each group to discuss what can happen if a child grows up without these basic needs being met:

· Group 1: if adequate different kinds of food are not provided.

· Group 2: if education is not provided.

· Group 3: if the child is abused physically or mentally.

8. Come back to the large group and ask one reporter for each group to explain what was decided in that group. Each report should be 5 minutes
9. End the discussion by reminding the group that anyone can have children, but being a good parent is more difficult.  Children need good parents to make sure that they are protected and that they are cared for to the highest possible standard.  

Parenting Role Plays

1. 

A man tells his wife that he is unhappy about her child from another man before they were married. He says the girl doesn’t work enough around the house, eats too much of their food, and doesn’t obey him well. The wife says that the girl was with her at the time they married and so he accepted her in the house as part of the marriage. She says he is not treating her just like he treats the children they have together, and that he should treat them all the same.
2.

A teenage girl walks up to her mother and sits down. Her mother asks where she has been, and she answers that she has been at her friend’s house helping her fix her hair. The mother tells the girl that she is not spending enough time with her child whom she leaves with her mother for hours while she visits with her friends. The mother explains that she is willing to help her take care of the child, but that now that the girl is a mother, she also has a big responsibility to do the best she can for her child. 
Unit 4: Understanding Yourself and Your Customers Lesson 2: Meeting Your Customers Needs


Lesson 2 looks at marketing and customer relations. Participants first identify who their customers would be. Then they develop strategies for attracting customers to their businesses. The final activity in this lesson is a guest speaker on marketing.

Learning Objectives

At the end of this lesson, participants will

· Participants know the main components of marketing 

· Participants determine good locations for their business ideas.

· Participants identify different ways of attracting customers. 

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1
The Four P’s of Marketing

90 min
	> Prepare the marketing strategy problem solving scenario cards

> Make photocopies of the True and False Marketing Quiz
	
	> Participants understand the four P’s of Marketing

	Activity 2 
Observing 

People 

30 min 

	
	
	> Participants are able to make 

observations about people 

around them. 

> Participants understand the importance of knowing their customers. 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 3 
Knowing 

Your 

Customers 

60 min 

	> Create three group versions of Chart #7 

My Customers. 

> Photocopy Chart #7 

for all participants. 


	Chart #7 
	> Participants are able to describe the different customers who would buy their products or services. 

	
	
	 
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 4
Good 

Location 

60 min 

	> Create a version of Chart #8 My Business Location on the flip chart paper

> Read story about Saye in advance
	Chart #8 


	> Participants are able to determine good locations for their businesses

	Activity 5  

Attracting Customers

60 min 

	> Create a version of Chart #9 How Would I Attract Customers on the flip chart paper


	Chart #9


	> Participants are able to determine methods to attract customers

	Activity 6 

Guest Speaker on Marketing

60 min 

	> Ensure guest speaker knows what time to arrive

> Seat participants in a circle
	
	> Participants are able to learn and ask questions about marketing from a local businesswoman. 


Unit 4: Understanding Yourself and Your Customers Lesson 2: Meeting Your Customers Needs


Activity 1: The Four P’s of Marketing

90 MINUTES

Advance Preparations

> Cut up the marketing decision making scenario cards.

> Make photocopies of the True and False Marketing Strategy Quiz

Facilitation Steps
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1. Explain to participants the 4 main components of marketing; product, price, place, and promotion (popularly called the “4P’s” of marketing)

2. Have the 4P’s of marketing table written on the flip charts and read and discuss each P in detail.

3. Divide the participants into small groups. Make sure that each group contains a mix of members with high and low literacy levels. Give each group several cards with a marketing decision making scenario and question on it.  Review the steps in making a good decision from Unit 3.  Then tell the groups they should do the following:
· Discuss the situation.

· In trying to make the decision, what should the people in the scenarios do first?

· Have group decide on the answer to the question posed.

4. Finally, come back into the larger group.  Have each group read their most interesting or challenging scenario and then tell the group the decision they made.  Ask if the group agrees or disagrees with their decision.
5. Quickly review the most important points of each of the 4Ps.  Then take down the flip charts with the 4P’s table on them.

6. Divide participants into four teams for a True or False team game that will test their knowledge about the marketing principles just learned. Give one team the sheet with all the Product questions on it, give another team the sheet with all the Price questions on it, and so on. Ask the participants to take turns reading out the question, and then have the group discuss the answer before revealing whether it is True or False. Make sure there are no hints or looking at the answers! Walk around the room and help those who are struggling with reading. Make sure that participants discuss why they think the answer is True or False.

7. Finally, remind participants that whoever wants to successfully run a business cannot just sit and wait for orders or customers. You have to: 

· Find out what customers want and how much they want it. 

· Choose the products or services you can offer to satisfy their wants 

· Price your product or service conveniently 

· Attract the customers in order to make them buy your goods. 

The Four P’s of Marketing
	PRODUCT
	What do customers want?

Customer Surveys
	Deciding what to make and what to sell
	Finding good suppliers at a good price

	
	Making packing and the finished product more attractive
	Finding out about other products
	Improving the quality of your product

	
	
	
	

	PRICE
	Your selling price compared to your cost
	Competitors’ prices
	Special prices to attract new customers

	
	Knowing the local population and what they can pay

Do they buy on quality or price?
	Considering the profit margin on various prices
	Quantity discounts and seasonal prices

	
	
	
	

	PLACE
	Deciding where to sell your product

(Popular market away from competition, etc.)
	Transport

(From place of production to place of sale)
	Selling product through a middleman or wholesaler

	
	
	
	

	PROMOTION
	Display of your product

Can people see it?

What will encourage them?
	Signs with information on your products
	Signs advertising special offers

	
	Things to persuade customers to visit
	Free samples for introducing new products
	The manners of the sales people

	
	Advertising, signs, leaflets, letters, announcements, etc.
	Demonstrating use of your product
	Creating a slogan about your business


Marketing Strategy Problem Solving Scenarios

	PROBLEM: You have never done promotional work before. 

QUESTION: Give some examples of how you will make your product known.
	PROBLEM: A local trader has a truck. He buys vegetables from you and your neighbours and re-sells them in the nearby towns. You feel he does not pay you enough.

 QUESTION: What will you do? 

	PROBLEM: You are selling food. The health inspector comes in and says, you have to close your shop door.

QUESTION: What will you do?
	PROBLEM: You have a bicycle radio repair shop. Some people say you should ask for more money for your work.

QUESTION: How are you going to decide if you should change your prices? 

	PROBLEM: A member of your family wants to join your business. He proposes to give you enough money to double the size of your business, but in exchange he wants half of your profits.

QUESTION: What will you tell him?
	PROBLEM: You open a gardening service in a neighbouring town.

QUESTION: How can you let people know about your new business?



	PROBLEM: A lot of customers have asked you to open your store earlier. Others would prefer if you would stay open later in the evening.

QUESTION: What are you going to do?
	PROBLEM: Some friends and your family members want to get a loan from you.

QUESTION: What are you going to do?



	PROBLEM: One of your competitors has lowered his prices below yours. You cannot make a profit if you make your price at the same level.

QUESTION: What are you going to do?
	PROBLEM: You have an idea of selling a new product, but it won’t be easily accepted by the community.

QUESTION: How do you design this product promotion?

	PROBLEM: A young man, unknown to you, tells you to hire him to protect your store from vandals and thieves. He says other businesses have already paid for this service. 

QUESTION: What are you going to do?
	PROBLEM: You want to open a table in the market near you.

QUESTION: What will you consider when choosing the location for your table?

	PROBLEM: Your customers have waited a long time only to discover you have already sold everything in your store. They are not happy and threaten to buy goods from another business.

QUESTION: What are you going to do?
	PROBLEM: You are a member of a farmer’s cooperative. You would like the local rice milling company to purchase your country rice.

QUESTION: What will you tell the company manger to convince him?

	PROBLEM: Your regular customers seem to be going to other sellers.

QUESTION: What are you going to do?
	PROBLEM: Your product sells well in the market capital, but it goes bad fast.

QUESTION: What are going to do?

	PROBLEM: A government official asks you for free products and services.

QUESTION: What are you going to do?
	PROBLEM: You produce milk, but there is no center for milk producers to bring and sell their milk.

QUESTION: How are you going to sell your milk?

	PROBLEM: You have a bakery selling bread, but you would also like to sell cookies. 

QUESTION: How do you decide whether or not to add this product to your store?


True or False Marketing Strategy Quiz

Product Questions
	Q: The customer’s demand for a given product always remains the same  

TRUE OR FALSE
A: FALSE. It can vary with seasonal needs, prices, competition, and changes in supply and demand
	Q: It is a waste of time for you to practice to sell your product or service for a short period of time to see if people will buy it.                              TRUE OR FALSE
  A: FALSE. It is important to try a product before investing a lot of money producing it.

	Q: A new product can be difficult to sell at the start, but sales improve once the product’s reputation grows.             

TRUE OR FALSE
A: TRUE. If it is a good product, this is usually true. 
	Q: You have decided to sell chickens. So you will need to re-examine this decision every one year.  

TRUE OR FALSE
A: FALSE. You need to review this decision every couple of months

	Q: There are three good ways to discover what consumers want: 1) Conduct survey with your customers, 2) Observe what they purchase, 3) Try your product first before sale.         TRUE OR FALSE
A: TRUE.
	Q: Customers choose a product to buy based only on the price.  

TRUE OR FALSE
A:  FALSE. Customers often choose a product base on shop reputation 

	Q: You need to make your product special or different from others.      

TRUE OR FALSE
A: TRUE. You need to create an “identity” for the product, so it is different from everyone else
	Q: You should sell identical products to those that are sold in the capital city.     

TRUE OR FALSE 
A: FALSE. Regions vary in product demand. Find the products that sell best in your region and ones that your customers would like. 

	Q: Your friend’s dressmaking shop has been very successful this year, so it will be profitable next year as well.        

TRUE OR FALSE
A: FALSE. Many unexpected things can change its sales from one year to the next.
	Q: New entrepreneurs should not expect to make a profit in the first couple of months or even the first year.         

TRUE OR FALSE
A: TRUE. It will take time to build a reputation with your product, and costs will be high for the first time.


PRICE QUESTIONS

	Q: It is always good to sell your product at a lower price than other vendors in your area.
TRUE OR FALSE

A: FALSE. Sometimes you will lose money even if you are selling in bigger quantities. 
	Q: Your sister sells a cloth of high quality. Another vendor sells a cloth less quality, but at a better price. Should your sister also reduce her prices?  TRUE OR FALSE
A: FALSE. She should change her promotional methods, by promoting the quality of her product and see if her customers continue to buy from her.

	Q: There are many things to think about while fixing prices, like cost, production level, and customers.

TRUE OR FALSE
A: TRUE.
	Q: Customers always buy at the lower price. TRUE OR FALSE
A: FALSE. Some people buy for the quality, service and place. 

	Q: Your product price should not take into account your rent and equipment price.                                              TRUE OR FALSE
A: FALSE. The price must include standard costs such as the rent, and variable costs such as supplies.
	Q. A lower price can make your profits increase, if you attract more customers.                           TRUE OR FALSE
A: TRUE. However, you will have to sell many products in order to compensate.

	Q: You are the only vendor of chickens in the area, so you can make the price what you want without worrying about having to close the business.                     TRUE OR FALSE
A: FALSE. Customers generally have an idea of the “fair” market price. If the chicken is more expensive, they can decide to buy fish.
	Q: Higher prices make higher profit.

TRUE OR FALSE


A: FALSE. Higher prices can make people turn away from your business. Reduced prices can often attract more customers, leading to increased profit.

	Q: It is important to review the price of your product or service on a regular basis.                                                    
TRUE OR FALSE
A: TRUE. Customers’ situation and business costs can change, even within a couple of months.
	Q: Your prices should be the same for the whole year.

TRUE OR FALSE

A: FALSE. You can decide to make specials promotions to attract new customers or to increase sales.


PLACE QUESTIONS

	Q: The best way of selling hens in a small village is to go from door to door
TRUE OR FALSE

A: FALSE. A small table market or local food market can also be a good location
	Q: Women in your area sell bread that they make at home. A local store may be a good distributor for their product.                                             TRUE OR FALSE
A: TRUE

	Q: Your sales area should be near your customers.

TRUE OR FALSE

A: TRUE.
	Q: People of your village sell fish. They give to a middleman so he can take the fish to nearby towns. The middleman does not pay them enough money for their fish, but there is no other solution. TRUE OR FALSE
A: FALSE. For producers, there are often open cooperatives for transport, storage and retail sale.

	Q: Selling your product yourself takes more time, but it is always necessary. TRUE OR FALSE
A: FALSE. Time is also a cost. Your time could better be used creating promotions or making the product.
	Q: Many entrepreneurs lose part of their products due to bad storage conditions
TRUE OR FALSE

A: TRUE.

	Q: Good storage locations are not very important for your business.           TRUE OR FALSE
A: FALSE. Agricultural commodities or other perishable products can cause financial loss if not properly stored.
	Q: The farther the market is, the more need for a middleman.                                                     TRUE OR FALSE
A: TRUE. Transport and storage costs will generally increase with the distance.

	Q: There are two ways of selling your product, yourself or through a middleman.                                     TRUE OR FALSE
A: TRUE. But that also depends on trust.
	Q: In most cases, middlemen are the only way you can distribute your product.                      TRUE OR FALSE
A: FALSE. You can sell it yourself, or get together with other vendors to create a cooperative.


PROMOTION QUESTIONS

	Q: The definition of “promotion” is to create a desirable picture or selling technique of your business within the community.                TRUE OR FALSE
A: TRUE. 
	Q: An objective of a promotional campaign must be to only attract new customers
TRUE OR FALSE

A: FALSE. Some promotions can encourage existing customers to buy a new product.

	Q: Promotional tactics add to product or service costs.                                                    TRUE OR FALSE
A: TRUE. However, a good promotion also increases sales.
	Q: Free samples, exhibitions, and demonstrations are costly for most small enterprises.                                          TRUE OR FALSE
A: FALSE. Sometimes they can increase sales.

	Q: A good promotion says everything about your product or service.                             TRUE OR FALSE
A: FALSE. There is a need to emphasized strong points, especially how the product is beneficial for the customer.
	Q: An attractive business front can draw customers
TRUE OR FALSE

A: TRUE.

	Q: Promotions help create a new “need” in potential customers.                                 TRUE OR FALSE
A: TRUE. For example, pen, candy, marbles etc.
	Q. To have a promotion, is to bring people’s awareness to your product and influence them enough to buy it.                         TRUE OR FALSE
A: TRUE. 

	Q: Villagers with small businesses do not need to promote their products.                                TRUE OR FALSE
A: FALSE. There will always be a need to increase sales or attract new customers through promotions.
	Q: Here are some good promotional methods: posters, home visits, speakers, radio publicity, good signs, and an interesting look to your business location TRUE OR FALSE
A: TRUE.


Unit 4: Understanding Yourself and Your Customers Lesson 2: Meeting Your Customers Needs


Activity 2: Observing People

30 MINUTES

Facilitation Steps
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1. Invite participants to play a game.

2.  Have participants sit in a circle. Sit yourself in the middle of the circle.

3.  Explain the game to participants. To play this game, the person in the middle describes someone in the circle. Then everyone else tries to guess who is being described.

4.  Explain that the person in the middle of the circle begins the game by saying “I see. I see.” and gives one clue. For example: “I see. I see. I see someone with black hair.” Participants can guess if they think they know who it is. If they cannot guess, they ask: “Who do you see? Who do you see?”

5.  The person in the middle then gives another clue. For example: “I see. I see. I see someone who is a girl.” The clues that this person gives should become more detailed each time. For example: “I see. I see. I see someone with a red T-shirt.” “I see. I see. I see someone with a red T-shirt with blue printing.”

6.  Participants continue to ask “Who do you see? Who do you see?” and the person in the middle continues to give clues until one person guesses who is being described. Whoever guesses correctly goes in the middle of the circle.

7. Demonstrate and give everyone a chance to practise. Continue until most people have had a turn in the middle.

8. Discuss with participants how this game required them to describe people in detail and notice how people are different from one another. 
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Review the activity by asking participants:

> In business, do you think it is important to be able to describe your customers?

> Why is it helpful to know who your customers are and what makes them different from other people?

10. Using their answers, help participants to understand that because customers would be buying their products or services, their success would depends on their ability to know who their customers are and to meet their needs.

Unit 4: Understanding Yourself and Your Customers Lesson 2: Meeting Your Customers Needs


Activity 3: Knowing Your Customers

60 MINUTES

Advance Preparations

> Create three flip chart versions of Chart #7 My Customers.

> Photocopy Chart #7 My Customers for all participants.

> Prepare specific props for this activity. See the steps below for guidelines.

Facilitation Steps

Part A—Introducing Chart #7 My Customers

1. Explain to participants: “We understand the importance of knowing our customers. Now let us explore which things are important to understand about our customers.”

2. Use props or draw a picture on flip chart paper to represent the following: 

> a bunch of bananas (or another product of your choice)

> tailoring (or another service of your choice)
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3. Remind participants that a business can be about selling a product (e.g., a bunch of bananas) or a service (e.g., tailoring).
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4. Draw the group’s attention to the bunch of bananas. Display a flip chart version of Chart #7 My Customers so that all participants can see it clearly. In the box entitled “My business idea,” write “Selling Fruit.”

5. Ask participants: “Who would buy this product?” List their answers in the column entitled “Who would buy it?” Answers may include: parents, participants, etc.

6. Ask participants: “Why would each of these customers buy this product?” Write their answers in the column entitled “Why would they buy it?” to line up with the corresponding customer. Participants may say: the customer likes bananas, to feed the family, etc.

7. Ask participants: “How much would each of these customers pay for the product?” Write their answers in the column entitled “How much would they pay for it?” to line up with the corresponding customer.

8. Ask participants: “How would your answers change if the product was a box of bananas instead of just a bunch?” Participants may say that the customer could be a vendor who is buying bananas for resale at a discounted price.

9. Draw the group’s attention to the tailoring service.  Display another flip chart version of Chart #7 My customers so that all participants can see it clearly.  In the box entitled “My Business Idea”, write Tailoring.

10. Repeat the same three questions. Write their answers on the chart.  Then discuss how their answers would change if the tailoring was guaranteed for the same day but at a higher price.

Part B—Thinking about Saye’s Customers/Completing Chart #7 My Customers

1. Display another flip chart version of Chart #7 My Customers so that all participants can see it clearly

2. Draw a picture of Saye shining shoes on a Flip Chart or act out the act of shining shoes. Have participants guess “What is Saye’s business?” Write their answer on the flip chart inside the box entitled “My business idea.”

3. Ask participants: “Who would be Saye’s customers?” Write their answers in the column entitled “Who would buy it?” 
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 Ask participants: “Why would these customers want their shoes shined?” Write their answers in the column entitled “Why would they buy it?” in line with the corresponding customer.

5. Ask participants: “How much would these customers pay to get their shoes shined?” Write their answers in the column entitled “How much would they pay for it?” in line with the corresponding customer.

6.  Hand out the photocopies of Chart #7 My Customers to all participants. Divide participants into small work groups. 

7. Assist participants in filling out the chart for their own business ideas. 

8. To complete the activity, ask participants to share with the group who their customers would be for their business ideas.

Chart #7

My Customers

	My business idea: 
	
	

	Who would buy my product or service? 
	Why would they buy it from me? 
	How much would they pay for it? 

	
	
	


Unit 4: Understanding Yourself and Your Customers Lesson 2: Meeting Your Customers Needs 

Activity 4: Good Location
60 MINUTES

Advance Preparations

> Create a flip chart version of Chart #8 My Business Location.

> Photocopy Chart #8 My Business Location for all participants.

Facilitation Steps

1. Explain to participants: “Once you know who your customers would be, you are able to choose the best location for your business. Let us first look at Saye’s experience with choosing his business location.”
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2. Read the story out loud while the participants follow along. In this story, Saye learns how location can influence the success of his business.

3. Then ask participants:

> What did Saye do to choose a good location?

> What was good about the location that Saye finally chose?

> What should you consider when trying to choose a location?

	My business idea: 
	

	My business location 
	How this location would meet my 

	
	customers’ needs 

	
	


4. By discussing their answers, help participants to understand that a good location would be:

> easy for customers to get to

> away from the competition

> close to a safe and secure place to store your money and your goods

> where there is a need for the product or service you would be offering
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Display the flip chart version of Chart #8 My Business Location so that all participants can see it clearly. 

6. Indicate the column entitled “My business location.” Ask participants:  “What would Saye write in this column?” Write the answer in this column.

7. Indicate the column entitled “How this location would meet my customers’ needs.” Ask participants: “What would Saye write in this column?” Write their answers in this column.

8. Hand out the photocopies of Chart #8 My Business Location. Divide participants into small work groups. Ask them to complete the chart for their business ideas. Remind them to keep in mind who their customers would be. Visit each participant and provide assistance as necessary. 

9. Complete the activity by asking participants to share with the group the business locations that they chose and why they chose them.

How Saye Chose His Business Location
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Saye and his family moved from the country to the city. When they arrived, Saye needed to find work to help support them. 

While looking for work, he noticed many other girls selling different things on the street. Some of them had many customers. One boy sold candy near a children’s play area. All the children would buy candy from him as they walked by. 
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Saye noticed that other businesses had very few customers. One woman sold vegetables outside her home. But her home was on a street that was not very busy. Many of her vegetables would spoil because nobody bought them. 

Saye started to notice that the location of businesses made a big difference in how many customers they could attract. As he walked through the streets, he learned a lot about running a business by watching other businesses. Still, he could not find any work for himself. And he needed to make money. 
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After a long day of looking for work, Saye sat down on a bench to rest. The bench was near a river that had flooded. This created big puddles on the side of the road. People had to walk through the mud to cross the street. 
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Saye looked around and saw that all the business people were getting their shoes dirty. There were no shoe shiners around to clean their shoes. Saye decided that this would be a good location to set up a shoe shining business. He convinced a shoe repair shop owner to rent him shoe shining equipment. Soon, he was making enough money to buy his own shoe shining equipment and help support his family. 

Chart #8

My Business Location
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Unit 4: Understanding Yourself and Your Customers Lesson 2: Meeting Your Customers Needs


Activity 5: Attracting Customers

60 MINUTES

Advance Preparations

> Create a flip chart and photocopies of Chart#9 How Would I Attract Customers?

> Prepare or obtain specific props for this activity. See the steps below for guidelines.

Facilitation Steps

1. Explain to participants: “During the visit to the market, everyone looked at their competition. Now we need to examine what to do so those customers would buy from you instead of from your competitors. Even if you had no competitors, it is still important to develop these strategies so that you could increase how much you would sell. There is a special activity that we can do to help us think about this.”

2. Ask for two volunteers. These volunteers will be vendors. They will have to compete for customers. The rest of the participants will be the customers. However, the activity works best if you do not explain this to participants until later, as indicated.

3. Ask the other participants to step outside the room

4.  Explain to the two volunteers that in this activity, they will be acting as vendors selling bananas. Each of the two vendors must try to sell as much of their fruit as they can to the other participants.

5. Note that it makes it more interesting if real bananas are used. If your funds permit, buy twice as many bananas as there are participants for this activity. Alternatively, you can use notebooks, pencils, or other items in the room to represent the products being sold. Be sure that both vendors are selling the same products.

6. Give each of the vendors the same number of bananas (or other items). Explain that they purchased these bananas for one Liberian Dollar each. They can sell the bananas at any price. But remind them that they must make sure that they make a profit.

7. Explain to the vendors that they have 10 minutes to prepare. Ask one vendor to stay in one location. The other can move around freely. Encourage them to use the markers, flip chart paper, etc. to make signs or anything else that would attract customers.

8. While the vendors are preparing, explain to the other participants that they will be acting as customers who want to buy bananas. Divide 40 Liberian Dollars among them. You can use fake money by cutting up pieces of paper and writing 1 LD on each one. You will need to increase this amount if your group has more than 10 participants. Tell them that they are to buy good fruit at a low price. Everyone must buy at least one banana.

9. When the vendors are ready, ask the customers to return to the room. Allow the banana selling to proceed for three to five minutes. Give them an advance warning one minute before they must stop so that the vendors know how much time they have left.

10. When there is no more time left ask everyone to return to the circle to discuss the activity.
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Ask the customers (and record relevant responses on chart paper):

> How did the vendors attract you to buy from them?

Possible answers:

Offered good quality products

Organized neat and clean

Had attractive signs

Friendly

Good price

> Who did you buy from? Why?

> How important was the price?

12. Ask the vendors (and record relevant responses on chart paper):

	My business idea: 
	

	What would I do differently to attract 
	What would I say differently to attract 

	more customers? 
	more customers? 

	
	


> How many bananas did you sell?

> How much money do you have now?

> What did you do to attract customers? (Ideas will be similar to responses from "customers.")

> What did you do that was the most effective?
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13. Remind participants that it is important to differentiate (do things differently) when coming up with ideas on attracting customers. They should try to think of strategies different from their competitors to better attract customers.

Part A—Chart #9 How Would I Attract Customers?

1. Display a flip chart version of Chart #9, "How Would I Attract Customers?" so that all participants can see it clearly.

2. Then, display the flip chart version of Chart #7, "My Customers," the one that was filled out for Saye in Activity 4.2, "Knowing Your Customers." Make sure that all participants can see it clearly. Explain that when deciding how to attract customers, it is helpful to first look back at this chart. Review the answers with participants.

3. Ask participants: “Keeping in mind this information about Saye’s customers, how could Saye attract more customers if a competitor started shining shoes nearby?” Write their suggestions on the flip chart version of Chart #9, "How Would I Attract Customers?" in the two columns.

4. If participants are having difficulty, suggest the following example. If Saye wants his customers to know that he will give a quick and clean shine he can make a sign that says “QUICK & CLEAN SHINES DONE HERE!”

5. Hand out photocopies of Chart #9, "How Would I Attract Customers?"

Divide participants into small work groups.
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Ask participants to review the information about their customers in Chart #7 "My Customers." Then have them complete the chart for their business ideas. Visit each participant to provide assistance as necessary.

7. Complete the activity by asking participants to share their ideas for attracting customers with the group.

Chart #9
How Would I Attract Customers?

	My business idea: 
	

	What would I do differently to attract more customers? 
	What would I say differently to attract more customers? 

	
	


Unit 4: Understanding Yourself and Your Customers Lesson 2: Meeting Your Customers Needs


Activity 6: Marketing Guest Speaker


60 MINUTES

Advance Preparations

> Invite a local businesswoman from the community that has some good ideas or experience about marketing to come in and speak to the participants

> Before the speaker comes tell the participants to think about and/or write down their questions before the guest speaker arrives so they can ask them during the Q&A period.  Also remind them to be polite and attentive.

Facilitation Steps

1. Welcome participants and the guest speaker.
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2. Introduce the guest speaker including her background and/or qualifications on marketing.  
3. Invite the speaker to come to the front of the room and speak on marketing strategies or tips to successful marketing or marketing in our community. The presentation should be 30 min at the most.
4. After the speaker has finished her talk, thank her and ask the participants if they have any questions.

Unit 4: Understanding Yourself and Your Customers
Lesson 3 Communicating Like Champions

Good communication skills are at the root of strong leadership.  Lesson 3 focuses on communication barriers and tips for effective communication.  It looks specifically at three types of communication styles: “passive,” “assertive,” and “aggressive.”  The final activity allows participants to apply this knowledge to the business world and practice speaking with confidence in business settings.
Learning Objectives

At the end of this lesson, participants will

· Be able to describe the main causes of miscommunication

· Know techniques on how to improve their own communication patterns

· Be able to give tips on how to be a better listener

· Know how to give and receive feedback (clarify what feedback means)

LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1
Communication Skills

90 min


	> Bring pictures or drawings
	
	> Participants understand some of the barriers to communication

> Participants know several tips to effective communication

	Activity 2
Three Ways of

Communication

90 min 

	> Make photocopies of communication role play scenarios
	
	> Participants are able to identify passive, assertive, and aggressive behaviors and communication.

	Activity 3 
Communication

With Confidence

90 min 

	
	
	> Participants understand the Steps to Deliver an Assertive Message.

	
	> Prepare flip chart version of Steps to Deliver an Assertive Message
	
	

	
	> Make photocopies of role play scenarios
	
	

	
	
	
	

	Activity 4

Business Math Exercise

45 min


	> Bring LD notes of difference sizes

> Bring items found in a market
	
	> Participants practice math skills

	Activity 5

Customer Service

120 min
	
	
	> Participants practice good customer service skills



	
	
	
	

	
	> Make copies of role plays
	
	

	
	
	
	

	
	
	
	


Unit 4: Understanding Yourself and Your Customers

Lesson 3: Communicating Like Champions

Activity 1: Communication Skills

90 MINUTES

Advance Preparations

> Bring photocopies of a picture or drawing from a newspaper, magazine, book, etc.

Facilitation Steps
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1. Have the participants pair up, and sit back to back.
2. Give each pair of partners a picture/drawing.  One partner needs to identify themselves as the sender, the other as the receiver.  The sender will describe the drawing, the receiver will try to reproduce the drawing based on the information given.

3. Explain that the first time this is done, the receiver is not allowed to ask questions or make any comments.  It is strictly one-way communication.  The second time, have the partners switch roles and change the picture. The receiver this time is allowed only to respond “yes” or “no” to questions asked by the sender.  The third time, switch roles and change the picture again. The receiver and sender can communicate fully, asking questions back and forth.

4. Help the participants process the activity by asking these questions:  


· Which round worked the best?  Why?

· Which level of communication felt most comfortable?

· How did you try to get your messages across?

· What does this activity tell us about communication?

5. Next have the participants brainstorm all of the barriers to communicating effectively.

6. After they have completed brainstorming all the barriers ask them to brainstorm all of the bridges to communicating effectively, all of the things that help us communicate.  

7. Ask the participants to reflect on what they learned through doing the back-to-back activity to help them think of bridges and barriers.

8. Review Sender/Receiver tips with participants
Sender Tips:

· Be clear.

· Be specific.

· Order your thoughts.

· Use “I” statements.

· Use eye contact

· Be helpful and avoid judgments.

· Be aware of the power of body language and non-verbal communication.

Receiver Tips:

· Avoid interrupting

· Use simple responses to show you’re listening ~ Body language!

· Evaluate sender’s message for content and feeling ~ Reflective listening.

· Report back, ask for confirmation from sender.

· Solicit more information ~ Ask open-ended questions.

· Use “I” statements.

10. Explain what feedback is.

· Reflect on the importance of being able to give and receive feedback – it is a helpful tool when in a leadership position.

· How do people feel about feedback?

Feedback Tips:

· Be descriptive.

· Be specific.

· Be sure feedback is appropriate and requested.

· Be sure feedback is timely.

· Be clear.

· Be sure feedback is accurate.  Check perceptions.

11. Have participants list three things they’ve learned and share those lessons with a partner.

12. List what was learned on the flip chart paper.

13. Ask questions:  What have we learned that will help us work together as a group?  Add to the started list.

14. What does this have to do with being a business woman?  Discuss.

Unit 4: Understanding Yourself and Your Customers(
Lesson 3: Communicating Like Champions

Activity 2: Three Ways We Communicate*
90 MINUTES

Advance Preparations

> Make photocopies of Communication Role Play Scenarios

Facilitation Steps
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Today we are going to continue talking about communication.  To begin with, we will play a game called “telephone.”

Illustrate the point that over 90% of communication results in miscommunication and misunderstanding – ask for examples of this from the group.

2. Have all the participants stand in a circle

3. Explain:  I will whisper something to the person on my right.  She will also whisper what she heard to the person on her right.  In such a way, we will pass the message around.

4. Next start the game by whispering a statement.  For example, “I am going to eat fried chicken with jollof rice for dinner tonight.”

5. After the message reaches the last person, ask that person to say aloud what she heard.  The message might not be the same as the first.

6. Discuss the questions below with the group:

· Why wasn’t the message transmitted correctly?

· What should we have done to transmit the same message to everyone?

7. Divide participants in pairs

8. Have one person from each pair come over to the facilitator for directions

9. Explain that they should listen attentively for one minute then for the second minute they should be bad listeners.  Tell the pairs to sit down and now tell all participants that the person that didn’t get directions should talk about the things that she really enjoys with the other person for 2 minutes and that the facilitator will mention when 1 minute is left.

10.  After the activity, discuss the questions below with the group:

· How did the listeners feel during the conversation?  

· Did they feel like their partner was a good or a bad listener?  Why?

· What does this teach us in our real life communication?

· What is peer listening?

· What is the advantage of talking to a peer?

· Is listening important for communication?  Why?  

11.  Explain that a good listener should not interrupt a person speaking.  She has to make the speaker feel relaxed.  She has to show that she is actually listening by different gestures and nodding.  To make sure that the listener has understood correctly, she could summarize what the speaker has said then ask for what the speaker thinks the options are, and help her with the decision making.

12. Tell the participants that today we will talk about three ways of communication.  The first one is passive communication.  Ask participant if anyone can tell the group what passive communication is?  

Passive communication is placing a lot of importance on other people’s ideas but not on our own values/ideas; taking extra care not to hurt the feelings of others, not trying to solve problems or cause them.  Passive communicators speak very softly, look at the ground or look away.

13. The next communication style is aggressive communication.  What is aggressive communication?

Aggressive communication is communicating aggressively in a way that hurts people’s feelings, forcing our own ideas/values on others and undermining people’s ideas/values.  Pointing fingers, clenching fists, shouting and accusing others are often signs of such communication.

14. The final communication style is assertive communication.  What is assertive communication?

Assertive communication is a kind of communication where people express themselves based on their values and beliefs.  They are convincing and not influenced by others pressuring them.  It includes using gestures that do not annoy other people.

15.  Explain that we are going to see three role plays to help us fully understand the differences between passive, assertive, and aggressive communication. Tell the group to watch the first role play and try to identify any passive, assertive or aggressive behavior.

· Divide the participants into three groups

· Give each group a copy of the scenario (explain the scenario if necessary) an then tell them they have five minutes to prepare a role play

16.   After the participants have prepared and presented their role plays, discuss the following questions after each role play.

17.   After Role Play Number One, discuss the following points:

· Is Isaac’s behaviour passive, assertive, or aggressive? (Aggressive)

· Why?  What did Isaac do to make you decide he was aggressive?  What did he say?  How did he say it?  Describe his body language.  

· Answers might include:  Body Language—moving closer to her and occupying her physical space; standing “nose to nose” or with “hands on hips”.  Interrupting.   Speaking in a loud voice.  Insulting her by calling her “childish”

· Is Isaac’s behaviour passive, assertive, or aggressive?  (Aggressive)

· Is Lisa’s behavior passive, assertive, or aggressive?  (Passive)

· Why?  What did she do to make you decide she was passive?  What did she say?

· How did she say it?  Describe her body language. Answers may include: Body Language—head down, soft voice.  Giving in to the will of others.  Putting herself down—“I know you’ll think I’m silly, but …”

18.   Ask volunteers to do the second role play.  After Role Play Number Two, discuss the following points:
· Is Innocent’s behaviour passive, assertive, or aggressive?  (Aggressive)

· Is Mercy’s behaviour passive, assertive, or aggressive? (Aggressive)

· Why?  What did she do to make you decide she was aggressive?  What did she say?  How did she say it?  Describe her body language.  Ideas might include:  Speaking in a loud voice

19.   Ask volunteers to do the third role play.  After Role Play Number Three, discuss the following points:
· Is Tana’s behaviour passive, assertive, or aggressive?  (Assertive)

· Why?  What did she do to make you decide she was assertive?  What did she say? 

· How did she say it? Describe her body language. Ideas might include:  Spoke in calm, firm voice.  Discussed her needs; made her feelings clear.   Checked to see if he was comfortable with her statements.  Body language—faced him, looked him in the eye

20.   Ask someone to tell you how assertiveness might be a helpful life skill and how it helps us to communicate better.

21.   Ask participants to think about the following questions before the next session.  Think about how you communicate with your friends and parents.  Which type of communication do you use?  Think about two ways you can improve or change the way you communicate.

Communication Role Play Scenarios

Role Play Number One

Isaac has been seeing Lisa for about one month now.  He wants her to come to his house; his parents are not home.  Because he often talks about getting into a more physical relationship, Lisa is feeling pressured to be alone with Isaac.  She tries to speak about her feelings a few times, but Isaac keeps interrupting her. Lisa, her head down, finally says to Isaac, in a soft voice, “I know you’ll think I’m silly, but…” Isaac interrupts again, approaches Lisa nose to nose, and says loudly with his hands on his hips, “You are silly, and not only that, you’re childish too!” Lisa hangs her head down, looks at the ground, and agrees to go to Isaac’s house.

Role Play Number Two

Innocent has decided that she wants to stay in and study tonight, but her friend Mercy really wants to go out drinking and dancing.  Innocent really wants Mercy’s help with her business skills training homework and Mercy really does not want to go out alone.  They yell at each other saying “you should do what I say”!

Role Play Number Three

Tana has been upset with Kamel.  When she sees him, she says, “Kamel, I need to talk to you right now.  Could we talk where no one is around?”  Moving to another room, Tana sits straight with her hands on the table and looks Kamel in the eye.  She says in a calm but firm voice, “I’ve thought about what you said about wanting us to get physically close, but I feel uncomfortable about it.  I think we need more time to be close friends before being alone.  I really like you and I know you’d like for us to be alone, but I’m not ready for that yet.  Is that OK with you?”

Unit 4: Understanding Yourself and Your Customers
Lesson 3: Communicating Like Champions

Activity 3: Communicating With Confidence(
90 MINUTES

Advance Preparations

> Prepare flip chart version of Steps to Delivering an Assertive Message

> Make photocopies of Role Play Scenarios

Facilitation Steps

1. Spend some time in the beginning reviewing the definitions of passive, assertive and aggressive, and summarize the first two activities from this session.

2. Make some connections between this confident behavior and leading a positive, healthy life.  Assertiveness is one of the most important life skills.  An assertive person is able to fully use good communication skills, self–respect, and personal strength to create healthy relationships with other people.  But to be assertive you must first learn the skills. The first time you do this, it will be difficult.  As you practice, it will be easier and feel more natural. 

3. Explain that you have summarized these skills into four steps for making an assertive message.

4. Hang on the wall or uncover the flip chart Steps to Deliver an Assertive Message. (It is helpful to write the steps on the board or flip chart, and then fill in a message for each step.)  

5. Explain the situation at the top, and then go step–by–step through the process.  Act out the “messages.”  Remind the group that body language and tone of voice may be just as important as the messages that are sent.  Make sure everyone is clear on the steps before proceeding.

6. Next, use the following scenario to develop assertive messages with the whole group.  This will help the group to understand the steps and prepare them for the pair work to follow.

The Situation

Comfort and Angela are good friends.  Comfort has a part–time job and she has loaned money to Angela on several occasions.  Lately Comfort has noticed that Angela is becoming slower to pay the money back.  Comfort decides to discuss this matter with Angela and to ask her to pay the money back sooner.

7. After reading the situation aloud and making sure it is clear, go through each step with the group and ask for suggestions on the “messages.”

8. Explain that it is time to try to create our own assertive messages.  This may be awkward at first, but will become easier with practice.  Split the group into pairs.  Give each pair a scenario card.  After reading the situation, each person will write out assertive messages following the steps on the board or flip chart.  Then each person will share the messages with their partners—getting any advice and making any changes that they might decide together.  Lastly, the pair will act out each situation with each other and practice delivering their assertive messages.

9. Make sure you go around to each pair to ensure that the instructions are clear.  Assist people as needed.  Allow at least 30 minutes for this part of the exercise.  After each pair practices two different situations, invite interested pairs to come up in front of the group and act out their assertive messages.  Use these situations to spark discussion and create many different approaches to these assertive messages.

10. Summarize the activity at the end of the session.

11. You will be able to evaluate the effectiveness of this exercise based on the role plays and discussion at the end of the session.  These final activities will give you some idea about whether participants are beginning to master the skills necessary for assertive behavior.

STEPS TO DELIVER AN ASSERTIVE MESSAGE

The Situation

Comfort and Angela are good friends.  Comfort has a part–time job and she has loaned money to Angela on several occasions.  Lately Comfort has noticed that Angela is becoming slower to pay the money back.  Comfort decides to discuss this matter with Angela and to ask her to pay the money back sooner.

	Steps
	Description
	Words you might say
	Messages

	1. Explain your feelings and the problem


	State how you feel about the behavior or problem. Describe the behavior or problem that disturbs you.


	“I feel frustrated when…”

“I feel unhappy when…”

“It hurts me when…”

“I don’t like it when…”
	“I feel frustrated when I lend you money and I don’t get it back in good time.”

	2. Make your request
	State clearly what you want to happen.
	“I would like it more if…”

“I would like you to…”

“Can you please…”

“I would prefer it if…”
	“I would like it more if when you borrow money you give it back on the agreed date.”

	3. Ask how the other person feels about your request
	Ask the other person to express her feelings about your request.
	“How do you feel about it?”

“Is that okay with you?”
“What do you think?”

“What are your thoughts?”
	“Is that okay with you?”

	Answer
	The other person tells you her feelings about your request.


	The other person responds.
	“Yes, I see what you are saying. I’ll try to give you back the money sooner from now on.”

	4. Accept with thanks
	If the other person agrees with your request, say thank you to end the discussion.


	“Thanks.”
“Great, I appreciate it.”

“I’m happy you agree.”
	“Thanks for understanding. Let’s go for lunch.”


Role Play Scenarios – Delivering an Assertive Message

Esther’s mother is annoyed at her for being in the business development skills training program. She says that Esther spends all her time in the training and does not help out with household chores anymore. She keeps yelling at Esther to quit the training so that she can help out more around the house. Esther believes the training can help her to improve her life by teaching her important skills. She decides to talk to her mother to explain why it is important to support her being in the training.

Josephine runs a small catering business. One day, the supplier she buys rice from says he wants to start charging her double for the rice from now on. Josephine knows that her business will not be profitable if she has to pay so much for rice. She decides to talk to her supplier to negotiate a better deal.

Princess has a one-year-old son with her husband Kenneth. Kenneth wants to have another child right away but Princess wants to focus on making her small business succeed. She decides to talk to her husband about waiting to have another child and using family planning such as contraceptives until they are both ready to grow their family.

Unit 4: Understanding Yourself and Your Customers
Lesson 3: Communicating Like Champions

Activity 4: Business Math Exercise

90 MINUTES

Advance Preparations

> Bring LD Bills of 5s, 10s, 20s

> Bring items that can be found in a market (e.g. fruit, sugar, water). Put the items on a table and write a price on them (e.g. 5 LD for a bunch of bananas).

Facilitation Steps

1. Tell participants that they are going to play a game to practice their math skills.

2. Ask for a volunteer to act as the businesswoman. Have her stand behind the table with the items and ask everyone to look carefully at the prices. Give her some LDs of different bill sizes (e.g. some 5 LD, some 10 LD, some 20 LD).

3. Then have another volunteer act as the customer. Give her some 20, 50 and 100 LD notes. Then have the “customer” choose an item and give the correct amount to the “businesswoman.” Make sure the customer uses larger bills to pay the businesswoman so they can practice counting change. Check with both participants and the rest of the group if the correct amount has been given.

4. When the transaction is complete, thank the volunteers and ask them to return to their seats. Then ask the group to explain the transaction that just happened (e.g. the eggs cost 20LD; the customer gave 50 LD; the businesswoman gave 30 LD change). As they go through the transaction, write down the equivalent using math on a flip chart paper (e.g. 50-20=30). Review the math with the whole group and ask them to write it down in their notebooks.

5. Ask for another pair of volunteers to come up and act as customer and businesswoman and go through the same exercise. 

6. This time after the transaction is complete, ask for a volunteer to come up to the flip chart and write down the equivalent using math. Be helpful and encouraging and use lots of praise! Math can be difficult!

7. If there is time left, write some simple addition and subtraction (and multiplication and division, if appropriate to the participants’ level) sums on the board for participants to practice.

Unit 4: Understanding Yourself and Your Customers
Lesson 3: Communicating Like Champions

Activity 5: Customer Service

120 MINUTES

Facilitation Steps
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Ask participants to think about how they communicate with friends and family.  Which type of communication do they use?

2. Ask participants who would you be communicating with as a small business owner?  Possible answers include: customers, suppliers, vendors, other business owners, police, business associations.

3. Would they be communicating with these people the same way they communicate with their friends? Why or why not?

4. Ask participants why communication is important for them as business women?  Explain that their communication with customers and other business people creates an image that reflects back on you, and can affect the success or failure of your business.

5. Ask participants to brainstorm what they think business communication should be like. Write their answers on a flip chart. Possible answers include: clear, calm, consistent, accurate, polite, professional.

6. Explain that one of the key things to making your business successful is showing good customer service. Write the words “customer service” on the board. Ask participants what they think it means.

7. Remind participants of the lesson on marketing. Explain that showing good customer service is a sure way of attracting and retaining customers. 

8. Divide up the participants into three groups. Give each group one of the customer service role plays and give them 20 minutes to prepare.

9. Each group should act out their role play while the others observe. After each role play, ask the participants what they observed to be “good customer service” and what was “bad customer service.” Make a list of both on a flip chart paper. Ask: was the business owner right to do what she did? 

10. After all the groups have finished acting out their role plays, review the lists of “good customer service” and “bad customer service.” Ask participants if they agree with the lists and if they have anything else to add.

11. Remind participants again of the importance of demonstrating good customer service.

Customer Service Role Plays

1. Musu has a small tailoring business. One day, a regular customer comes into Musu shop and complains about a dress that Musu had made for her a week ago. The customer says that the stitching was poor so the dress tore after she wore it only one time. She wants Musu to repair it for free. Musu is annoyed – she knows that she did a good job on the dress and the stitching was strong. She thinks that it was actually the customer’s fault for tearing the dress. Musu tells the customer that her work was good and it was the customer who tore the dress. Musu says that she can repair the dress but the customer has to pay. The customer starts yelling at Musu and Musu yells back. Finally, the customer says: “Heh, I will never come back to your shop again!”

2. Comfort sells fruit and vegetables at the market. One day, a man comes to her stall and says he wants to buy 2 kilos of tomatoes and 1 kilo of potatoes. Comfort tells him that the price is 200 LD. The man says loudly so everyone in the market can hear: “Eh, so expensive! These tomatoes don’t even look so good. I will give you 100 LD only.” Comfort doesn’t like that the man is shouting, but she remains calm. She thinks for a moment and then she says in a polite way: “I can give you a discount of 20 LD since you are a first time customer and I hope you come back.” The man says that is still expensive and he wants to pay only 100 LD. Comfort knows that she will not make any profit if he only pays 100 LD. She says firmly but with a smile: “I’m very sorry, but 180 LD is my best price. I hope you come back another time.” The man finally agrees to pay 180 LD.

3. Kona and Mary do hair braiding next to each other. One day a woman comes to Kona and asks her to fix her hair. But Kona is tired and in a bad mood that day. She doesn’t say hello to the customer and doesn’t smile. She just tells the customer to sit down. The customer says: “Eh, this girl is so rude. I don’t want her fixing my hair.” She goes next to Mary. Mary greets her politely and has a big smile. She says: “Can I help you with something?” The customer smiles back and says yes, I want you to fix my hair.” Mary says: “Please sit down, ma, and you can tell me what you want.” The customer agrees
UNIT 5:  Keeping Healthy, Safe and Protected

[image: image7.jpg]



Unit 5: Keeping Healthy, Safe and Protected 
Lesson 1: Healthy Living  

Lesson One allows the participants to learn about how to lead a healthier lifestyle, how to avoid sickness, how to take care of themselves and keep their energy high and ultimately how to make better decisions about what is good for their body.  

Learning Objectives

At the end of this lesson, participants will 

· Be able to identify ways to lead a more healthy lifestyle 

· Be better informed on the decisions they make about their health 

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Keeping My Body Clean 

60 min
	> Make photocopies of Everyday Personal Hygiene Activities  for each participant


	Everyday Personal Hygiene Activities  
	>Participants are able to identify everyday necessary hygiene practice

>Participants can identify the links between hygiene and staying healthy 

	
	
	
	

	Activity 2

Common Sicknesses

60 min
	> Draw on a flip chart a picture of a mosquito, worm, fly and dirty water

>Review Common Liberia Illnesses sheet and make copies for participants


	Common

 Liberia Illnesses sheet 
	 > Participants will be able to identify common sicknesses 

> Participants will be able to better understand the need to treat common sicknesses



	Activity 3

Eating Habits 

60 min


	
	
	>Participants will be able to identify healthy foods in their community 

>Participants will understand how these foods can help their bodies 

	Activity 4

Drugs, Alcohol & Tobacco 

90 min


	>Make copies of the Drugs, Alcohol, Tobacco & Their Effects for each participant


	Drugs, Alcohol, Tobacco and their Effects sheet


	>Participants can identify the harmful effects of drugs, alcohol and tobacco 

>Participants are able to identify ways to prevent their use and abuse

	Activity 5

Review Game

90 min
	>Prepare list of questions and answers from Lesson 1 for a review game
	
	>Participants review key concepts from Lesson 1


Unit 5: Keeping Healthy, Safe and Protected 
Lesson 1: Healthy Living  

Activity 1: Keeping My Body Clean(  

60 MINUTES

Advance Preparation:

> Make photocopies of Everyday Personal Hygiene Activities for all participants

Facilitation Steps
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Welcome participants to the training. Explain to them that these next few days will be dedicated to learning about how to keep themselves healthy, safe and protected. The topics covered will range from understanding our bodies, to sexually transmitted diseases and finally understanding ways of preventing and responding to gender based violence. This information will support us in leading more healthy and safe lifestyles, which will of course be beneficial to the running and managing of our businesses.   A healthy and happy person is a more productive and successful person. 

2. Introduce this activity by informing participants that they will be looking at the ways in which they can take care of their bodies.  

3. Ask participants to say the things they do every day to keep their bodies clean and to make sure they do not get sick.  Give an example like taking a bath or shower.  Write down the things that participants name on a flip chart. 

4. Have fun with this activity and ask participants to explain or show how they do the things they name like wash their hands or brush their teeth. It is also important to make sure they know how to do these things properly and are not just doing them quickly.   

5. When participants are finished naming things, distribute handouts of the list of everyday personal hygiene activities.

6. Divide participants into groups of 4.  As each group to focus on one of the activities named above (make sure groups all choose different activities). 

7. Ask the groups to discuss the following questions:

· Why do we need to do this activity?

· What will happen if we do not do this?

8. Call participants back to the big group and have each group present what they discussed.

9. Explain to the group that doing these things help to keep our bodies healthy.  If these things aren’t done it is highly likely that you yourself will get sick and also make others sick (for example: if you do not wash your hands after using the toilet and then touch others you may get them sick).  Let them know that more than half of all illnesses in young children are caused by germs that get in their mouth through food, water and dirty hands.  

10. Wrap up by telling participants that keeping yourselves clean will not only keep you healthy but also allow you to be more presentable and professional as a business person.  You will feel better, carry yourself better and be more productive.

Everyday Personal Hygiene Activities
1. Take bath with soap at least twice every day, washing all private parts, under the arm, and other areas of the body that smell bad.

2. Wear clean underclothes after each bath.
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3. Women should bathe frequently when seeing their period or “time.”

4. Women should wash their hair at least once a week using soap or shampoo and men should wash every day or every other day. 

5. Brush your teeth twice a day and rinse well after every meal. Brushing your teeth before going to bed is important. 

6. Wash hands thoroughly with soap and water before and after every meal.

7. Wash your hands after visiting the toilet. Soap and rinse between fingers, nails, and back of the hand.

8. While cooking, you can prevent food from spoiling by keeping your hands clean. While handling food avoid scratching, or touching the ears, nose, mouth or other body openings. Wash your hands after using a handkerchief or tissue to wipe your nose.

9. Keep your nails short. If women use nail polish, they should be careful to not let it break off and drop in the food. Grow nails only if you can keep them clean. Clip nails short, along their shape

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 1: Healthy Living 

Activity 2: Common Sicknesses*
  
60 MINUTES

Advance Preparation:

> Draw on a flip chart a picture of a mosquito, worm, fly and dirty water

> Review Common Liberia Illnesses sheet and make copies for participants

Facilitation Steps
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1. Explain to participants that last activity they discussed how to keep clean and therefore not get sick as much.  This activity they will be discussing some common sicknesses in Liberia and how they can prevent them.

2. Ask participants to name a sickness they have had, seen or heard of in their communities.  Write their answers on a flip chart (take up to 5 answers).  

3. For each sickness ask participants:

· How do you know when someone has this? 

· What signs or symptoms do they show?

· What do they look like?

4. Display the prepared flip chart of drawings and point at each picture and ask participants which sickness is associated with each picture.

· [image: image119.emf]Mosquito (malaria)

· Fly (diarrhoea) 

· Worm (problems with the intestines and stomach and with skin and rashes)

· Dirty Water (stomach problems, diarrhoea and skin problems)

5.  Then ask them if they know how the sickness can be prevented (use the Common Liberia Illnesses below as reference).

6. Next separate participants into groups of 6. Ask the group to identify traditional cures for 2 of the sicknesses mentioned Earlier.  

7. Once they have done that, write the following 3 questions on the flip chart and ask them to discuss them in their groups:

· Name 2 good things and 2 bad things about traditional medicine?

· What are 2 good things and 2 bad things about being treated in a health center or clinic?

· Are there things available at health clinic that are not available through traditional medicine?

8. Have a representative from two of the groups present back their answers. Then ask the rest of the groups if they have anything to add.  Guide the participants through further discussion around the benefits of health clinics. 

9. Next ask the group the following questions:

· When should you get help for a sickness?

· How do you decide where to go when you get sick?

10. Guide participants to recognize that it is important for them to get treatment for any sickness before it gets too bad.  As soon as symptoms or not feeling well start, you should address the problem immediately instead of waiting for it to go away.  Often the longer you wait the worse you can get.  While traditional medicine and health clinics can both cure us we need to make sure and be careful that where we go to get treatment knows our problems and is aware of how to address them in a healthy and safe (and timely) manner.

11. To wrap up the activity discuss with participants the following questions (guide participants to dig deeper into some of the causes of common sicknesses as well as the best way to treat them and the considerations that must be taken when sicknesses affect different people):

· Is there a certain time of year when people get sick more often? If so why?

· Are there some sicknesses you should always go to a health clinic for treatment?

· Are there different treatments for sicknesses for men/women/children?

12. Conclude by stressing importance of addressing sickness properly and to understand that common sicknesses are preventable and treatable when caught on time and taken care of.  Also stress that it is important to consult health workers and qualified doctors and nurses when seeking treatment to ensure that everything is being done properly. 

13. Handout copies of the Common Liberia Illnesses sheet found below for each participant to use for their reference. Read through the sheet or summarize the information from the sheet together with trainees.

Common Liberia Illnesses

Malaria

· Malaria is a sickness that is caused by an invisible bug, called a parasite, which is carried by mosquitoes. When a mosquito bites someone, it carries the parasite to that person. This is how malaria spreads from one person to another person.  If there are no mosquitoes around to bite people, the disease cannot spread. [image: image120.emf]
· Mosquitoes grow in pools of water that are left undisturbed. Make sure that you don’t leave buckets or holes in the ground filled with water that help mosquitoes to grow. 

· It is hard to get rid of all mosquitoes, so it is also important to avoid being bitten by mosquitoes.  Sleeping under mosquito nets that have been treated with a special poison to keep the mosquitoes away is very important. If the mosquito doesn’t bite, you won’t get sick. 

· Children are especially at risk of getting malaria and they can die quickly. 

· If you think you have malaria (high fever, headaches, generally tired overall), you should see a doctor and start taking medicine as soon as possible.  The longer you wait to take medicine, the more small bugs will grow inside your body, and the sicker you become. People can die from malaria.

Running stomach
· There are many sicknesses that can cause running stomach. Sometimes running stomach happens when we eat food that is not good. Other times, running stomach means we have a more serious sickness. 

· The first thing to do with a running stomach is to make sure that you keep drinking water. Keep water in your body so you can fight what is making you have the running stomach. 

· If the running stomach keeps happening, you will need to go to the health center to see if it is one of the following illnesses: 

· Cholera is caused by small bugs that get into your stomach from drinking dirty water. Your stomach aches, you vomit, and at the same time you have a very bad running stomach that you cannot control.  
· Dysentery can make you get a very running stomach and you may see red blood in the stool when you go to the bathroom. You also feel very tired. 
· Giardia makes you have a bad taste in your mouth when you belch and very foamy yellow stools. It can also cause running stomach.

Rashes or craw-craw 

· A rash is an infection on the skin. Sometimes rashes are caused by not cleaning our bodies, other times it comes from the air around us. If a rash becomes very bad, sometimes we need medicine to get rid of it. 

Malnutrition 

· Malnutrition affects children more than big people. Children who don’t eat enough of the right foods can stop growing, become very thin, and can’t keep food down. When a mom is breastfeeding and hasn’t eaten herself, she too can become malnourished. This is very bad for both the mother and the baby. 

· One kind of malnutrition that can be avoided if we eat a balanced diet is Kwashiorkor. This sickness is a bad type of malnutrition in infants and children that is caused by a diet high in carbohydrate and low in protein. 

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 1: Healthy Living 

Activity 3: Eating Habits(   

60 MINUTES

Facilitation Steps
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Explain to participants: We have talked a lot about how to be healthy.  We discussed personal hygiene and how to deal with common sickness, now we are going to talk about eating habits.  Food and nutrition are very important in keeping our bodies healthy.  Most people get sick because their bodies are not strong enough to fight off the sickness. By eating the right types of foods and enough of the right types of foods your body will be strong.  

2. Tell them that in this activity we will explore further the different types of healthy foods that can be found in your communities.

3. Ask participants to name the types of food they eat everyday. Write the answers on a flip chart.  

4. Explain to participants that when food is eaten it provides the body with supplies for energy, growth and maintenance or keeping up.  Based on this foods can be divided into three groups (write the following on the flip charts):

· Energy - helps us to get through the day

· Body Building - helps to grow muscles and develop

· Protective - keeps are immune system healthy and fights disease, keeps the body strong 

5. Place the flip charts next each other on the wall, refer participants to the flip chart with the foods just written and ask to participants if they can pair the foods the mentioned with what group they would be in. This might be difficult so they might need some help or clues along the way.

6. After participants have gone through their ideas let them know what types of food are in which group:

· Energy -  starches and carbohydrates like rice, plantain, yam, sugar cane, cassava, breadfruit, palm oil, different types of bread

· Body Building - proteins like fish, chicken, meat, eggs, peanuts, beans, cabbage, milk

· Protective - fruits and vegetables like oranges, pineapples, watermelon, apple, paw paw, potato greens, cassava leaf, vegetable oil and tomatoes 

7. Explain that the food you eat every day is your diet.  Tell participants that it is important to have a balanced diet.  A balanced diet means that you are eating from all three food groups everyday and that your food and drink is in proper proportion, which means you should not have too much of any one item. 

8. Explain a balanced diet further by covering the following points:

· Makes the body stay strong and fight off sickness

· Means eating different types of foods including plenty of fruits, vegetables and grains

· It also means making sure that you do not eat too much food with oil and lots of fats (things that are fried) 

9. Pair participants in groups of 3.  Tell participants that they need to create a meal plan for one whole day keeping in mind the Earlier discussions about the three food groups and a balanced diet. 

10. Have a few groups present their balanced day of meals.  Wrap up by telling participants that in order to have energy, to prevent sickness and to ensure healthy growing and living it is important to have a balanced diet.  

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 1: Healthy Living  

Activity 4: Drugs, Alcohol & Tobacco    

90 MINUTES

Advance Preparation:

>Make copies of the Drugs, Alcohol, Tobacco & Their Effects for each participant

Facilitation Steps

1. Explain to participants: We have talked about the things you can do to keep you healthy now we will talk about some of the things that you do that are dangerous to your health.  As your age group is the major group of people in society who misuse drugs, alcohol and tobacco it is important for us to understand their effects.

2. [image: image122.emf]Ask participants to turn to the person to their left.  In pairs tell them to identify 2 types of drugs, 2 types of tobacco and 2 types of alcohol that can found within the community.  Once participants are done have several groups share their answers.   

3. Next ask participants the following questions:

· Is it safe to use the things mentioned? Why or why not?

· What happens when someone uses them often? (Prompt trainees to think about emotional effects as well as physical ones)

4. The discussion should highlight that using drugs, alcohol or tobacco constantly is called abuse.  Abuse can turn into addiction when a person feels they cannot live without having drugs, alcohol or tobacco (for an extended period of time). As people start to abuse these items more they become more used to them and need more of them to be satisfied, this can cause permanent harm to your body.  

5. Ask participants if they know of any of the harmful effects of drugs, alcohol and tobacco.  Go through each of the three item (drugs, alcohol and tobacco) and call on participants to name one or two effects of each. Prompt participants to think about emotional effects as well as physical ones.

6. After participants have given their input, distribute the handout Drugs, Alcohol & Tobacco & Their Effects and have participants take turns reading it out loud.  

7. Explain to participants that despite these harms many people heir age continue to use these items.  Ask them if anyone can think of why girls might feel they should use tobacco, drugs or alcohol. Encourage participants to draw out answers that include:

· To feel and think differently or change their personality

· To reduce stress, trauma, depression or frustration

· To try and forget bad experiences

· To fit in or be a part of a peer group 

8. Ask participants for 6 volunteers to participate in a skit.  Give the other participants a 10 minute break to allow time to explain to the volunteers what they will be doing.  Tell the volunteers they are going to act out a skit involving 6 girls.  The skit should be five minutes long and should feature the following stages:

· Two girls encouraging other girls individually to use a particular drug, smoke a type of tobacco or drink alcohol (Pick one type of drug or alcohol)

· How do the girlss that took that drug act? Act out how they behave when they are on the drug (either in public, at home, school, etc.)

· Two or more girls who refuse using the drug(s), tobacco or alcohol and their friends’ reactions to them

9. Give them about 5 minutes to prepare the skit and remind them that the skit should be no longer than 5 minutes. One facilitator should sit with them as they are planning to make sure it is running smoothly and they are clear on the directions.

10. When the 6 volunteers are finished call back the group and ask the volunteers to perform the skit. 

11. When the skit is finished ask the audience what their advice would be to the two who refused the alcohol or drugs.  Guide answers to include:

· Just keep saying no if you don’t want to allow people to pressure you

· Explain to your friends who are taking the drugs the harmful effects. Maybe they will change their minds 

· Remove yourself from the situation if you don’t feel comfortable
12. Next ask participants what their advice would be to those who are taking the drugs or alcohol.  Guide answers to include:

· Wait until the person is sober to talk to them and have a conversation about the harmful effects of drugs or alcohol

· Don’t blame or criticize the person that will just make them upset let them know they need to address issues before drugs and alcohol really hurt them 

13. Wrap up the discussion by asking participants the following questions:

· How can we tell if our friends and family are hooked on drugs?

· Is it easy to stop using drugs?

· What can happen if we become addicted to drugs? What can happen to our relationships with friends and family?

· How can abuse of drugs or alcohol affect their business?

14.  Finally let participants know that drugs and alcohol can very easily get in the way of them reaching both their business and life goals.  In order to ensure they are able to achieve what they hope to in their lives they should steer clear of abusing these substances. Explain that at the next session they will be getting a handout of places to go to get help with drug or substance abuse.

Drugs, Alcohol, Tobacco

Their Effects

1.
Tobacco (cigarettes, cigars, tobacco leaves, snuff)

· [image: image123.png]


difficult to sleep or concentrate when users try to stop 

· causes cancer of the tongue, throat, lungs, large intestine or colon

· damages blood vessels and the lungs which can lead to hypertension (high blood pressure), stroke, heart disease or lung infections.

2.
Alcohol (whisky, rum, gin, beer, locally distilled rum like cane juice, etc)

· when drunk, a person does not speak clearly

· may become bad-tempered, violent

· may become more risky than normal and will do things that he/she will not do when sober

· [image: image124.png]


increased mental disturbance

· behave irresponsibly like having sex without protection

· accidents

· increased risk of liver disease

· depression, fatigue

3.
Cannabis (pot, grass, weed, hash, dope, marijuana): This drug comes from the Indian hemp plant. Its leaves, flowers and stem are smoked. Cannabis makes the user feel temporary relief from the real world. This state makes the user lose their sense of judgment and also the ability to make simple decisions. 

· causes lung cancer

· damages a person’s memory

· reduces a person’s capacity to concentrate 

· affects a person’s ability to understand

4.
Hallucinogens: these are drugs that make the user to hallucinate (that is to see things that do not exist). The user experiences:

· loss of sleep and appetite

· long-term mental disturbance

· unusually high body temperature

· anxiety, aggression and paranoia which is a condition that causes people to be very suspicious of others.

· loss of memory

· inflicting injury on oneself while hallucinating

· convulsions, unconsciousness and death from overdose[image: image125.jpg]



5.
Narcotics or ‘hard drugs’: are very addictive. Examples are heroin and cocaine:

· very expensive so the user may have to steal or do prostitution to be able to buy them

· sometimes injected into the body and the users generally share needles so it increase the risk of them contracting and transmitting HIV

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 1: Healthy Living  

Activity 5: Participant Led Review Game

90 MINUTES

Advance Preparations

> Work with and select 2 participants to lead this Review Game 

>Make notes of the key concepts from the previous lesson

> Prepare game and relevant materials 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
Unit 5: Keeping Healthy, Safe and Protected 
Lesson 2: Our Bodies Our Selves   

Lesson Two allows the participants to learn more specifically about what it means to be a woman physically.  It also examines in more detail sexual relationships between men and women and their effects, specifically focusing on pregnancy.  The lesson provides information on healthy pregnancies, how to prevent unwanted pregnancy and making decisions about family planning with your partner.

Learning Objectives

At the end of this lesson, participants will

· Understand their female bodies

· Be better informed to make decisions about their sexual activities 

· Understand the basics of prenatal care

· Know how to prevent unwanted pregnancy

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
My Body My Self 90 min
	> Blank sheet of paper and markers for each participant 

>Several copies of Everyone is Different to pass around 

> Prepared flip chart with Tips for your Period written out 

> Chart on Adolescent Sexual and Reproductive Health 
	Several copies of Everyone is Different to pass around 


	 >Participants can identify the changes in themselves as young women 

>Participants understand their own physical development and self image 

>Participants understand the workings of the sex organs 

	
	
	
	

	Activity 2

Healthy Pregnancy

30 min
	
	
	>Participants understand how pregnancy occurs 

>Participants can identify the signs of pregnancy

> Participants understand the steps to follow to ensure a healthy pregnancy

	Activity 3

Preventing Pregnancy

60 min
	>Copies of Safe & Not Safe Contraceptive Methods for each participant 


	Copies of Safe & Not Safe Contraceptive Methods for each participant 


	>Participants can identify the physical and emotional challenges of having a baby too Early

> Participants can name safe and unsafe methods of contraception

	Activity 4

Decision Making with Your Partner

45 min
	
	
	>Participants can identify positive ways to approach decision making on family planning with their partners


Unit 5: Keeping Healthy, Safe and Protected 
Lesson 2: Our Bodies Our Selves   

Activity 1: My Body My Self   

90 MINUTES

Advance Preparation:

> Blank sheet of paper for each participant 

> A few copies of Everyone is Different to pass around 

> Prepared flip chart with Tips for your Period written out

> Chart on Adolescent Sexual and Reproductive Health

Facilitation Steps

Part A: Changes in our Bodies 

1. Explain to participants that they have already discussed how to keep themselves and their bodies healthy, energized and ultimately ready to start their business. Now they are going to explore further their understanding of their own bodies and sexuality.

2. Walk around the room and post 6 sheets of flip chart pape[image: image126.jpg]


r on the walls.  On each flip chart paper, write one of the following words: MAN, WOMAN, BREASTS, PENIS, VAGINA, BUTTOCKS.

3. Instruct each participant to move around the room and write the slang or more common word or phrase for each of the words on the piece of paper (if need be pair literate girls with illiterate girls). Encourage them to use any words they know even if they sound bad or nasty.  

4. Once everyone is finished ask participants the following questions:

· Were you embarrassed to see, write or hear any of these words? Why or Why not?
· When do we use slang words and when do we use the more formal or fancy words? Why?
· Do some of the words seem harsh or mean?
· Do we ever use these to talk about men and women in general? How do you think that makes people feel?
5. Explain to participants that this exercise was to get us more relaxed and ready to talk about our bodies.  For the rest of the day we are going to discuss some topics and use some words that may make us uncomfortable or embarrassed.  But we need to make sure we take it seriously and ask questions when needed as the information will be important for our health, our understanding of ourselves and for making good decisions in the future.
6. Hand out blank sheets of paper to each participant and ask them to draw themselves when they were 10.  Tell them to be specific about how they looked physically. 

7. Once everyone is finished ask participants how the drawing they made of themselves is different from how they look today.  Have them point out the differences. 

8. Explain that as you have become and are continuing to become a young woman/adult your body has made many changes.  Some of these changes you can see and some of these changes you can’t.  If participants haven’t covered all these changes from the discussion of their drawings make sure they know that when a girl becomes a young women:

· Hair grows under her arms and in her pubic area

· Her breasts grow and change 

· Her hips broaden and her height and weight increases

· Her period or menstrual cycle begins

9. Explain that everyone grows and develops at different rates. Pass around the Everyone is Different sheet below for participants to look at.  Let them know that all of these drawings are of people who are the same age, however their bodies all look very different.

10. Emphasize to the participants that each person’s body, shape and development is different.  They should not feel the need to compare themselves to others and there is no standard way that each person should look.  Everyone is unique and special in their own way.  

Part B: Sex Organs 

1. Now that we have examined the changes in our body and begun to become more comfortable with discussing these topics we are going to go further into understanding our sexual organs as females as well as understanding the sexual organs of males.  This knowledge is important, as it will provide us with information to make more informed choices about our sexual activity.  

2. Show the picture of the male sex organs from the chart on adolescent sexual and reproductive health.  Give them several minutes to look it over.  Tell participants that we are first going to start talking about the Male organs.  

3. As they are looking at the sheet ask them to follow along when the parts are mentioned and explain that the PENIS is the male sex organ through which urine and semen pass. When a man is aroused, his penis becomes stiff (an erection) and ejaculation of semen may occur.  Ejaculation is the top of sexual excitement, semen travels out the opening in the tip of the penis.   When a man ejaculates part of the fluid is made up of SPERM which is the male reproductive cell, this cell can causes pregnancy.  

4. Explain that the TESTICLES are the two male reproductive glands located in the SCROTUM which acts like a bag or sac.  They produce sperm and the male sex hormone testosterone.  This hormone causes the body to change at puberty. The testicles are very delicate. 

5. Tell participants that you are going to read a few statements and ask them if they are TRUE or FALSE. After hearing from participants, explain and discuss the correct answers:
· If you do not exercise the penis through sex it will stop working- This is FALSE explain to participants that not having sex altogether or waiting does not hurt the penis

· A penis increases in size the more you have sex- This is also FALSE your penis size is determined by what you inherit from your parents not anything you do with it

· Men sometimes release semen and ejaculate at night while they are asleep this is called a wet dream- TRUE.  It is the body’s way of getting rid of excess semen and is perfectly normal

· A small penis cannot please a sexual partner- FALSE.  The size of the penis has little effect on the enjoyment of sex 

· Boys with penises that are too big or too small cannot use condoms-FALSE. Condoms are made to fit tightly and everyone can use them.

· You need to have sex whenever you get an erection-This is also FALSE.  Erections go down on their own and it’s not necessary to have sex when a man has one.  

· Each teaspoon of seamen contains 500 million sperm- TRUE. Each one of these sperm can cause pregnancy.  

6. Ask participants if they have any questions before moving on to the Female organ. Show participants the picture of the female organ from the chart on adolescent sexual and reproductive health. Point to the parts as you discuss.  

7. Explain to participants that the VAGINA is a passageway from the uterus to the outside of the body.  This is where sperm goes during sexual intercourse, it is where babies travel during birth and is also where menstrual blood passes from the uterus to the outside.  The vagina in an adult woman is very strong, extremely stretchy and very muscular. The UTERUS is about the size of a small fist, it is the place where a baby grows and develops during pregnancy.  The OVARIES are the main female reproductive organs.  Thousands of eggs are stored in the ovaries from before birth. These eggs begin to mature at puberty. After puberty one egg (ova) matures and is released each month.  This is called ovulation and happens about 14 days after a woman’s period.  If this egg is fertilised by a sperm a woman becomes pregnant.  The CLITORIS is the female counterpart of the penis.  This small sexually sensitive organ is located at the center top of the inner lips above the urethral opening. 

8. Tell participants that you are going to read a few statements and ask them if they are TRUE or FALSE. After hearing from participants, explain and discuss the correct answers:
· The vagina is the dirtiest part of your body- FALSE. Tell participants the mouth is actually the dirtiest part.  Vaginal fluids and period blood are actually clean but once they leave the body, bacteria can breed and they can become smelly.

· The vagina is not closed at the end it is just a big hole- FALSE. The vagina is closed at the end by the cervix.  Condoms and tampons will not travel up the body.  

· The vagina has to stretch many times in size to allow a baby to leave the mother’s body-TRUE.  The vagina is very stretchy and needs to expand in order to give birth.

· It is dirty to touch your vagina- FALSE.  The vagina is part of your body and as such you are free to touch it in private.  Unless you feel comfortable or have given consent no one should touch your vagina except for you. 

· The vagina is only for the pleasure of men- FALSE. The vagina is part of a woman’s body, it functions as reproductive organ as well as a source of pleasure for her and her partner.  

· When women are aroused the clitoris enlarges similar to the penis- TRUE.  This results in pleasure and can cause an orgasm.  

9. Ask participants if they have any questions before moving on.  Tell participants we are now going to talk more specifically about our menstrual cycles.  

10. Explain to participants that menstruation or periods mark the beginning of puberty.  Menstruation is when the lining of the uterus breaks down and flows out of the vagina in the form of blood.  When a girl begins to menstruate it means she is capable of getting pregnant.  During your period you may have pain in the tummy.  This is called period cramps.  Once a month when the egg is released the uterus gets ready for a baby by making a soft lining or cushion using blood and other body fluids.  If the egg does not meet with the sperm it will not become fertilized and the uterus sheds the lining.  This shedding or bleeding lasts usually 3-7 days.  

11. Further explain that the menstrual cycle usually lasts 28 days from the start of one period to the start of the next.  This can vary between 21-35.  Many girls keep a calendar to keep track of their periods so they can prepare for when it comes.  Although sometimes periods are irregular it is good to have an idea of when to expect them.  Keeping a calendar is good for preparation but does not help to determine which days you are less likely to get pregnant. As mentioned some periods are not regular and even if you try and predict you could be wrong.  

12. Put up the prepared flip chart with Tips for your Period copied from below.  Have a participant read out each one and answer questions the group may have.  

Everyone is Different…
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Tips for your Period

1. Be prepared and keep track of when your periods are

2. Drink plenty of water as this can help to make sure you stay healthy and do not feel as tired or uncomfortable from your period

3. Eat foods that are rich in iron like fish and beans.  This will help you replace the nutrients lost in bleeding

4. While menstruating wash yourself more than once a day to ensure you stay clean.  

5. Do not use deodorants or perfumes on your genitals, this will cause irritation and rashes 

6. Use something clean to catch or soak up the blood, this can be a tampon or a sanitary napkin found in stores or can be clean cloths that you can cut to fit your underpants.

7. Change the pads, cloths or tampons regularly to avoid staining, smell and bacteria. 

8. Remain active, even if you are tired and want to lay down, doing exercise and moving around can often help with period cramps 

Unit 5: Keeping Healthy, Safe and Protected:

 Lesson 2: Our Bodies Our Selves 

Activity 2: Healthy Pregnancy(   

30 MINUTES

Facilitation Steps

Part A: Understanding Pregnancy 

1. Last activity we learned about our sexual organs and how they work.  With this activity we are going to spend some time discussing how we get pregnant and what we can do to make sure we only get pregnant when we are ready and capable of taking care of a child.
2. Explain to participants that whenever a male and a female have unprotected vaginal sex it is possible for a pregnancy to occur. 
3. Further explain that when a male ejaculates in a female’s vagina, sperm is deposited, and they immediately begin to swim towards the cervix. The sperm will swim up through the cervix, into the uterus, and up into the fallopian tubes where they can live for approximately 3 to 5 days.  
4. Continue explaining that ff an egg is already in one of the fallopian tubes or arrives in the fallopian tube within those three to 5 days, one of the sperm can enter the egg cell and fertilize it. The new fertilized cell formed when the sperm enters the egg divides to make two identical cells. These cells continue to divide until a solid ball of cells has formed. The ball of cells travels down the fallopian tube and attaches itself in the lining of the uterus. This takes place about three weeks after your last period, and is the beginning of pregnancy. (Hold the male & female sex organs chart from last session and point out the items you are talking about at the front of the room)
5. Remind participants to keep in mind that pregnancy can happen even if you have unprotected vaginal sex only one time.

6. Ask participants if they know some of the signs of pregnancy.  Write their answers on a flip chart. If all of the following are not mentioned make sure to tell them to participants:

· Missed menstrual period

· Tenderness of the breasts

· Nausea or feeling like you want to vomit

· Being very tired

· Having to go to the bathroom more often than usual 

7. Explain to participants if they are not sure if they are pregnant they should get a test which can be done at a local health clinic.  

8. Divide participants into groups of 4. Ask the groups to make a list of the things they should do if they are pregnant to ensure that the baby is healthy. Ask the groups to report back. If all of the following are not mentioned make sure to cover them.

· Start going for prenatal (before delivery) care as soon as you know that you are pregnant. The purpose of prenatal care is to ensure that you and the baby are in good health, to recognize any problems and treat them promptly, and to prepare yourself for a safe delivery and motherhood.

· Be organized. Follow a schedule of regular visits for prenatal care. Go as often as the health worker tells you.

· Sleep under a mosquito net, and protect yourself from dengue and malaria.

· Get plenty of rest.

· Don’t drink alcohol and don’t take drugs. If you need to take medicines, be sure you ask your doctor if you can take them while pregnant.

· Think about what you eat, and make sure that it is nutritious. Eat foods such as beans and eggs. Eat plenty of fresh fruits and greens. You also need minerals such as calcium. Calcium is found in milk but a less expensive source is small fish with bones still in them.

· Take iron supplements which may be provided by the hospital or clinic. Your body needs a lot of iron to stay strong and healthy during pregnancy.

· Take a voluntary HIV test, just in case, since you will have to take several measures to protect yourself and the baby if you are HIV positive (explain that we will discuss this further during later sessions).

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 2: Our Bodies Our Selves   

Activity 3: Preventing Pregnancy(   

60 MINUTES

Advance Preparation:

> Copies of Safe & Not Safe Contraceptive Methods for each participant 

Facilitation Steps

Part A: Are you ready to have a child? 

1. Explain to participants that while having a baby can be a life changing and wonderful experience, it can also be harmful to both yourself and the baby if you are not prepared or ready.  This can both be in terms of the physical birth and health of the baby as well as the emotional and social development of the baby.  

2. Explain that young mothers may be at risk for more complications during pregnancy as well as have fewer resources to take care of the baby properly when it is born.

3. Explain to participants that physically younger girls are not as developed as adults. Parts of their body are still growing, parts like the pelvis which are the bones surrounding the birth canal.  Girls who become pregnant at an Early age often have difficult deliveries because their pelvis is too small. This could lead to needing to have C section which in places like Liberia can be complicated surgeries.  Also young girls are at greater risk of anemia or weak blood, high blood pressure or dangerous fits during pregnancy which can lead to exhaustion, infection, injury and death.  Young girls are also at high risk of delivering babies too Early before the baby is ready to come out.  

4. Tell participants to turn to the person to their left and discuss the following question:

· What are the things you think you need to have before having babies?  

· If you already have a baby what are things you wished you knew before you got pregnant?

5. Ask a few participants to share their answers and discuss with the group.

6. Highlight to participants that having children when you are too young can be difficult but also let them know that having too many children can be equally as difficult. Too many children can put a strain on your economic situation, your ability to run your business and to achieve your goals and dreams in life.  

7. Next read out or ask for volunteers to read out Baindu’s story.

8. Once the story is finished discuss the following questions:

· Why do you think Baindu went through pregnancy successfully?

· Are there any advantages of receiving prenatal care during pregnancy?

· Baindu’s mother seems unsupportive. Why? How can Baindu handle this problem?

· Mothering and child care is not easy. How can Baindu get support?

· What are the responsibilities of the father of Baindu’s child? Should she try to get help from him or his family? How can she do so?

· If Baindu cannot go back to school what else can she do? If you were Baindu which would be your choice? School or trade. (give reasons)

· How can Baindu help other girls in her community?

Part B: Methods of contraception 

1. Divide participants into two groups.  Have one group discuss practices or methods which can be used to prevent pregnancy and have another group discuss practices or methods that will not protect against pregnancy.  Give each group a flip chart and markers to record their discussions.

2. Have the two groups present their flip charts.  Ask participants if they agree with what is written on each of the groups flip charts and have them discuss where they may disagree.  

3. Once the discussion is finished hand out the Safe & Not Safe Contraceptive Methods sheet below to each participant.  Have participants read through them out loud and answer any questions that may come up.  Let participants know we will be talking about some of these methods in more detail in sessions to come.  Also let them know that these methods can be used to not have children but can also help in limiting the number of children a family has.  

Baindu’s Story 

Baindu, a 14 year old student of Bandoli Junior High School, became pregnant after a short affair with a new teacher in the school. The pregnancy was nEarly 6 months old before Baindu’s mother noticed it. Baindu had to drop out of school but luckily for her, her aunty was a counselor for the local Family Planning Association office in their town. Her aunt helped her to think about going back to school after having the baby. Her aunt also helped her to go to the local clinic where she got pre and post natal care.
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The baby is now 2 months old and even though Baindu’s mother agrees that she should go back to school, she is not willing to help her with school fees, uniform, etc. Instead she tells her to go to the man that impregnated her. Her mother claims she has no money and in fact Baindu wasted her money she used to register and pay tuition. Sometimes Baindu’s mother leaves her alone with the baby for weeks as she is an out of town trader. Baindu finds it difficult to handle the situ ation. 

Baindu is sure in herself that she will do well if she goes back to school but what can she do now?

Safe & Not Safe Contraceptive Methods
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Safe Methods Include:

Condoms: A condom is a soft latex rubber tube that is put on a man’s erect penis before intercourse. When the man ejaculates the sperm is caught in the condom and fluids do not enter the woman’s body. Condoms are widely available and inexpensive.
Pills: Pills contain a very small amount of hormones that prevent t he monthly release of an egg (ovulation) from your ovaries. A woman does menstruate when taking the pills, but the pills make many women’s periods lighter and less painful. Pills are very effective in preventing pregnancy, but you must take them every day. If you miss more than a day you can get pregnant because your fertility returns as soon as you stop taking the pills. Pills do not protect against HIV or any other sexually transmitted infection (STI). Therefore they are best used with condoms. 
Injections: The injection contains hormones that prevent ovulation. Within 24 hours of the first injection, you are protected against pregnancy for three months. Injections are easy because you do not have to remember to take a pill each day or to do anything before you have sex. Injections are also very private—no one can tell that you are using this contraceptive method. Most women become fertile again within a year of stopping the injections, but some become pregnant more quickly. Injections do not protect against STIs/HIV so they are only suitable if you are also using a condom.

Implants (Norplant®): Implants are six small tubes that are put under the skin of the upper arm. The small tubes release hormones that prevent ovulation. As with injections, you do not have to remember to take a pill or to do anything before having sex. The implants last five years, but they can be removed sooner. They are very effective in preventing pregnancy, but they do not provide any protection against STIs/HIV so you should always use a condom.

Spermicides (contraceptive foam, tablets, jelly, or cream): Spermicides kill the man’s sperm before it can enter the uterus, but it does not hurt the man or the woman. Spermicides come in different forms—creams, jellies, foams, and tablets—and are inserted into the vagina just before sexual intercourse. Spermicides should be used with condoms because they provide only a little protection against STIs/HIV. In addition, they are not as effective as pills or injections in preventing pregnancy. Unlike pills and injections, you do not need to get spermicides from a health provider. You can get them straight from a pharmacy. 

Not Safe Methods Include:

Withdrawal: Withdrawal is when the man pulls his penis out of the vagina before he ejaculates. This is very unsafe because many men do not have the control to pull the penis out in time. Often men do not know that they are just about to ejaculate until it is too late. Also, a few drops of semen often leak out of the penis before ejaculation, and these few drops can be enough to cause pregnancy. 

“Safe Days”: Some women try to wait for the days when they think that they are not fertile. This method is very unreliable for anyone, but especially for young girls, who do not have regular periods. 

IUD (or Coil): The IUD is inserted into the uterus by a health worker. It is easier to fit in a woman who has had children so it is not recommended for young girls. IUDs can also make an Sexually Transmitted Infection (STI) develop into a more serious infection (pelvic inflammatory disease).

Because young girls are more vulnerable to STIs, they should not use IUDs.
Sterilization: Vasectomy and tubal ligation are permanent contraceptive methods. They are operations in which the tubes that carry the egg and sperm are closed off. They are for couples who have had all the children they want or adults who are sure they do not want to have children. Because you cannot ever have a child after the operation (it is not reversible).

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 2: Our Bodies Our Selves   

Activity 4: Decision Making with Your Partner   

45 MINUTES

Advance Preparation:

> Make two copies of role play

Facilitation Steps

1. Remind participants that Baindu’s story shows there is a right time and a wrong time to have a child or to have more children. 
2. On a flip chart paper, draw two columns – one that says “Right Time” and one that says “Wrong Time.” Ask participants to give answers about when it is the right time or wrong time to have a child or to have more children. For example, “when you have enough money to support more children” would go under “Right Time.” Write down the answers in the appropriate column. 
3. Recap by explaining that waiting to have your first child until you are financially and emotionally ready, or considering when to grow your family, are important for being successful in your personal and business life. 
4. If it is NOT the right time to have children or to expand your family, participants need to think about safe ways to prevent pregnancy.
5.  Ask participants what kind of challenges they could face when speaking to their husband/boyfriend and families about using contraceptives like condoms. As each person volunteers an answer, write it on the flip chart. Some challenges could include:
· Husband/boyfriend doesn’t like the way the condom feels 
· Husband/boyfriend thinks it’s better to use other, less reliable methods of preventing pregnancy, like pulling out before ejaculation
· Husband/boyfriend gets angry and thinks you’re sleeping with other men if you mention contraceptives
· Husband/boyfriend doesn’t like you telling him what to do in bed
· Husband/boyfriend or family members think that contraceptives like the pill are harmful or can permanently affect your ability to have children in the future
· Parents or family/community members think you are a bad girl if you want to learn more about contraceptives and safe sex
6. Remind participants about the previous session on Communicating with Confidence. Remind participants what it means to be assertive. With participants, recap the Steps to Delivering an Assertive Message.
7. Ask for two volunteers for a role play. One trainer should give them the role play and ask them to read through it. One person should act as the girl and the other person should act as the boyfriend or husband. The trainer should work with them to prepare the role play.
8. In the meantime, the other trainer should divide the remaining participants into two groups. The groups should discuss ways that they can convince their partners to use contraceptives to prevent unwanted pregnancy. Then have the groups report back. Some answers could include:
· Having a baby when we are not ready can be a financial burden
· Having a baby when we are not ready can prevent us from achieving our goals, like setting up a business
· We will be better parents when we are older and more financially secure
· Using contraceptives like condoms are more effective and reliable than pulling out before ejaculation – it’s better to be safe than sorry
· I want us to enjoy our lives together before starting a family – that is why we should discuss using contraceptives until we are ready to have children
· Using contraceptives is perfectly safe and we can get pregnant as soon as we feel ready
9. Finally, ask the two volunteers to perform the role play.
10. After the role play, ask the group to discuss the following questions:
· Was it the right time for Juah and Patrick to have another child? Why or why not?
· What are the reasons that Juah gave for not wanting another child right now?
· What did Juah do when Patrick misunderstood and got angry?
· What did Patrick agree to do in the end?
· Why was it good for Juah and Patrick to go to the health clinic together to discuss contraceptive and family planning options?
Role Play on Decision Making with Your Partner

Juah is 21 years old and has a two year old son with her 24 year old boyfriend Patrick. Juah makes a little money growing and selling cassava. Patrick does not have a permanent job but he makes a little money here and there by doing odd jobs around the community when he can find them. Because they don’t have enough money to live in their own house, Juah and Patrick and their son live with Patrick’s uncle. Juah is concerned because they have not been using any form of protection when having sex and she might get pregnant again. Juah decides to discuss the issue with Patrick.

Juah:
Patrick, can I speak with you about something important?

Patrick: Yes?

Juah:
Patrick, you know our son is now two years old and soon he will need things to go to school. We will also need to find money for his clothes and going to the doctor. I love you and want to have a big family with you one day, but for now I think it’s better if we wait before having another child. What do you think?

Patrick: (angrily) What are you trying to say? You want to stop sleeping in my bed?

Juah:
(calmly) No, that is not what I am saying. I want to be with you, but I think it would be good for our family if we use some method to protect me from getting pregnant again so we can be together without any worries. Then when we are both settled and feel ready to have another child, we can make that decision.

Patrick: What kind of method are you talking about?

Juah: 
Well, we can discuss using condoms or I could take pills.

Patrick: Eh, I don’t like those condoms. They don’t feel good.

Juah: 
Maybe after a while you could get used to them. Or we could go together to the health clinic to see what methods are most effective. There is one in our community not far from here. Would you like to go with me?

Patrick: Okay, we can go.

Juah:
Thank you my dear!

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 3: Facing Facts About HIV/AIDS and Sexually Transmitted Diseases (STDs)

Lesson Three focuses on providing information on HIV/AIDS, in addition to addressing the urgency of dealing with the disease in their community, these sessions clarify commonly held myths about HIV/AIDS.  The ultimate goal of the Lesson is to move participants to a place of hope and affirm their ability to respond intelligently and effectively. The lesson also covers how to protect oneself against other Sexually Transmitted Diseases (STDs).

Learning Objectives

At the end of this lesson, participants will

· Increase their knowledge of HIV/AIDS as a disease 

· Understand how to protect themselves from HIV/AIDS and other STDs

LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Facts & Myths about HIV/AIDS

45 min
	> Two signs to post and tape on the training room: one that says TRUE and one that says FALSE

>Small pieces of paper with true and false statements written on them

>A hat or bowl to put the pieces of paper in  

> 3 copies of HIV Transmission Statements 

> Read Background on HIV/AIDS 
	3 copies of HIV Transmission Statements
	 >Participants learn facts about HIV/AIDS and can identify myths

>Participants understand how HIV/AIDS affects the body 

	
	
	
	

	Activity 2

Protecting Myself Against HIV/AIDS and STDs

90 min
	>Create cards with STD names and cards with each symptom copied from Common STDs and Symptoms sheet

>A box of condoms and several bananas 

> Copies of Condom Guide for each participant on
	Copies of Condom Guide for each participant 
	 > Participants understand ways to prevent HIV/AIDS infection and transmition 

>Participants know the specific risks of HIV/AIDS associated with being female 

>Participants learn about other STDs

>Participants understand ways to protect themselves from STDs

>Participants learn how to put on a condom properly

>Participants know where they can get tested and receive treatment 


Unit 5: Keeping Healthy, Safe and Protected 
Lesson 3: Facing Facts About HIV/AIDS and Sexually Transmitted Diseases (STDs)

Activity 1: Facts & Myths about HIV/AIDS     

45 MINUTES

Advance Preparation

> Signs to post and tape on the training room that says TRUE and one that says FALSE

> Small pieces of paper with true and false statements written on them

> A hat or bowl to put the pieces of paper in  

> 3 copies of HIV Transmission Statements

Facilitation Steps

Part A: True/False Activity 

1. Explain to participants that today they will be learning about HIV/AIDS.  HIV/AIDS is specifically important to them as the disease increasingly affects young people like them.  Tell them that out of the 11.8 million people documented to be living with HIV/AIDS, 7.3 million of them are young women.

2. As HIV/AIDS is a life threatening and right now incurable diseases there is a lot of information out in your community explaining its causes and effects.  Some of this information is true and some may not be true.  Today we are going to make sure we all have the correct information about the disease.  The more we know about it the more we can do to protect our[image: image128.jpg]HELP WANTED)|



selves and clear up some myths (beliefs that are not true) about the disease in our communities  

3. Pass around the hat or bowl and have each participant pick a small piece of paper with a statement written on it from below. 

4. Have your co facilitator post the TRUE and FALSE signs on opposite ends of the room while you are passing out the small papers.

5. Have each participant read out their sheet of paper and have the group help them decide whether they should go stand under the TRUE sign or whether they should stand under the FALSE sign (not all participants will get a slip of paper but they should all participate in deciding where those with the slips of paper stand).

6. After the activity is complete ask the group if they have any questions.  If any wrong answers were made be sure to make the corrections and discuss.

7. Ask the participants what other myths they may have heard about HIV. Discuss if these beliefs are true or false. Help participants to understand that people often spread myths as a way of explaining the disease but not all of these beliefs are true. 
Part B: Understanding the Immune System 
1. Explain to participants that now we are going to learn about more about what HIV/AIDS does to our bodies.  

2. Tell participants we are now going to do a role play to help us understand: 

a. Ask for one volunteer. Have the volunteer stand in the front of the room. Tell participants this person is the baby elephant.

b.  Ask for six more volunteers. Tell participants these volunteers are the adult elephants. Their job is to protect the baby elephant. They should form a circle and join hands around the baby elephant. To show them the importance of their job, the facilitator should try to hurt the baby elephant, you will find that the adult elephants quickly get the point and close ranks to avoid attack. The adult elephants should stand very close to the baby elephant.

c. Now, ask for four or five more volunteers. Tell participants these volunteers are lions. Tell the volunteers that their job will be to attack the baby elephant. Tell them they should try to jab, hit, kick, punch whatever they can do to hurt the baby elephant when the facilitator says GO!

d. Say GO! The lions should try to attack the baby elephant. Let this go on for a few seconds until the baby elephant has at least one contact from the lions but the baby elephant should not be hurt.

e. Now explain to the participants that the baby elephant represents the human body. The adult elephants represent the immune system which protects the body from diseases. The lions represent the diseases, illnesses and infections that attacks a person’s body. 

f. The facilitator now very dramatically goes to each of the lion volunteers one by one. Tell the lion volunteers that they are these diseases, such as tuberculosis (touch the first volunteer), malaria (touch the next person), diarrhea, and cholera (touch another person) may attack the human body but are they able to kill the human body?. The answer should be NO. 

g. Explain the group that the human body gets attacked by diseases or germs every day, but the immune system (point to the adult elephants) manages to fight them off and protect the body. The human body might get sick (such as the hit or kick that the baby elephant suffered), but it does not die, because the immune system is strong. 

h. Then tell participants, suppose I am HIV I come to this body (the baby elephant), and I attack and kill the immune system. At this point, the facilitator should touch all but two of the adult elephant volunteers and ask them to sit down. Touch each person as you remove them, acting as if HIV is killing the immune system.

i. The facilitator continues: now, will the baby elephant be protected? Will the human body be safe with the immune system gone? Next, the facilitator should again tell the lions to attack (touch only) on the word .Go!. The lions are able to easily get to the baby elephant this time.

j.  Summarize the idea that HIV has killed the immune system. This lack of an immune system makes it possible for diseases like tuberculosis, diarrhea, and so forth, to actually kill the person, rather than just make the person sick.

k. To be sure people have understood, you can ask:

· Does HIV kill the person? They should say, NO. HIV weakened the immune system that normally protects the body. Without the immune system, the diseases killed the person.

Part C: How can you get HIV?

1. Now tell participants that in order to protect ourselves from HIV, it is important to know which activities can transmit HIV and which cannot. 

2. On one flip chart paper, write at the top “Activities that can transmit HIV.” On another flip chart paper, write at the top “Activities that cannot transmit HIV.” Ask participants to say which activities they think can and cannot transmit HIV and write them on the appropriate flip charts. Discuss answers with participants, especially if there is disagreement.

· Answers are as follows:

· ACTIVITIES THAT CAN TRANSMIT HIV

· Vaginal sex

· Direct blood transfusion of untested blood

· Sharing needles

· Contact with blood of an infected person

· Breastfeeding

· Mother to infant during delivery

· Mother to infant during pregnancy

· Note: This will be discussed in more detail in the next activity but make sure participants are aware that this is why it is important to get tested, if you know your status you can prevent transmission of HIV/AIDS 
·  Exchange of blood

· Contact with semen

· Contact with vaginal fluids

· ACTIVITIES THAT CANNOT TRANSMIT HIV

· Being near a person with HIV

· Sharing a drinking cup with a person with HIV

· Hugging a person with HIV

· Kissing a person with HIV when blood is not present

· Shaking hands with a person with HIV

· Proper use of a condom during sex

3. Emphasize that HIV and AIDS is passed from one person to another through liquids from their bodies.  So if we think about ways that blood or other liquids can get from one person’s body to another, then we understand HIV/AIDS better. Make sure they know that:

· There are four main body fluids that can transmit HIV: blood, semen, vaginal fluids or breast milk

· In order to get infected these fluids need an place of entry into your body, this is either through a cut, sore or opening in the skin or through a soft tissue called “mucous membrane” located in the vagina, tip of the penis, the anus, the mouth, the eyes or the nose.

 True and False Statements

True

1. Although many people do not have access to expensive drugs to treat AIDS, there are medicines that can slow down the progress of the disease.

2. Although treatments to slow the progression of HIV/AIDS exist, there is still no cure for AIDS.

3. Although HIV transmission is a risk for everyone, women and girls are more vulnerable to HIV infection than men and boys.

4. HIV/AIDS is a sickness that weakens the body, causes people to become ill over time, and eventually causes death.  

5. In Liberia about 8 in every 100 adults are infected with HIV

6. There is no cure for HIV and AIDS, but there are things you can do to prevent it

7. HIV can be spread during sex

8. You can prevent HIV by using a condom

False

1. AIDS is a disease that mostly affects white people.

2. Since everyone dies of AIDS, it is better not to know if you have it.

3. You can be cured of AIDS by having sex with a virgin

4.  People in the United States have access to medicines that can cure them of AIDS.

5. No one has AIDS in Liberia.

6. Traditional healers in our country have cured AIDS.

7. AIDS is a disease of immoral people, such as prostitutes.

8. Antibiotics can cure HIV

9. HIV is spread by sharing plates and cups with someone who has HIV

10. You can tell if someone has HIV by looking at them

Background Information on HIV/AIDS

Facilitator’s Reference 

Background for True Statements:

· New drugs like antiretroviral therapy and protease inhibitors are not available to many people due to high cost and lack of infrastructure for monitoring the immune system. There are, however, medicines to treat and prevent opportunistic infections that can help to prolong life.

· There are many treatments, but no cure, for AIDS. Treatment can help the effects of the disease but does not get rid of it entirely, a cure does.  

.

Background for False Statements:

· Emphasize that people of every race and nationality have been infected with HIV.

· Although people may believe that the stress of knowing one’s HIV status can be a terrible burden, it is clear that knowing one’s status can help prolong one’s life by getting Early treatment for opportunistic infections and taking care of one’s general health.  Also, knowing one’s status can help us protect families and loved ones from infection and help people prepare for the future.

· Although people in the United States have access to medications often not available to people with few resources in many other countries, these medications do not cure AIDS.

· No one has yet found a cure for AIDS. It is possible that alternative or traditional healers have some remedies that may alleviate some of the symptoms of AIDS temporarily. Other practices, however, may cause HIV to progress more rapidly or increase the possibility of transmitting HIV if procedures involve sharing instruments with blood on them. It is important that medical doctors and traditional healers communicate in order to share what they have learned about the disease.

· Since HIV is mainly transmitted through sexual activity, many people infected with HIV have been accused of being immoral. Women particularly are blamed for immoral behavior. In fact, according to the United Nations Development Programme (UNDP), two.thirds of all women infected with HIV in the world relate that they have had only one sexual partner. Studies done in several metropolitan cities that compare prevalence of HIV among prostitutes to women who do not engage in prostitution, demonstrate that prostitutes are at no greater risk than other women unless they use injected drugs. It is much harder to negotiate condom use with your spouse than with casual contacts. Fidelity, if it is to be used by women as their prevention method, needs to include a way of determining if their partner is already infected with HIV.

· It has been scientifically proven that both HIV and AIDS exist and that infection with HIV attacks the immune system and will lead to AIDS in most people.

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 3: Facing Facts About HIV/AIDS and Sexually Transmitted Diseases (STDs)

Activity 2: Protecting Myself Against HIV/AIDS and STDs

90 MINUTES

Advance Preparation:

>Copies of STDs and Symptoms sheet for each participant

>A box of condoms and several bananas 

> Copies of Condom Guide for each participant 

Facilitation Steps

1. Explain to participants that in the last session we talked about a disease called HIV/AIDS.  The more you know about HIV/AIDS the better you’ll be able to protect yourself and others from getting the disease.  In this session we will be talking more about the ways a person should protect herself and how they can protect their families and friends from getting HIV/AIDS as well as other STDs.

Part A: The Relationship between HIV/AIDS and STDs

1. Explain to participants that having a Sexually Transmitted Disease (STD) is one of the most important factors in HIV transmission.  Having an STD will greatly increase the risk of getting HIV.  A genital sore or other problems in the genital area such as discharge, open the point of entry and allow more exposure to HIV/AIDS.  

2. Explain that STDs can also make you very sick, and can even make you infertile and lead to death if left untreated.

3. Make sure to emphasize that often women do not have symptoms of STDs so regular checkups with a health center are important to make sure you are being treated and are aware of your health status.  

4. Distribute the handout Common STDs and Symptoms to all participants. Explain that these are names and symptoms of common STDs. Read through the handout with them.

5. Ask participants if they have heard of these diseases before and if there is a Liberian or local name for them?

6. Lead participants in a discussion using the following questions:

· Where do people in our community go to get treated for STDs?

· Which of these places is the best place to get treated? Why?

· Are people afraid to seek treatment for STDs? Why?

· Why is it important that your partners get treated?

· How can we tell someone that they have been exposed to an STD without blaming them or getting hurt ourselves?

7. Wrap up by telling participants that it is important to get tested and treated for STDs as they can make us very sick and can increase our risk of HIV/AIDS.  Ask participants if they are aware of places where they can get tested and encourage them to make regular visits.

Part B: How can we protect ourselves?

1. Explain to participants that there are 3 main ways of spreading HIV.  Ask the participants to identify them.  

2. Let them know that three ways are: [image: image129.png]



· Passed from person to person during sex (either vaginal or anal)

· Passed through sharing needles, razor blades and knives that have been used by someone infected with HIV

· Passed from mother to child through pregnancy, labor or breastfeeding

3. Write the first way on a flip chart: SEX.  Ask participants what they could do to reduce the risk of passing HIV/AIDS and other STDs through sex.  Write their answers on a flip chart.  Guide the participants to include the following answers:

· Not have sex (abstinence)

· Use a condom

· Only have sex with one person whom you know to be only having sex with you (being faithful)

· Make sure to get treatment for any and all STDs you may have symptoms for 

4. Write the next way on a flip chart: Contaminated needles, knives, razor blades.  Ask participants what they could do in these cases to reduce the risk of passing HIV/AIDS.  Write their answers on a flip chart.  Guide participants to include the following answers:

· Don’t share needles for ear piercing 

· Make sure when you get any type of injection that the needle is new or has been cleaned

· Don’t share knives or razor blades often used in religious/traditional ceremonies

· Do not use needles for drug use 

· When coming in contact with blood don’t touch it directly but rather use gloves or plastic to clean or deal with a wound or cut

5. Write the next way on a flip chart: Mother to Child.  Ask participants what they could do to reduce passing HIV/AIDS from mother to child.  Write their answers on a flip chart.  Explain to participants that we will talk more about this way later on today. Guide participants to include the following answers:

· Get tested for HIV/AIDS when you get pregnant 

· See a medical doctor if you tests HIV positive to seek treatment for preventing the virus from being passed on

6. Tell participants that it is extremely important to do the things they mentioned.  Since sex is the most common way to get HIV/AIDS and other STDs, it is very important that when it comes to man and woman business it is important to stand up for yourself.  Let participants know that they can use the ABC’s to remember what to do.  Write the following on a flip chart:

· A is for abstinence or avoiding man and woman business until marriage

· B is for being faithful with your partner

· C is for using a condom

7. Take out the condoms and bananas and tell participants that we are now going to do a demonstration on how to properly put on a condom.  Explain to them that in order for the condom to be effective in protecting against HIV and other STDs (and pregnancy), they need to make sure the condom doesn’t break.  Take one condom and demonstrate putting it on the banana. As you are putting it on, discuss the important steps to keep the condom from breaking including:

· Check EXPIRATION DATE to make sure condom has not expired. 

· Open packet CAREFULLY using only fingers 

· Hold condom in RIGHTFUL position for rolling down.

· PRESS/SQUEEZE TIP of condom and place on erect penis.

· UNROLL condom down to base of penis.

· Now both partners are protected and can have their SEX.

· After discharge/ejaculation, REMOVE condom before power of erection finishes.

· TIE condom.

· THROW AWAY condom in pit latrine/toilet (or bury in ground).

· WASH penis with soap and water.

· WASH hands with soap and water.

Facilitator’s Note: Participants will likely get embarrassed and shy or start laughing. Be matter of fact and firm, and tell participants it is important to learn how to put on a condom properly so they can protect themselves from STDs or unwanted pregnancy.

8. Pass out the copies of the Condom Guide below to each participant.  Let them know it can serve a reminder of how to use a condom.

Part C: Women & HIV/AIDS

1. Explain to participants that women are especially vulnerable to HIV/AIDS and need information and skills to protect themselves and their children from infection.  We are now going to talk about the biological, cultural and social factors that put women at higher risk of being exposed to HIV/AIDS then men.  

2. Ask participants why they think women are at higher risk of getting HIV. 

3. Guide participants to talk about the following answers:

· Women receive greater quantities of infected fluids during man and woman business

· Woman have a larger point of entry for the disease (the vagina) than a man

· Women can bleed during sex which increases the risk of infection

· If a woman is circumcised or uses natural substances to dry out her vagina, her vagina may tear during sex which increases the risk of infection

· Because the vagina is an internal organ or on the inside, women are less likely to know that they have sores from STDs which could increase chances of HIV transmission 

· Often women are not supposed to talk about sex

· Gender roles do no permit women from participating in sexual decisions

· Girls initiation rites that can include circumcision or sexual initiation by an older male 

· Gender roles that give men power over women

· Extreme poverty that encourages the exchange of sex for money

· Lack of female controlled prevention methods (condoms are put on by men)

4. Tell participants that women and children may have specific symptoms of HIV that are unique to them.   Because these symptoms are often not known women may go for a long time without realizing they could possibly be infected.  Although the signs and symptoms we will discuss do not necessarily mean that a woman or infant is for sure infected, if they continue to occur it may be important to visit a health clinic.  

5. Write the following list of symptoms on a flip chart.  Do not write whether they are symptoms for a woman or baby:

· Recurring lower abdominal pain (woman)

· Failure to grow at a normal rate (baby)

· Enlarged liver or spleen (baby)

· Repeated vaginal white discharge (woman)

· Ear aches (baby)

· Abnormal menstrual periods (woman)

· Sores on the vagina (woman)

· Repeated white spots on the mouth (baby)

6. Ask participants to tell you if they think the symptom is for a woman or baby.  Correct participants where they are wrong.

7. Explain to participants that there are three ways to transmit HIV from mother to child: during pregnancy; during delivery; and through breastfeeding. Emphasize to participants that it is very important to get tested for HIV on a regular basis, and especially once you become pregnant, in order to prevent transmission of HIV to your child. Tell participants that just because the mother has HIV, doesn’t mean that the child will automatically get HIV too!

Part D: Where can I go to get help?

1. Explain to participants that now that we have discussed some of the things we can do to protect ourselves against the disease it is important to know where we can go to get tested and get help if need be.  Write on a flip chart the following places in Liberia where HIV tests are provided. Tell participants they will also be getting a list of places to go for confidential HIV and STD testing and counselling.

· Firestone Hospital

· Mother Pattern School of Nursing, St. Teresa’s Convent

· Lutheran Church of Liberia

· JFK Hospital 

· Phebe Hospital 

2. If there is still time left, discuss the following points with participants:

· How do they do HIV and AIDS tests?

· Explain that they take a small drop of blood.  Tell them this does not hurt and only takes a few minutes to get the test done.  It is possible that you will be able to get the results the same day or they may ask you to come back the following day

· Who does HIV and AIDS tests?

· A professional health person does it at certain approved health clinics mentioned above.  They have been trained to do the tests and how to be sensitive with the person being tested, as they know the process can be scary

· How often should a person be tested?

· If it has already been a long time since the person thinks they did something that may cause HIV and AIDS, he/she should get a test immediately. The sooner a person gets the test, the better chance they have that treatment will keep them well for a long time. 

· If the person thinks he/she did something recently that may have given them HIV and AIDS, they should go for a test as soon as they can, but they may have to also have to come back for another test in six or seven months because sometimes HIV  doesn’t show in the blood right away. 

· What happens if a person tests HIV positive?

· The health center will give the person information about counselling to get the best information about how to stay well for a longer time and how to not pass it to other people. Sometimes the person can get medication to fight HIV, but if the person’s body is very strong this may not be needed right away.

· Can a person be forced to take and HIV and AIDS test?

· No, testing should be voluntary. That means that a person can decide whether they want to be tested or not. However if a person is not tested and they are “HIV positive,” they could pass it to other people without even knowing it, so there are good reasons to get a HIV test.

3. Wrap up by summarizing the importance of making a commitment to taking all the necessary steps to make sure you are safe and protected from HIV/AIDS.  Reinforce to participants that they have the power to prevent the disease and should use the information from these past sessions to make good choices about their health and wellbeing. 
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Common STDs & Symptoms

	Gonorrhea
	Syphilis
	Herpes Simplex
	Chancroid

	> Yellow, green or white discharge from the penis or vagina

>Burning sensation on urination

>Symptoms usually 2 to 14 days after exposure

>Possibly no symptoms

>Possible swelling in area of testicles

>Possible sterility if untreated
	>Painless sore on penis or vagina

>Sore appears 10 to 90 days after exposure

>Non-itching rash on body (palms and soles)

>Hair loss, fever, and chills

> Possible death if untreated

>Possible death or bone deformation in newborn if mother not treated Early in pregnancy


	>No cure, treatment is medicine called Acyclovir

>Small painful blisters on genitals or mouth

>Symptoms may recur when under stress

>Severe brain damage or death to newborns if exposed in birth canal


	>Painful sore on penis or vagina

>Sore appears 3 to 5 days after exposure

>Inflammation of lymph gland on one side




Unit 5: Keeping Healthy, Safe and Protected 
Lesson 4: Understanding Gender Based Violence

Lesson Four allows the participants to learn about what it means to be a woman in their community and the different challenges and pressures they face than men. It also helps them to identify types of Gender Based Violence, why they are harmful and should not be accepted and where they can go for help if they need.   

Learning Objectives

At the end of this lesson, participants will

· Understand GBV, its causes and its effects

· Know where to go for support with GBV issues 

LESSON 4 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1

Power and Pressure

90 min
	> A few copies of Pressure & Power role plays 

>Sheets of paper with the numbers 1-25 written on them and tape
	A few copies of Pressure & Power role plays
	> Participants will understand the power relationship between men & women



	Activity 2 
What is GBV?

90 min
	>A flip chart with a big Bendu drawn on it (Roots at the bottom, a big trunk and branches)

	
	 >Participants will be able to identify the root causes and effects of gender based violence 

>Participants will be able to identify ways to respond to and prevent GBV

	
	
	
	

	Activity 3

Tips for Keeping Safe

60 min
	
	
	> Participants identify common sense ways of keeping safe in their communities

	Activity 4

Where can I go to get HELP?

30 min
	> List of services handout for all participants
	List of services
	 > Participants will be able to identify places to go for help with GBV related issues 

	Activity 5

Review game

90 min


	> Make list of questions and answers from the Unit on Keeping Healthy, Safe and Protected
	
	 > Participants review what they have learned on Keeping Healthy, Safe and Protected. 


Unit 5: Keeping Healthy, Safe and Protected 
Lesson 4: Understanding Gender Based Violence

Activity 1: Pressure & Power( 

90 MINUTES

Advance Preparation:

> A few copies of Pressure & Power stories
> Sheets of paper with the numbers 1-25 written on them and tape

Facilitation Steps

1. We have learned a lot over the past couple of days about our bodies, sexual activity and things we can do to keep ourselves healthy.  These next activities are going to get us to think about what we are comfortable with and what are our limits are in terms of feeling safe from harm.  We will also explore the meaning of power and how it affects our relationships with men.

2. Explain to participants that sometimes as young women you can feel pressured to do things.  Ask some of the participants to share with the group a time they felt pressured to do something.  

3. Tell participants that we can feel pressure to do a variety of things like as we discussed Earlier you can feel pressure to do drugs, to not go to school, to treat someone badly or to have sex or sexual relations.  

4. Ask participants in general what makes us feel pressure to do something. Guide answers to include:

· The person asking us to do something is respected person in the community

· There was a promise of money or gifts or other financial support

· Our parents or family members encouraged us

· The person asking us to do something was stronger and more powerful

5. Explain that often times we do things we don’t want to because the person asking us to do it has more power over us.  Ask a couple of participants if they can explain what power means.

6. Tell participants that usually when people have power over us it is because they have influence in the community or have access to more resources.  Often people with power over us are not concerned with our needs and boundaries and are concerned only with what they need.  

7. Explain that often as women we give in to the people who have power over us because we feel we have no choice.  However we need to examine our own feelings of what is comfortable for us and what we want to do.  Once we know our own feelings we have the power to change our situations.  

8. Divide the participants into two groups. Give each group one of the stories and ask them to read it to the rest of the participants. 
Story 1 Questions:

· What kind of power does Samson have over Miatta and why?

Suggested answers: Samson has power over Miatta because he is older, is a respected man in the community and is giving money and gifts.

· Do you think Miatta should have sex with Samson? Why or why not?

Suggested answers: No, because Miatta doesn’t feel ready or comfortable. Miatta could also get pregnant or get HIV or a STD.

· What are some things Miatta could do in this situation?

Suggested answers: She could ask for another adult who she trusts and who is supportive to accompany her to meet Samson to tell him that she does not feel comfortable with what he is suggesting. She could avoid spending any more time with Samson.

· What advice do you have for Miatta in the future?

Suggested answers: Be careful to avoid relationships where the other person has a lot more power as they can be exploitative. If someone really cares about you, they would not force you to do something you don’t want to do.

Story 2 Questions:

· Why does David refuse to wear a condom?

Suggested answers: David says he does not like the feel of a condom and that he does not have any diseases.

· Why does Josephine feel pressure to do as David says?

Suggested answers: She really likes him and is afraid he will get angry or leave her if she does not do as he says.

· Should Josephine agree to have sex with David without a condom? Why or why not?

Suggested answers: No, because she could get pregnant or get HIV or a STD. 

· What are some things Josephine could do in this situation?

Suggested answers: Tell Samson firmly and calmly that she will not agree to have sex with him unless he uses a condom. Explain that it is for her protection as well as his protection, so they do not get pregnant or get a disease. Tell him that if he really loved her he would respect her wishes. She could leave if he refuses or gets angry.

· What advice do you have for Josephine in the future?

Suggested answers: Have a conversation with your boyfriend about safe sex and contraceptives BEFORE getting into this situation. Make sure you both agree on the importance of safe sex. Remember that you have to respect yourself and stand up for yourself – if he really loves you he would respect your views!

9. Pass around a number to each participant tell them not to look at it but quickly have someone tape it to their back.  Tell people that the numbers on their back represent the status in their community.  Tell the participants they should walk around and greet each person based on the status that is on their back (they would great someone with high status different then with low).  Explain that number 1 is the highest status and number 25 the lowest.  

10. Give participants enough time to do the greeting and then ask them to try and line up based on what they think their status is, those who think they have high status should stand at the front and so on.  Tell participants not to correct each other but let everyone stand where they belong.  

11. Have participants take the paper off their back and look at their numbers, then ask participants to take their seats.

12. Use the following question to discuss the activity:

· How did it feel to be the person of the highest status? Were you treated well?

· How did it feel to be a person of lower status? How do we feel when this is our normal day experience?

· How do you see this relating to real life?

· Do you feel as a woman you have lower status or are treated differently then men?

13. Wrap up by explaining that when you as women are continually treated differently then men you begin to feel inferior and it starts to feel normal to be treated not as well.  Just because we often feel sometimes that men have power over us we have the power in ourselves to change that.  We can realize our potential and our contributions and not allow people to treat us differently because of our status.  We have the power to change our situations.  

Pressure & Power Stories
Read Story 1
Miatta is a 19 year old girl. She has just started going out with an older man Samson who is 38 years old.  He seems to be treating her well and often buys her gifts, pays for her sisters’ school fees and treats her family to dinners.  One day Samson approaches Miatta and tells her that he thinks it is time they have sex, he has waited long enough and wants to have sex with tomorrow evening.  He reminds her about all the things he has done for her and her family and says that this is the least she could do to repay him.  Miatta doesn’t think she is ready to have sex yet but feels pressure because of the nice things Samson has done for her and because he is a well respected man in the community.  She asks her mother what she should do. Her mother says that it is better to do what the man says. Who else will treat her so well and take care of her and the family? But Miatta is still worried. She doesn’t want to get pregnant or get HIV or a STD. She knows Samson is already married and has his own family.

Read Story 2 

Josephine is 22 years old. She has gone out with a boy named David several times and she really likes him. He is handsome, smart and he tells her she is pretty. She loves spending time with him and thinks about him all the time. After a few months, they decide they are in love and want to sleep together. But when it comes to that special night, David refuses to use a condom. He says that he is clean and healthy and there is no need for a condom. He says he does not like the way the condom feels. She also doesn’t want to get pregnant or get a disease. She knows David has had other girlfriends before her.

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 4: Understanding Gender Based Violence

Activity 2: What is Gender Based Violence(
90 MINUTES

Advance Preparation:

>A flip chart with a big Bendu drawn on it (Roots at the bottom, a big trunk and branches)

Facilitation Steps

1. Explain to participants that last session was about understanding the power people have over us and how we can be pressured to do things we don’t want to do. Explain that now we are going to further examine what Gender Based Violence is, why it happens and what we can do to respond to and prevent it.

2. Ask participants to come to the front of the workshop room and stand in a straight line facing the back of the workshop room.  Tell half the participants (spread out which half you choose across the line) they will be pretending to be men and should make their decisions based on what men think.  Tell the other half they will be woman and make their decisions based on what they think as women.

3. Tell participants you are now going to read out statements.  If the statement applies to them they should take one big step forward.  If the statement does not apply to them they should not move.  Read the following statements:

· You have control over the money that you earn

· You have free time to relax any time you wish if not at official duty

· You are the first to speak in a meeting

· Your children bear the name of your family

· Your work is generally paid and considered skilled

· Someone else takes responsibility for your children

· Your body is not usually the sources of sexual jokes and comments

· You do not expect to be beaten or publicly humiliated for your sexual behaviour

· You are not afraid of being raped

· You can wear what you want without fear of criticism or censure

· You usually decide how household money will be spent

· You are the same sex as most agents of authority

4. After you have read out all the statements ask participants to look around.  Remind them who are the men and who are the women.  Have them sit down and discuss the following questions:

· Who moved forward in that exercise?

· What did it feel like to move forward?

· What did it feel like to be not moving?

· What do you think the statements were about?

5. Wrap up the exercise by explaining to participants that there are certain roles and responsibilities given to men in our communities that make us as women feel lower in status and accept being treated differently. 

6. Ask participants what do you think of the words gender based violence? Write participant responses on a flip chart.  

7. Provide them the following definition:

· Gender based violence is violence involving men and women, in which the female is usually the victim.  This comes from the unequal power relationships between women and men.  Violence is directed specifically at a woman because she is a woman. Gender based violence can be physical, sexual, emotional and material.  

8. Bring out the prepared Bendu flip chart and explain that we are going to use the Bendu to help us better understand GBV.  Divide participants into four groups and have them sit so they can face the front. Ask the groups to each take five minutes and identify forms of gender based violence. Tell one group to focus on physical forms, one to focus on emotional forms, one to focus on sexual forms and one to focus on material forms.  

9. Once the groups are finished go around group by group and ask them for what they came up with.  Write the answers in the trunk of the Bendu. Their answers should include the following, if not share the answers with them and write more in the trunk:

· Physical

· Punching, Hitting, Pulling Hair, Throwing things [image: image131.png]CAUTION





· Locking someone in a house or small space for a long time

· Refusing to give someone medical care or treatment 

· Making someone do hard labor 

· Not allowing someone to clean or bath themselves

· Emotional 

· Calling someone bad names (ugly, stupid)

· Making someone beg for things like money or food

· Telling someone no one cares about them 

· Talking about someone’s private business without their consent

· Telling someone they deserve to be hurt 

· Making someone stop seeing their friends

· Calling someone sexual names 

· Humiliating someone in public 

· Telling someone they are worthless 

· Threatening to kill someone

· Sexual 

· Rape

· Oral, anal and vaginal penetration with objects

· Making comments about someone’s body or sexuality

· Making someone act out dirty things

· Forced prostitution, nakedness or childbearing

· Enabling others to sexually abuse someone

· Forcing someone to get married

· Knowingly transmitting HIV or an STD

· Refusing to allow contraception 

· Early or forced marriage 

· Material 

· Taking control of someone’s money

· Not supporting children

· Denial or property or inheritance rights

· Paying a woman less for similar work

· Taking profit from someone’s labor without permission

· Refusing to give women jobs

· Making a woman pay off someone else’s debt

10. Next explain to the groups they will now brainstorm the consequences or effects of GBV on a woman.  Tell the groups to come up with a list of consequences.  Have one group focus on health consequences, have the next focus on emotional consequences, and the last on economic consequences. Walk around to each group to help support them if they are having trouble coming up with examples.

11. Once they are finished have each group report back.  Write their answers at the top of the Bendu forming branches.  Guide them in including the following answers:

· Health

· Injury

· Death

· STDs, HIV

· Childbearing problems

· Chronic pain or illness

· Painful intercourse

· Emotional 

· Anger

· Fear 

· Resentment

· Self hate and shame

· Feelings of depression

· Mental illness

· Problems sleeping and eating

· Blaming the victim and treating her like an outcast

· Children feel afraid and disturbed

· Economic

· Poverty

· Dependency

· Unable to leave the home to find safety

· Unable to support or care for children

· Repeated hospital visits and doctor fees

12. Finally ask each group to identify some of the things they think cause GBV.  Have each group report back.

13. Write their answers on the bottom of the Bendu where the roots are.  If they do not have the following answers make sure to add them:

· Inequality of men and women

· Male attitudes towards women

· Cultural and traditional practices

· Alcohol or drug abuse 

· Insufficient laws against GBV that do not punish people

· Men trying to regain their power

· Lack of respect for laws and human rights

14. Show participants the full Bendu and explain to them that we have just identified what causes GBV, what does it mean to commit GBV and what are the consequences of GBV.  Explain to participants that GBV is complicated and extremely harmful to not just the victim but the community as a whole.

15.  Next ask participants if they think GBV is common in their communities. Ask them if people feel comfortable reporting GBV when it happens to them or someone they know. Guide them through a discussion on why women may not report GBV. 

Suggested answers:

· Fear of retribution (man finding out and hurting her more)

· Fear of isolation/blame from family or community

· Lack of trust in police

· Lack of trust in justice system

· Fear of being alone

· Feeling of love for the man

· Belief that the man hits her out of love

· Belief that it is her own fault

16. Then guide them in a discussion of some of the ways they think they can prevent GBV. Ask them to focus on the roots or the causes when identifying how to prevent. Write their answers on a separate flip chart.

17. After a good discussion, then ask them what do they think are some of the ways they can respond to GBV.  Tell them to think about the branches or the consequences and effects of GBV when they think about responding.

18. Wrap up by explaining that as young women you have the power to make changes in your community to stand up for yourself and your peers and to support other women when they have difficulty.  Knowing the causes and harms of GBV will help you to do that. 

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 4: Understanding Gender Based Violence

Activity 3: Tips for Keeping Safe* 

60 MINUTES

Advance Preparation:

>Flip chart paper with two columns – one saying “Do’s” and the other saying “Don’ts” at the top

Facilitation Steps

1. Ask participants what can be done in their communities can do about domestic violence. Ask if those ideas would be possible in their own community – why or why not? Try to generate a lively discussion!

2. Say to participants that the previous activities have shown that GBV is a complex and deeply rooted issue in our society. However, there are some basic things that we can do to keep ourselves safe when working and living in our communities.

3. Divide the participants into four groups. Ask each group to come up with a list of “do’s” and “don’ts” to keep safe as young women in their communities.

4. After discussion, ask for one “do” and one “don’t” from each group in turn. Keep going from group to group asking for one “do” and one “don’t” until there are no more new ideas. Write each “do” and “don’t” in the appropriate column on the flip chart paper. Tell participants that if someone else has already said it, they don’t’ have to repeat.

Suggested Do’s and Don’ts for Keeping Safe

	Do’s
	Don’ts

	Always let a trusted friend or family member know where you’re going and what time you should be home.
	Walk by yourself at night.

	Walk in well-lit areas with lots of people. Avoid dark, isolated areas.
	Tell strangers personal details about yourself (e.g. where you live or work, your phone number).

	Memorize or keep the number of the local police station to call in an emergency.
	Don’t let strangers or people you don’t know well enter the house, especially when you are alone.

	Be alert and aware of your surroundings.
	Don’t carry money or valuables with you.

	Do go to the nearest police station or crowded area if you are being harassed or followed.
	Don’t accept rides from strangers.

	
	Don’t take shortcuts through isolated areas.


5. Ask participants which of these “do’s” and “don’ts” they already practice and which they don’t. Explain that these are easy and common sense ways to keep safe in their communities and that they should follow them as much as possible. 
 Unit 5: Keeping Healthy, Safe and Protected 
Lesson 4: Understanding Gender Based Violence

Activity 4: Where can I go to get HELP? 

30 MINUTES

Advance Preparation:

Copies of List of Services for all participants

Facilitation Steps

1. Explain to participants that we are now going to talk about some of the places we can go or the people we can talk to about getting help if we are in a situation where we feel unsafe, unprotected and are being physically and/or emotionally hurt. 

2. Distribute the handout on List of Services. Read through the list with all the participants and make sure they understand where they can find each of the different services. Ask participants if they know of other places to receive services that aren’t on the list. If so, add them to the list.

3. Emphasize that there are resources available to them in their community and that they should feel free to make use of them and get their friends to make use of them if necessary. Explain that these places are used to working with girls and young women and will keep their problems private. 

Unit 5: Keeping Healthy, Safe and Protected 
Lesson 4: Understanding Gender Based Violence

Activity 5: Participant Led Review Game

90 MINUTES

Advance Preparations

> Work with and select 2 participants to lead this Review Game 

>Make notes of the key concepts from Keeping Healthy, Safe and Protected.

> Prepare game and relevant materials 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
UNIT 6:  Expenses & Pricing
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Unit 6: Expenses and Pricing 
Lesson 1: Knowing Your Market 

Lesson One allows participants to identify their skills, knowledge, character traits and resources in order to finalize their business idea.  In addition the Lesson will again offer the chance for participants to visit the market to further explore their business idea and identify the opportunities and gaps within the market for that idea. 

Learning Objectives

At the end of this lesson, participants will

· Understand their own skills and abilities 

· Finalize the business idea that will best fit with the market, their skills and abilities 

· Gain a better understanding of the 4 P’s of their business idea 

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
My Own Skills 

30 min
	
	
	>Participants identify their own skills and abilities

>Participants review the needs of the community

>Participants match their business idea with the skills and needs 

	
	
	
	

	Activity 2

Assessing Business Ideas

90 min


	>Make sure participants have Chart # 2 from Unit 2 Lesson 2 

>Divide participants into groups of two based on pairing girls with low literacy with those with high literacy 


	
	>Participants assess their business ideas using a SWOT analysis

>Participants finalize their business idea 

	Activity 3

Review 4 Ps of Marketing

45 min
	>Flip chart with 4 Ps of Marketing (you should have this from previous session)
	
	>Participants review 4 Ps of Marketing

	Activity 3

4 P’s Market Research 

180 min


	> Copy of 4 P’s Market Research Handout for each participant

> Review 4 P’s Market Research Handout


	Copy of 4 P’s of Marketing Handout 
	> Participants further explore their business idea through a market visit

>Participants understand the 4P’s of their business idea


Unit 6: Expenses and Pricing 
Lesson 1: Knowing Your Market 

Activity 1: My Own Skills 

45 MINUTES

Facilitation Steps
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1. Explain to participants that over the course of the past few months we have been working on learning, building and identifying various types of skills that will help us both in business and in our day to day life. 

2. Explain to participants that we all have skills that we use in day to day life. We can use a combination of these skills to launch a business.  Some of these day to day skills include (write them on a flip chart as you discuss them):

· Thinking (being creative, problem solving, making decisions)

· Conducting Myself (having confidence and self-esteem, managing my day to day, planning)

· Interacting with People (working with others, accepting people with differences, understanding people’s needs)

· Safety and Survival (HIV/AIDS prevention, health and hygiene, taking care of yourself)

· What I Can Do (specific personal skills like making crafts, reading, singing, dancing, cooking etc.)

3. Tell participants that many of these skills we will be working on further as the training goes along but there are skills that you have now that can help you with your business. Some skills that you have are stronger than others. Being able to identify your stronger skills will also help you to determine what business idea might be best. 

4. Next ask participants to form groups of 5.  Once participants have gotten into groups of 5, ask them to write down in their notebooks a list of skills they think they have.  Tell them to make the list putting their strongest skills first.  Make sure they think of different types of skills (as mentioned above) and are specific as possible.  

5. Once participants have written down their skills individually, ask participants as a group to think about the Community Walk they did in Unit 2 as well as the Demand and Competition Walk they did in Unit 3. Ask participants to identify some of the needs of the community in terms of businesses and services.  

6. Once the group has come up with some needs ask a few volunteers from each group to read out the needs.  Write these needs on a flip chart.

7. Explain to participants they will now take their list of their own skills and match those skills with the needs in the community just mentioned (for those who are literate they can draw lines connecting the skills to the needs).

8. Tell participants to think about what specific need best matches their strongest skills.

9. Explain to participants that it is important to understand what your particular skills and strengths are and match those with potential business ideas.  While knowing the market demand and understanding the competition is important, it is also important to know what you can do best with your own existing skills and abilities.  

10. Tell them to keep this activity in mind as we move to the next activity where they will finalize their business ideas.  

Unit 6: Expenses and Pricing 
Lesson 1: Knowing Your Market 

Activity 2: Assessing Business Ideas 

90 MINUTES

Advance Preparation:

>Make sure participants have Chart # 2 from Unit 2 Lesson 2 

>Divide participants into groups of two based on pairing girls with low literacy with those with high literacy 

Facilitation Steps
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1. Explain to participants that now they have identified their skills they are going to look more carefully at the business ideas they have identified in Unit 2 Lesson 2 to determine which business idea they will move forward with.

2. Have participants take out Chart # 2 My Business Ideas.  Ask a few participants to share their two ideas with the group.
3. Tell the participants that we are now going to do what is called a SWOC analysis in order to get a clearer look at the challenges and strengths of each of the business ideas.  Explain to the participants that while some of you have been filling out the other Charts based on one business idea this will be a chance to revisit your second idea to make sure of your decision. 
4. On the flip chart write out that SWOC stands for:
· S- Strengths

· W- Weaknesses

· O- Opportunities

· C- Constraints 

5. Go through each letter and explain to participants what is meant by each:

· Strengths – examines what are the good parts about the business idea that will help ensure a successful business. For example, is the product or service in the business plan in demand, will people in the community buy it, is the business easy to start, etc. This could also refer to your own strengths we identified last session, for example you have a particular skill that will help this business idea. 

· Weaknesses - looks at what are some of the bad things about the business idea.  Like is there a lot of competition, are the resources for the products services readily available, does it take a lot of money to get the business started, etc.

· Opportunities- this identifies the extra value of the business idea. For example will the idea help the community, can you partner with other already existing business in the community and therefore support their business, etc.

· Constraints - this looks at the obstacles that may stand in the way of the business idea. For example are the products or services too hard to get in your community or are they too expensive, it is also important to examine whether these obstacles can be overcome.

6. Allow time for participants to ask questions about each of the letters to ensure that they understand

7. Next read out the prepared groups of 2 and have participants move next to their partners.

8. Using their Chart # 2 paper have the participants write SWOC under each business idea then ask each participant to work with their partner on identifying 2 issues under each letter for each business idea (for those who cannot write have them talk it out with their partner)

9. Give the participants enough time to go through each of their business ideas together.  Facilitators should walk around to make sure participants understand and can do the activity.

10. Once the participants have at least one issue under each letter for each business ask a few participants to share their SWOC.

11. Finally ask the girls to think about this exercise as well as the previous skills identification exercise carefully and give them time to each decide the business idea they will continue with throughout the training.  

12. Once they have chosen explain to them that this is not set in stone but the idea chosen will help you to start to make concrete plans on how to get this business started throughout the rest of the training.  Let them know that they can change ideas again if need be but these exercises are meant to have them think of what business will most likely fit their personalities and be most realistic.    

Unit 6: Expenses and Pricing 
Lesson 1: Knowing Your Market 

Activity 3: Review 4 Ps of Marketing 

45 MINUTES

Advance Preparation:

>Flip chart with 4 Ps of Marketing written on it (you should have this from the previous session)

Facilitation Steps

1. Explain to participants that for the next session they’ll be going on another market walk to do some market research. Specifically they’ll be looking at marketing, so it’s necessary to review the 4 Ps of Marketing.

2. Ask participants what the 4 P’s of Marketing are and have them review what each one means.  Make sure to call on different participants for different P’s.

3. Tell participants it’s important to bear these in mind for the next session when they go on their market walk.

Unit 6: Expenses and Pricing 
Lesson 1: Knowing Your Market 

Activity 4: 4 P’s Market Research 

180 MINUTES

Advance Preparation:

> Decide the route you are going to take on your walk.

> Identify a meeting point in case girls get lost, reminding girls to stay together.

> Copy of 4 P’s Market Research Handout for each participant

> Review 4 P’s Market Research Handout to make sure everything is clear 

Facilitation Steps
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1. Begin by explaining to participants that the last two exercises were about digging deeper into our business idea choices and finalizing our decisions. Now this activity will present us with the opportunity to explore the market by learning even more about our business idea.  Exploring the market further will help us as we move forward in the training and begin planning our business and organizing our expenses.

2. Handout the 4 P’s Market Research Handout below to each participant.  Have participants take turns reading out the sheet to make sure everyone understands what they are looking for.  Go through the questions carefully as some of them are complicated.

3. Tell participants that they will be going on another market walk to do some market research. They should use the questions as guides.  Explain to them that they should be doing a combination of observing the market as well as talking with customers and business owners.  

4. Divide the participants into two groups. Make sure that there is one trainer for each group. Go on the walk following your planned route. 
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During the walk, the trainer with each group should: 

> be familiar with the route 

> prompt participants to guide them in answering the questions on the handout

> assist girls who have limited writing skills

> encourage participants to ask questions freely 

6. Once you have finished the route, return to the training location.

7. After the participants return, have several of them present some of their findings. Explain to participants that this exercise was to help them think more concretely about their business plan and about the markets in which they will operate their business.  Moving forward this research will be helpful as they start to determine their costs and creating their final business plans.  

4 P’s of Marketing Research

	4 P’s
	Leading Questions
	Market Research Notes

	Product
	· What are some of the important characteristics of the product/service to consider?

· What is involved in getting the supplies for the product?

· What is involved in making the product (if anything)?

· Is the product/service in high, low or medium demand?
	

	Price
	· Are prices similar among all the competitors? (if so what does it range from)?

· What are customers willing to pay for the product/service?

· What is the cost of buying supplies and/or making the product (this should include transport to get product and supplies)?

· What machinery/equipment is needed to produce or sell your product?
	

	Place
	· How many competitors are there in the market? 

· Where are the competitors locations?

· What would be the best place to sell your product?


	

	Promotion
	· What sort of advertising/promotion techniques are competitors using (signs, decorations, posters)?

· Are competitors offering any discounts or special offers?

· What are the discounts and special offers? 
	


Unit 6: Expenses and Pricing 
Lesson 2: Understanding Business Expenditures 

Now that a business idea has been determined, Lesson Two introduces living costs and business start-up costs and how to calculate them and how to use them to determine prices. Participants first calculate their living costs by reviewing the difference between things they need and things they want. They then decide what they would need to buy in order to start their businesses. They also will learn the difference between capital costs and operating costs, and discover that adding the two together gives them their business start-up costs.

Learning Objectives

At the end of this lesson, participants will

· Participants determine their weekly living costs.
· Participants determine their business start-up costs
LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 Needs and Wants Review

20 min 


	>Create a flip chart of the table 


	
	> Participants will review the difference between needs and wants. 

	Activity 2 
Living Costs 

160 min 

	> Create flip chart versions and photocopy of Chart #10A and #10B.

> Read story about Hawa in advance. 
	Chart 

#10A 

Chart #10B 
	> Participants understand how to determine their weekly living costs. 

	Activity 3 
Capital and

Operating 

Costs 

180 min 

	> Create flip chart 

versions of Chart #11A 

and Chart #11B

> Read story about Hawa in advance.


	Chart 

#11A 

Chart 

#11B  
	> Participants are able to define and understand capital costs and operating costs. 

> Participants calculate the capital costs and operating costs for their business ideas. 

	Activity 4 
Business 

Start-Up 

Costs 

180 min 

	> Create a flip chart 

version of and photocopy Chart #11C. 

> Read story about Hawa in advance. 


	Chart 

#11C 


	> Participants are able to define and understand business start-up costs. 

> Participants determine the costs to start and run their businesses. 



	Activity 5

Pricing 

120 min
	
	
	> Participants understand how to set a price for their goods & services 

	Activity 6

Review Game 

60 min
	> Work with and select 2 participants to lead this Review Game 

>Make notes of the key concepts from Knowing your Market & Understanding your Expenditures Lessons

> Prepare game and relevant materials 


	
	> Participants review the Unit concepts 


Unit 6: Expenses and Pricing 
Lesson 2: Understanding Business Expenditures 
Activity 1: Needs and Wants Review

20 MINUTES

Advance Preparations

> Create flip chart of the table below.

Facilitation Steps

1. [image: image136.jpg]


Review the difference between needs and wants with participants.  Ask them to look in their notebooks or cite from memory the definition of each.

2. Draw the chart below on the board.  Have each participant write down five things she spends money on and then check the correct box to identify if it is a need or a want.

	Needs and Wants:

Can I Tell the Difference?


	Need?
	Description
	Want

	
	· 
	Bread & eggs for breakfast
	

	
	
	Eggs to bake cookies
	· 

	
	· 
	Transportation to work
	

	
	
	A new skirt for church 
	· 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. Call on a few participants to read out their five things and tell the group whether they checked needs or wants.

4. Explain to the group that some classmates may have similar wants, and some probably listed things you’d never want. Someone may have even listed one of your wants as a need. It’s possible that you’re both right! That’s because people define needs and wants differently; they usually base them on their values.
Unit 6: Expenses and Pricing 
Lesson 2: Understanding Business Expenditures 
Activity 2: Living Costs 

160 MINUTES

Advance Preparations

> Create flip chart versions of Chart #10A My Living Costs and Chart #10B My Wants.

> Photocopy Chart #10A My Living Costs and Chart #10B My Wants for all participants.

Facilitation Steps

Part A—“How Hawa Determines Her Living Costs”/Introducing Chart #10A

My Living Costs and Chart #10B My Wants

1. [image: image137.jpg]


Explain to participants: Remember what you learned in the last activity about needs and wants. In this activity, you are going to determine how much money you need to live for one week. First, let us look at how Hawa determines her living costs.

	My business idea: 
	
	

	Needs 
	How many 
	
	Cost for one 
	= 
	Total cost 

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	Total living costs 
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Read the story about Hawa out loud   while participants follow along. This story talks about Hawa’s experience in determining how much money she needs on a weekly basis to live a safe and healthy life.

3. Ask participants: What are all the items in the story that Hawa talks about spending money on? Review the story if participants are having difficulty remembering. List their answers on blank flip chart paper.

	My business idea: 
	
	

	Wants 
	How many 
	
	Cost for one 
	= 
	Total cost 

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	Total costs for wants 
	


4.  Ask participants: “Which of these are needs? Which are wants?” Help them to understand that food and rent are needs because they cannot be postponed. Buying sandals and saving to pay her Uncle are wants because they can be postponed.

5. Based on participants’ answers, write need or want next to each item listed on the flip chart.

6.  Explain to participants: “Since needs are all the things that we need to live, the money we spend on these things are called our living costs.”

7. Display the prepared flip Chart # 10A and transfer all the named needs to the needs column of the Chart #10A My Living  costs. 

8. Then display Chart # 10B and transfer all the wants to the wants column of Chart #10B My Wants.

9. During this part of the activity, disregard the next two columns labelled “How Many” and “Cost for One” while working with Hawa’s story. These columns will be explained in more detail in Part B. 

10. Draw the group’s attention back to what you have completed so far on charts #10A and #10B. 

11. Ask participants: “How much did each of these items cost per week?” Again, review the story if participants are having difficulty remembering.  Write their answers in the Total cost column next to each item.

12. As a group, add up all the living costs. Write the total in the box next to Total living costs. Since Hawa will buy wants at different times, depending on how much money she has, you do not need to add together the Total costs for wants.

Part B—Completing Chart #10A My Living Costs and Chart #10B My Wants
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1. [image: image140.jpg]


Hand out the photocopies of Chart #10A My Living Costs and Chart #10B My Wants. Divide participants into small work groups. Please make sure to pair those with better numeracy skills with those with weaker skills.

2. Ask participants to list in their notebooks all the things that they would buy in one week. Again, remind them not to include business items here.

3. Ask participants to indicate beside each item which is a need and which is a want.

4. When they are finished, have participants transfer their information to the photocopies of Chart #10A My Living Costs and Chart #10B My Wants just as they did for Hawa. Ask them to use the flip chart version about Hawa which is displayed at the front of the room as a guide.

5. Explain to participants that for each item, they can do the following:

· In the column labelled “How many,” write the number of items they would buy for one week.

· In the column labelled “Cost for one,” write the amount it would cost to buy just one of those items.

· In the column labelled “Total cost,” write the total amount of money they would need for that item for one week. 

· Explain that they need to multiply the number in the “How many” column by the amount in the “Cost for one” column. 

6. Work on one example on the flip chart with participants to see how the math is done.  Then allow them time to complete charts.

7. Visit all participants and guide them in calculating how much they would spend on each item per week. 

8. When all participants have completed this part of the charts, guide them in adding together the numbers in the Total costs column to calculate their Total living costs for Chart #10A My Living Costs.

9. Explain that from this point on in the course, they will always refer to these calculations for their total living costs. Since they would buy wants at different times, depending on how much money they have, they do not need to add together the total costs for wants. They can refer back to Chart #10B My Wants to remember how much each want would cost individually.

How Hawa Determines Her Cost of Living
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Nyumah did not think Hawa had any skills. So Hawa showed him a drum that she had made. Bendu, Saye, and Momolu were impressed. They thought that she could sell them in the market. They agreed to help her get started. 

Bendu offered to let Hawa stay at her place. As they were walking to Bendu’s room, Hawa smiled at Bendu and said, “Thank you for allowing me to stay with you.” Bendu said she was happy to help. But because Bendu had nobody else to support her, Hawa would have to share the cost of the rent and buy her own food. Bendu told Hawa, “I buy rice, vegetables, and some fruit at the market for 200 LD per week. It will probably cost you the same amount to buy food.” The rent cost 200 LD every week. So, if they shared the rental cost, Hawa would have to pay 100 LD. 
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As they walked, Bendu noticed that Hawa had a slight limp. Hawa explained, “It’s my sandals. They’re so worn out that every stone I walk on hurts my feet.” Hawa said that she would love to buy a new pair of sandals, but they cost 50 LD. She had been saving little by little while working as a servant. She had 400 LD when she decided to run away. 

[image: image143.emf]
“It is so exciting thinking about the things that I will be able to buy with the money I’ll make from selling my drums,” Hawa said. But then she remembered that she still had to repay her Uncle 2 000 LD. “I still believe that selling drums is a better way to repay my debt to him than working like a slave for people who do not care,” said Hawa confidently. 
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Chart #10A

My Living Costs

	My business idea: 
	
	
	

	Needs 
	How many 
	
	Cost for one 
	= 
	Total cost 

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	Total living costs 
	


Chart #10B

My Wants
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Unit 6: Expenses and Pricing 
Lesson 2: Understanding Business Expenditures 

Activity 3: Capital and Operating Costs
180 MINUTES

Advance Preparations:

> Create flip chart versions of Chart #11A My Capital Costs and Chart #11B My Operating Costs.

> Photocopy of Chart #11A My Capital Costs and Chart #11B My Operating Costs.

Facilitation Steps

Part A—“How Hawa Determines Her Capital and Operating Costs”/ Introducing Chart #11A My Capital Costs and Chart #11B My Operating Costs

	My business idea: 
	
	

	Once 
	How many 
	
	Cost for one 
	= 
	Total cost 

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	Total Capital Costs 
	


1. Explain to participants: Every business needs to buy or pay for something before it can start to sell a product or service. This activity will help you to determine how much it would cost to start your business. It will also help you determine how much money you would need to maintain your business.”

2. [image: image146.jpg]


Read the story about Hawa out loud while the participants follow along. This story talks about Hawa’s decisions about what she needs to start making and selling her drums.

3. Ask participants: “What are all the items that Hawa needs to start her business?” Review the story if participants are having difficulty remembering. List their answers on blank flip chart paper.

4. Ask participants: “Which of these items does she need to buy only once? Which items will she need to buy always in order to run her business?” Based on participants’ answers, write once or always next to each item listed on the flip chart.

	My business idea: 
	
	

	Always 
	How many 
	
	Cost for one 
	= 
	Total cost 

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	Total Operating Costs 
	


5. Explain to participants: “The things that you need to buy only once are called capital costs. The items that you need to buy always are called operating costs.”

6. Write the following definitions on flip charts and have participants read out definitions:
Capital Costs: total cost of items that you need to buy only once in order to start a business

Operating Costs: total cost of things you need to buy always (e.g., weekly) in order to continue running your business

7. Transfer all the items that Hawa will buy once to the Once column on the prepared flip Chart #11A My Capital Costs. Transfer all the items that Hawa will buy always to the Always column on the prepared Chart #11B My Operating Costs.

8. During this part of the activity, disregard the next two columns labelled “How many” and “Cost for one” while working with Hawa’s story. These columns will be explained in more detail in Part B. 

9. As a group, look at Chart #11A My Capital Costs. Ask participants: “How much does each item that Hawa needs to buy once cost her?” Again, review the story if participants are having difficulty remembering. Write their answers in the column labelled “Total cost.”

10. As a group, look at Chart #11B My Operating Costs. Ask participants: “How many drums does Hawa expect to sell in one week?” Then ask them: “To make that many drums, how much does she need to spend each week on the items listed in the column labeled ‘Always’?” Again, review the story if participants are having difficulty remembering. Write their answers in the column labelled “Total cost.”

11. Ask participants to add up the cost of each item on Chart #11A My Capital Costs. Write their answer in the box next to “Total Capital Costs.” 

12. Ask participants to add up the cost of each item on Chart #11B My Operating Costs. Write their answer in the box next to “Total operating costs.”

13. Keep these charts displayed in the training room as you will refer to them for the next activity 

Part B—Completing Chart #11A My Capital Costs and Chart #11B My

Operating Costs

1. Hand out photocopies of Chart #11A My Capital Costs and Chart #11B My Operating Costs. Divide participants into small work groups again be mindful of pairing the groups based on literacy and numeracy skills. 

2. Ask participants to list in their notebooks all the things they would need to start their businesses.

3. Ask participants to indicate beside each item which they would need to buy once and which they would need to buy always remind participants that all the things they would need to buy only Once are their capital costs. Guide them in transferring these items to Chart #11A My Capital Costs.

4. Remind participants that all the things they would need to buy always are their operating costs. Guide them in transferring these items to Chart #11B My Operating Costs.

5. Explain to participants that for each item, they can do the following: 

· In the column labelled “How many,” write the number of items they would buy for one week (based on what they expect to sell in one week). 

· In the column labelled “Cost for one,” write the amount it would cost to buy just one of those items. 

· In the column labelled “Total cost,” write the total amount of money they would need for that item for one week. 

· Explain that they need to multiply the number in the “How many” column by the amount in the “Cost for one” column.

6. Do an example on the flip chart for all participants to see.

7. Visit each participant and guide them in calculating how much they would spend on each item per week. 

8. When all the participants have completed this part of the charts, guide them in calculating and writing their total capital costs and total operating costs in the spaces provided.

9. Visit each group in order to provide assistance as required. When coaching participants, keep in mind that for some businesses, it is best to calculate operating costs daily instead of weekly. In such cases, have participants recalculate their living costs on a daily basis. Have them continue to make “per day” calculations for the remainder of the course.
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If a participant’s idea does not appear to be feasible, coach that participant in completing the charts for their second business idea instead.

11. To review this activity, ask participants: “What did you learn when calculating your capital costs and operating costs?”

How Hawa Determines Her Capital and Operating Costs
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Bendu and Hawa sat down and started to talk about how Hawa would start her business. 

Bendu asked Hawa how many drums she could make for each week. Hawa explained that she could make 10 drums to sell each week. So she decided that she would need to get enough tin cans and material to make 10 drums to start her business. 

“I know a man who sells recycled metal, wood, and tools. Let’s go and see how much it would cost for the items you need,” Bendu said. It was a long walk. But when they arrived, Hawa was amazed at the heap of different types of tin cans and scraps. 

[image: image149.jpg]


She wrote down all the things she would need: one pair of scissors, a wood chisel to work with, 10 tin cans, cloth to bind the edges of the cans, blocks of wood for the legs of the drums, and some glue to hold everything together. 

They also got the prices for all these items: scissors = 400 LD; wood chisel = 50 LD; 10 pieces of cloth = 60 LD; 10 tin cans = 120 LD; 30 blocks of wood = 10 LD; glue = 20 LD. 

[image: image150.jpg]


As they walked home, Hawa noticed a bright bus sign used to attract customers. “Next time I go to that vendor, I’ll pay the 20 LD and go on the bus,” Hawa told Bendu. She thought that a sign such as this would be a great way to attract her own customers. Bendu told her that it cost about 30 LD to have such a sign made

Chart #11A

My Capital Costs

	My business idea: 
	
	
	

	Once 
	How many 
	
	Cost for one 
	= 
	Total cost 

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	Total Capital Costs 
	


Chart #11B

My Operating Costs

	My business idea: 
	
	
	

	Always 
	How many 
	
	Cost for one 
	= 
	Total cost 

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	
	
	= 
	

	
	
	Total Operating Costs 
	


Unit 6: Expenses and Pricing 
Lesson 2: Understanding Business Expenditures 
Activity 4: Business Start-Up Cost
180 MINUTES

Advance Preparations
> Create a flip chart version of Chart #11C My Business Start-Up Costs.

> Photocopy Chart #11C My Business Start-Up Costs for all participants.

Facilitation Steps

Part A—Introducing Chart #11C My Business Start-Up Costs

1. Explain to participants: “This activity will help you to determine your total business start-up costs and what to do if they are too high.” 

	My business idea: 

	Capital Costs + Operating Costs = Business Start-Up Costs 


2. Explain to participants that in order to start her business, Hawa will need to buy all the things that she needs once (capital costs) and pay her operating costs for the first week.

3. Explain that in order to calculate the business start-up costs, you must add together the capital costs and the operating costs.

4. Write out the definition of Business Start-up costs on a flip chart for all to see.  Have a participant read it back. Business Start-Up Costs: total amount of money that you need to start a business (i.e., capital costs + operating costs)

5. Refer to Charts # 11A and #11 B that are displayed in the training room that the class filled out together.  Transfer the totals for the capital costs and the operating costs to Chart #11C My Business Start-Up Costs as indicated. 

6. Complete the calculation and ensure that everyone understands.

7. Explain to participants that the group has just worked with some important business concepts. Take some time to review the terms one more time and to answer any questions they may have.

8. Display this Chart # 11C along with #11A and #11B as they will be referred to in upcoming steps. 

Part B—Completing Chart #11C My Business Start-Up Costs
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Review with participants that capital costs + operating costs = business start-up costs. Guide them in completing these calculations at the bottom of Chart #11C My Business Start-Up Costs, just as they did for Hawa.

2. Explain that from this point on in the course, they will continue to refer to these calculations.

3. All participants will require support and encouragement to work through their calculations. During or after this activity, work one-to-one with all participants. Review their charts. Make sure that they reflect the reality of their living situations.

4. Have one or two of the stronger students talk out and display their calculations on flip chart as examples for the class.  Call on students to do the calculations out loud.  

Part C—“How Hawa Determines Her Business Start-Up Costs”

1. Ask participants to compare their business start-up costs, which they calculated above, to the amount of money that they actually have.

2. [image: image152.jpg]


Ask participants: “Do you have the money you need to start your business?” Note that the majority of participants probably do not have enough.

3. Explain to participants: “Hawa did not have enough money either. This next story will tell us how she still managed to start her business.”

4.  Read the story about Hawa out loud while the participants follow along. This story talks about how Hawa decreases her business start-up costs to an amount that she can afford.

[image: image153.emf]
5. Update the flip chart versions of Chart #11A My Capital Costs, Chart #11B My Operating Costs, and Chart #11C My Business Start-Up Costs with the changes that Hawa makes in the story. Review the story to help participants remember the details.

6. Ask participants:  What did Hawa do to decrease her business start-up costs? What are some other things you could do to decrease your business start-up costs?

7. Ask participants to return to their small work groups. Have them discuss alternatives for decreasing their business start-up costs. 

8. Visit each group in order to provide assistance as required. Make sure you and the co facilitator are able to go over the start-up costs with each participant.  

9. If a participant’s idea does not appear to be feasible, coach that participant in completing the charts for their second business idea instead.

How Hawa Determines Her Business

Start-Up Costs

[image: image154.emf]When they got home, they added up all the items on the business start-up chart and realized that Hawa needed 710 LD to start her business. 

“I have 400 LD, but I need 300 for food and rent. So I have only 100 LD to start my business.” 

They then talked about how she could start her business with less money. “I do not

[image: image155.emf]want to get a loan from anyone because I already owe too much to my uncle,”  Hawa said.

Bendu told her about a canning factory in town that throws out all the cans that it does not use. Hawa realized that paying for transportation to the vendor and a sign for attracting customers were good ideas. However, those ideas would have to wait until she had more money to spend.

[image: image156.emf]Hawa used the 100 LD she had to buy cloth, glue, and wooden blocks. She was also able to borrow a pair of scissors and a wooden chisel from the woman who rented them the room. 

Hawa collected enough tin cans to make 10 drums. Then she began to sell her drums near Sekou’s fruit wagon. Finally, Hawa could start to pay back her uncle. 
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Chart #11C

My Business Start-Up Costs

	My Business Idea:

	Capital Costs           _____________

                  +

Operating Costs      _____________

                  =

Business Start-Up Costs    _____________


Unit 6: Expenses and Pricing 
Lesson 2: Understanding Business Expenditures 

Activity 5: Pricing
120 MINUTES

Facilitation Steps

1. Explain to participants now that they have all set out what their expenses would be in terms of both personal and business start-up. We must now look out how to determine the price of your products or services you will be selling or providing in your business

2. Explain to Participants: As we all remember from our session on the 4 P’s and on the 4 P’s Market Research., Price is one of the 4 P’s of marketing. Setting a price can be difficult but is very important.  Your business may have very good products or services but if your prices are wrong, you may not sell or you may not make enough profit to cover your expenses.  

3. Continue to explain to participants: When you work out a price on a product or a service, you need to know how COST, PRICE and PROFIT work together. 

4. Write out on a flip chart:

PRICE  - COST = PROFIT

     OR 


COST + PROFIT = PRICE 

5. Go through the equation with participants to make sure they understand that how much the product or service costs to make or put together as well as the amount of profit you want to make on the product or service will influence the price.

6. Explain to participants that you are now going to talk about how to set your prices to ensure that you can both cover your costs (all of the things discussed Earlier, like operating costs) and that you have enough to make a profit (which would cover your living costs, additions to your business and savings which we will talk about later).

7. Tell participants that in general prices must be

· Low enough to attract customers to buy and

· High enough to give your business profit 

8. Explain to participants that there are certain things you need to look at that will help you to determine your prices.  Write the following things as you say them out loud on a flip chart and explain that we will go through each of these in this activity:

· Knowing your costs

· Knowing how much your customers are wiling to pay

· Knowing your competitors prices 

· Knowing how to make your prices more attractive

9. First let’s examine “Knowing your costs”: Divide participants into three groups and read them the following story

Mrs. Tembo wants to make meat pies at home to sell at outside the local primary and secondary school before and after school.  She has determined that the cost to make the meat pies is 20 Liberian Dollars, this includes flour, meat and other ingredients needed to make the meat pies taste good.  Mrs. Tembo tests out her price and one day sells her meat pies on Monday for 10 Liberian Dollar, on Tuesday for 20 Liberian Dollars and on Wednesday for 30 Liberian Dollars.  Which Day will she lose money, which day will she break even or make no money and which day will she earn a profit?

10. Tell participants they have one minute to come up with an answer and the first group to raise their hands and answer correctly wins

11. Explain to participant that to make profit your prices must be higher than your costs to set your prices you need to know very clEarly what the costs are of your products and services

12. Next let’s examine “knowing how much customers are willing to pay.”  Explain that customers must be willing to pay your prices. If you set a price which is too high you will soon know because you will sell very little or nothing.  For this we will also refer back to Mrs. Tembo.  

Mrs. Tembo decided to do a customer survey to get more information on her prices and asked her customers what they were willing to pay for a meat pie.  Almost all of them said that 35 Liberian Dollars is too much money to pay for a pie. Many of them said they would buy a pie if it does not cost more than 30.  Mrs. Tembo therefore determined the price for meat pies should be somewhere between 20 and 30, as 20 is the cost of the pie and 30 is the most people are willing to pay.

13. Explain that if the price customers are willing to pay is lower than your costs, then you need to try and think about how to cut your costs.  

14. Next let’s examine “knowing your competitors prices”.  Explain that is important to find out how much competitors charge for the same or similar products or services to your business.  In general if your prices are lower than your competition you may attract more customers and if your prices are higher than your competitors your customers may buy from them.  Let’s go back to Mrs. Tembo
Mrs. Tembo went out to different meat pie sellers and restaurants in her area and found out that most competitors charge 30 for meat pies.  She discusses the prices over with her sister and her sister explains that often you can charge a lower price than your competitors if your product or service is new and people don’t yet know about it or if you want to attract new customers.  Her sister also tells her that she can charge a higher price than her competitors if customers know and believe that her product is better than her competitors and if she provides an extra service such as longer hours of selling or delivery of the meat pies.  Her sister however reminds her that to make a profit her prices cannot be lower than her costs. If she lowers them below 20 Liberian Dollars she may have more customers but will not make enough money to cover her operations.  Mrs. Tembo still has not yet decided what price to charge for her meat pies.  She is thinking of charging 25, if customers buy from other places they have to pay 30
15. Finally let’s examine “Knowing how to make your prices more attractive”.  There are many ways to make your prices more attractive to your customers.  Let’s look at what Mrs. Tembo decided to do.

After weighing all of her options, looking at her competitors, recognizing her costs, examining how much people are actually willing to pay she decided to set her price at 25 LD per meat pie.  Mrs. Tembo realized that the cost had to be higher than 20 but wanted to make sure that she had a better price than her competitors at 30.  She also wanted to do something extra to attract customers and this is why she chose 25.  25sounds much less than 30 but really is only a cent difference so she used this strategy to make her price more attractive than 30.

16. Ask participants if they can think of other ways they could make their prices more attractive like Mrs. Tembo.  Get participants to think of answers that include:

· Use special offers like sales or two for the price of one or buy one get something extra - special offers should not be a daily thing but rather once and a while to attract customers

· Use discounts - this can be in the form of quantity discounts so the more customers buy they can get a certain discount or a seasonal discount things are lower prices in the rainy season for example

17. After you have ended the discussion, wrap up by emphasizing the importance of pricing to a successful business.  If prices are right you will both attract customers as well as make a profit, if prices are wrong your business will suffer by not having customers and not being able to cover your costs. Ask participants to continue thinking about the prices they will be setting for their products as the training goes on.  Ask them to spend time in the markets doing further research like Mrs. Tembo. 

Unit 6: Expenses and Pricing 
Lesson 2: Understanding Business Expenditures 
Activity 6: Participant Led Review Game

60 MINUTES

Advance Preparations

> Work with and select 2 participants to lead this Review Game 

>Make notes of the key concepts from Knowing your Market & Understanding your Expenditures Lessons

> Prepare game and relevant materials 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
UNIT 7:  Girl Power and Potential
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Unit 7: Girl Power and Potential 
Lesson 1: Self Confidence


Lesson 1 introduces the concepts of self confidence.  Fundamental to the development and effective use of life and business skills is the concept that young people have an understanding of their own worth.  Participants will begin talking about “self worth,” “self–esteem,” or “self–image” in this lesson and its link to being a successful business woman and community leader.

Learning Objectives

At the end of this lesson, participants will

· Be able to define the term “self–esteem.”
· Describe the link between self–esteem and leadership 
· List qualities that they most admire about themselves.
· List areas in which they would like to improve.
LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Do We Have

Self Esteem

60 min 

	>Flip chart with questions from Step 8 written out 
	
	> Participants are able to define and understand the concepts

"self-esteem" and "self worth"

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 
A Pat on the

Back

30 min 
	
	Sheet of paper, pen, tape and marker for each participant
	> Participants have the opportunity to share with each other the positive impressions they have of each other and have some fun.

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 3  Leadership 

90 min 


	>Divide participants in groups of 4 pairing outgoing and less outgoing girls
>Make copies of True Colors Assessment Handout
 
	True Colors Assessment Handout for each participant 
	> Participants are able to describe the qualities of a good leader and the link between self esteem and leadership.

> Participants understand their own leadership style and strengths. 

>Participants understand how to adapt their leadership styles to others

	Activity 4  Guest Speaker 

60 min 


	>Identify and invite a female local leader from the community to speak about her experiences as a leader
>Prepare the speaker 

>Prepare participants to ask questions
	
	> Participants are able to discuss leadership with a local role model.


Unit 7: Girl Power and Potential 
Lesson 1: Self Confidence

Activity 1: Do We Have Self Esteem?(
60 MINUTES

Advance Preparations

> Prepared flip chart with questions from # 8 written out for display

Facilitator Steps

1. Remind participants that in the Exchanging Stories (Unit 3, Activity 4) activity we looked at the type of person we want to be.  Explain that in working to develop ourselves into that “person we admire,” it is helpful for us to first look at ourselves now.  This session is a first step in understanding our feelings about ourselves.

2. Brainstorm a meaning for the term, “self–esteem.”  What does it mean?  List the answers on the flip chart or board.  Possible answers might include:
• How you see yourself

• Believing that you are worth a lot

• Confidence 

• Personal strength

3. Ask the participants where they think self–esteem comes from.  Discuss the possible sources of self–esteem and jot them down on the flip chart or board.

Ideas might include:

• How your parents raise you or treat you

• Belief in God (He can’t make poor materials)

• Treatment by brothers, sisters, other family and community members

• Personal reflection

• Your performance in school or other peer activities 

4. Ask participants: take a moment to think about their own image.  Ask them to think about the following questions to themselves: What are the most important parts of you?  How do you see yourself? What are some of your strengths and weaknesses?

5. Next have participants write 10 sentences that start with the words, “I am…”  Examples might be “I am an intelligent young woman.”  Or “I am a really good friend to others.”  These can be positive or negative for example “I am sometimes too stubborn” or “I am too quick to make judgments” or “I am shy” Emphasize that this exercise will not be collected but is for their personal use only.
6. Next, suggest that participants put a check mark next to the things they like about themselves.  Put a question mark next to the things you want to change or work on.

7. Ask participant to look at their lists and compare the amount of check marks to question marks.  Based on this ask participants if they would say that they have good self–esteem and our confident in who they are, or that maybe they need to work on developing their self-image a bit (Participants do not need to actually answer this question.)

8. Divide participants into groups of two or three, display the questions below on a flip chart and read out loud.  Ask participants to take 20 minutes to discuss each of the following questions jotting down answers in their notebooks

· In what way does knowing how we see ourselves or understanding self- esteem help us with everyday life and business?

· How does knowing our self-esteem help inform our decision making and communicating with others?

· How can we continue to work to improve our self-esteem? 

9. Gather the group back together and go through each question allowing two or three of the groups provide answers for each question.  

10.  Summarize by explaining self-esteem is important as you begin to develop and manage your business but it is also important in ensuring that you are comfortable and confident with yourself and who you are this will lead to making better decisions and ultimately taking on leadership roles within your community.  

Unit 7: Girl Power and Potential 
Lesson 1: Self Confidence

Activity 2: “A Pat on the Back”

30 MINUTES

Advance Preparations:

>Sheet of pen, paper, tape and marker for each participant 

Facilitator Steps

1. Give one sheet of paper, a pen, and tape to each participant.
2. Explain to participants that in the last session we examined our own self esteem and view of ourselves building on that it is important to understand how others may see us.
3.  Talk very briefly about how you as a facilitator feel about the group, their commitment, their hard work and what has been positive about the training so far.
4. Explain that we have all made an impression on each other in one way or another over the past several months.  We all have some positive things that we would like to say to each other, but sometimes we forget to tell each other the good things.  This exercise gives us an opportunity to share with each other the impressions we have of each other and have some fun at the same time.
5. Instruct the participants to write their names on an upper corner of their papers and to make a symbol that represents them in the center.  They could trace their hand, a star or sun—anything that represents them. 
6. Next, they should attach their papers to their backs with tape.
7. Tell the participants to think about the different people in the room.  What positive words would you use to describe each person?  What happy message would you like to give to different people in the room?  So those with lower literacy do not feel left out you can also explain that if you would like you can even draw a picture that represents that person. 
8. Tell the participants that when you say, “Go!” they should move around and write one (or two) word(s)  or pictures on each other’s papers, they do not need to write their names next to what they write or draw. Make sure to emphasize that what should be written or drawn should be something POSITIVE!
9. When most seem to have finished, say, “Stop!” and let the participants remove their papers from their backs.  There should be a great deal of joy and laughter as people see the positive feelings others have for them!
10. Have each of the participants stand up and read or display two or three things that were written on their paper. 
11. Explain to participants that it is good for us to remind ourselves of the positive things people think about us and we think of ourselves everyone once and a while…this will help us to boost are self-esteem and be more confident.  

Unit 7: Girl Power and Potential 
Lesson 1: Self Confidence

Activity 3: Leadership

90 MINUTES

Advance Preparations

>Make list of groups of 4 (pairing outgoing and not as outgoing girls)

>Make copies for each participant of True Colors Assessment Handout

Facilitator Steps:

Part A: Reviewing Good Qualities 

1. Review the ideas talked about in the last two self esteem activities. Use the following questions as guides to the discussion if needed (you do not need to discuss all these questions):

· How did they feel in doing the last two activities?

· Did they think they were useful and why?

· Why is it important to know about yourself and understand self esteem?

2. Explain to the participants that they are going to create a “Me” Commercial.
3. Divide participants into groups of 4.  For this it would be best to assign the groups beforehand to make sure that the more outgoing girls are paired with less outgoing to ensure full participation.  
4. Explain that in their group they will be creating a short skit (no more than 5 minutes).  In the skit they should be trying to advertise themselves explaining to the audience why someone would hire them and what makes them each special.  The skit should discuss all of the 4 group members.  
5. Give the participants each 20 minutes to develop their advertisement.  When they are finished have each group present their advertisement to the group. 

6. Explain to participants that a healthy self esteem and self confidence are important ingredients to being a good business woman and ultimately a community leader.

Part B: Understanding Leadership 

7. Ask participants to return to their groups and brainstorm 5 qualities of a good leader .
8. Have each group present back to the group.
9. After the presentations write on a flip chart the definition of Leadership and have a participant read it out loud :
Leadership is the ability to direct and support a group in achieving a clear and defined goal by:

· being flexible

· bringing out good qualities in others

· knowing when to follow & knowing when to take charge

10. Explain that there are many different styles of leadership and different people have different styles.  We are going to use “Colors” to help categorize 4 different styles of leadership.
11.  Hand out and explain the True Colors Assessment Worksheet.
12. Have girls take the True Colors Assessment.  Explain that those with: 

· highest scores in the 1st Column are ORANGE

· highest scores in the 2nd Column are  GREEN

· highest scores in the 3rd Column are BLUE

· highest scores in the 4th Column are GOLD 

13. After determining what color they are, have them go into groups according to their color. The group should discuss with their fellow leaders what they have in common by being that type of leader.
14. Read or ask for volunteers to read the Color Leadership Characteristics. Ask participants if they agree with their color assessment. Ask participants to discuss what are the positive aspects of that leadership style.
15. Explain to the group that in order to be a leader you also need to understand how to work with different types of people for example the different color groups.  Read or ask for volunteers to read Getting Along with Different Colors.

16. Explain to participants that being a good leader means knowing both your own style of leadership and what works best for you understanding how best to interact with and lead others.  

True Colors Assessment Worksheet

Instructions: Under each set of 3 words, rate how much the words describe you. A score of 4 is “very much like me” and a score of 1 is “not at all like me.”

	Immediate

Flexible

Adaptable

__________
	Duty

Belonging

Parental

__________
	Genuine

Harmonious

Compassionate

_________
	Logical

Curious

Investigative

__________

	Options

Open-Ended

Action

___________
	Obligation

Realistic

Caretaker

__________
	Unity 

Integrity

Devotion

_________
	Questioning

Rational

Objective

___________

	Freedom

Impulsive

Excitement

_________
	Equality

Prepared

Traditional

__________
	Uniqueness

Communicative

Sympathy

__________
	Knowledge

Abstract

Thoughtful

__________

	Optimistic

Cheerful

Light-Hearted

__________
	Ceremony

Traditional

Basic

__________
	Intimacy

Poetic

Authentic

__________
	Calm

Clever

Imaginative

__________

	Randomness

Intense

Live for Today

__________

__________
	Responsible

Organized

Order

___________

__________
	Perfection

Meaningfulness

Affectionate

___________

__________
	Intellectual

Technology

Theoretical

___________

__________



	Total

__________
	Total

___________
	Total

___________
	Total

___________


Color Leadership Characteristics 

If you are an ORANGE you will have the natural tendency to:

· Make life fun

· Love to talk with others

· Easy to get people excited and encouraged

· Enjoy groups and high activity levels

· Avoid details, close accountability and deadlines

· Have the future oriented time frame of “It’ll all work out”

If you are a GREEN you will have the natural tendency to:

· Move towards positions of leadership

· Be decisive and quick to make decisions

· Avoid “chit-chat” and want to “get to the point”

· Have the time orientation of “let’s do it now”

· Love to overcome obstacles and take on challenges

· May not realize the impact of your words

If you are a BLUE you will have the natural tendency to:

· Want to go deep into your relationships

· Express tremendous loyalty to those you care about

· Listen attentively (and at length) to other’s problems

· Be more sensitive to the needs of others

· Carry the emotional burdens of others on your shoulders

· Have your feelings be hurt easily

If you are a GOLD you will have the natural tendency to:

· Want to do things “right” and “by the book” and follow the rules

· Strive for accuracy and quality not Nyumah

· Look at person’s past as a key to trusting them in the future

· Want clEarly defined direction and work tasks

· Be very creative in designing helpful systems

· Be very good at taking things apart, even people, when wronged

Getting Along With Different Colors 

Oranges:

· Be active with them, don’t slow them down

· Be spontaneous and fun, not heavy

· Compete in fun when appropriate

· Be adventuresome and optimistic

· Be energetic and ready to go

Greens:

· Be aware of their curiosity about life

· Give things that challenge their problem solving abilities

· Respect their need for independence

· Respect their inventions and ideas

· Know that they are caring even though they may not show their feelings easily

Blues:

· Spend quality time one-on-one with them

· Be aware that they wear their heart on their sleeve

· Listen to them as they listen to you

· Be supportive

· Share your thoughts and feelings

· Praise their imagination and creativity

Golds:

· Remember to be on time

· Try to be extra organized and efficient

· Remember they are generous but like things returned

· Do what you say you will do

· Be dependable and loyal

· Respect their need for security

Unit 7: Girl Power and Potential 
Lesson 1: Self Confidence

Activity 4: Female Leader Guest Speaker


60 MINUTES

Advance Preparations

> Invite a female local leader from the community 

>Prepare the speaker on her presentation

Facilitation Steps

1. Explain to participants that a local leader will be coming today to talk about her experiences.  

2. Divide the participants into four groups. Ask them to discuss and write down a list of questions for the guest speaker. Questions could include: how did you become a leader in the community? What are the challenges of being a woman leader? What advice do you have for young girls and women in the community? How do you deal with problems like GBV?

3. Remind participants to be polite and attentive

4. Welcome participants and the guest speaker.
5. Introduce the guest speaker including her background and/or leadership experience.  
6. Invite the speaker to come to the front of the room and speak on leadership, her personal experience or another inspirational message.
7. After the speaker has finished her talk, thank her. Spend the rest of the time encouraging question and answer and discussion among the participants and guest speaker.

Unit 7: Girl Power and Potential 
Lesson 2: Working with the Community


Lesson 2 explores the theme of contributing to your community.  Participants will have the opportunity to map their community’s assets and needs.  This will provide participants with the info needed to later decide on a community service project.  

Learning Objectives

At the end of this lesson, participants will

· Understand the importance and benefits of contributing to their community

· Understand the assets and needs of their community

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1

Using Your Talents to Help Your Community
30 min 

	>Pieces of paper and tape 


	
	> Participants will identify things they do well

> Participants will recognize the many assets they as a group possess to share with their community



	Activity 2 Community Mapping
90 min 

	>Flip charts and markers for participants to draw maps

>Tape and sticky pads 

>Review example maps to help facilitate the participants map drawing  
	
	> Participants will identify the assets, services and structures in their community

	Activity 3 
Community Needs Assessment

60 min 

	
	
	> Participants will understand the needs of young people in their community 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Unit 7: Girl Power and Potential 
Lesson 2: Working with the Community 

Activity 1 Using Your Talents to Help Your Community
30 MINUTES

Advanced Preparations:

> Bring pieces of paper and tape. 

Facilitator Steps

1. Explain to participants how the last few sessions have been about learning more about ourselves and understanding our leadership styles and capabilities.  The next sessions will now be about learning how to put those qualities to good use.  

2. Begin by asking participants, "Who has something that they really do well?"  Have a few participants share their answers. 

3. Divide the participants into four groups. Pass out the paper and ask participants to write on it their talents or things they do well. Then give the participants tape to join the pieces of paper together. 

4. Explain that this forms a chain of different talents that all the participants have.

5. As participants begin to complete their mini chains, join the mini chains together with tape to create one long class chain. Have participants stand and hold the ever-growing chain as you link it together, until all are linked. 

6. Once the entire chain is constructed and linked together, and all participants are standing holding their portion, ask the class what this chain demonstrates.  Get them to the answer that all the participants have talents that they do well.  

7. Hang the chain up in the room as a reminder that the participants are all good at something.  Refer to it as needed throughout the day and training. 

8. Explain to participants that over the next couple of weeks they are going to use their skills and abilities together to help their community.  Tell them that this is an exciting opportunity not only for them to give back, but for them to be positive leaders and role models for younger girls in their community.

Unit 7: Girl Power and Potential 
Lesson 2: Working with the Community 

Activity 2: Community Mapping

90 MINUTES

Advance Preparation

>Flip charts and markers for participants to draw maps

>Tape and sticky pads 

>Review example maps to help facilitate the participants in map drawing 

Facilitator Steps

1. Remind participants of the activity they just did with paper chains.  Tell them that just as we saw that this group possesses many different skills, if we look carefully we can also find many resources within their communities.

2. Explain that in order to understand which resources are already present in your community and which may be lacking from your community, it is good to perform a community assessment. 

3. Divide girls into neighborhood groups (or if they are all from a common area have them divide into four groups of 5-7 people), each with a work space separate from the other, such as separate sides of the same room or some outside the room some inside the room.

4. Begin by explaining that they will be drawing a map of their community.  Show them the sample maps in the course manual and point out key features.

5. To begin, ask the participants to decide on a good reference or starting point. This could be a prominent landmark (e.g. church) or a river or road. 

6. Have them locate some or all of their houses and land, if appropriate.

7. Ask them to add other places or objects such as residence areas, fields/irrigation ditches, schools/churches, markets, health centers, recreational areas, police stations and contact persons. The facilitators can look at the examples of maps below to help guide the participants.  

8. Once their drawing is done, ask them to do two or three (maximum) of the following:

· Draw stars of different sizes to identify where they spend their time the most: one big star for daily, one medium star for weekly, one small star for monthly or less frequently. They can use as many of each as they wish.  

· Draw a smiley face ( to identify places they like to be. Draw a frowning face ( for places they don’t like to be.  They can draw as many faces as they wish.  

· Use small sticky pads or small squares of paper to draw or write things they need or want in their community.  They can use as many as they wish.  Tape or paste down after they have finished.

9. Then ask the group to analyze their map asking them to discuss the following questions. Explain they will be presenting their maps to the whole group after discussions:

· Discuss with each other where they like to be and why?

· Discuss what places are most important to them and why?

· Discuss where they don’t like to go and why? 

· Discuss what things are missing from their community?

10. Bring the groups together and post the maps side by side where everyone can see them. Have one member from each group briefly describe their group’s map and what they discovered about the patterns of frequency, likes and dislikes, importance, or whatever they have identified.

11. As a group ask the participants to look at similarities and differences in the maps.  

12. Ask participants as a group the following questions, allow several participants to answer and discuss each question make sure that each discussion remains focused on the question: 

· Did this exercise raise any needs or problems that need to be addressed in your communities?

· What are some of the potential resources available in your community?

· What are some of the constraints of your community (like lack of knowledge, resources not used, distances to services)?

· How might we use this information from this mapping exercise?  

· What might be some next steps?

13.  Tell participants to keep in mind the findings and discussions of this activity as they will need the information moving forward.  Make sure to keep the maps the participants designed as they will be referred to later in the training.
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Unit 7: Girl Power and Potential 
Lesson 2: Working with the Community 

Activity 3: Community Needs Assessment

60 MINUTES

Facilitator Steps

1. [image: image168.jpg]


Explain to participants that one characteristic of good leadership is to take action to improve your community. For the next few days, we’re going to work together on a community improvement project. 
2. Ask participants what are some positive outcomes of participating in a community improvemetn project? (E.g. raise our status in the community, community memberes appreciate you, life gets better in the community, increases our self esteem and confidence, allows us to practice our leadership skills)
3. In order to know what type of project is needed we need to first map the communities resources as we have done and then do a community needs assessment.

4. Explain that the purpose of a community needs assessment is: 

· To have questions to help you gather information

· To find out what your community really needs

· To have a tool to help you come up with project ideas

5. Explain to participants: a community assessment is a research project you conduct to find out how a specific problem or issue affects your community and what resources exist within the community to help solve the problem.

6. Introduce the idea that they will be working to decide what the community’s most important needs are.  It is very important that everyone contribute his or her ideas.

7. Divide participants into neighborhood groups used for the mapping.

8. Ask them to discuss: What problems or issues affect young people in your communities?   Nominate a secretary for each group to keep notes of their discussion and write them out on flip charts. Give participants plenty of time to discuss within their groups and then invite them back.  

9. Ask them to present their ideas.  Write their ideas on the board as they are mentioned and create a list of suggestions.  Allow the participants to question each other and discuss the ideas as they are presented; this is valuable in clarifying issues. 

10. Once the list is made, the participants are asked to elaborate further on each issue, as necessary and work to consolidate the list.  For example, there may be one or two items that seem to be the same.  They need to be clarified; if appropriate, ideas can be combined into one issue.

11. Once the list is finalized ask participants to rank the ideas in order of need (you can do this through voting, having participants raise their hands on the one they think is more important and move down the list).  If there are more than six items on the list, have the group members vote to get the top five or six items.

12. Conclude the discussion by telling the girls that in the coming lesson they will learn how they can contribute to communities and develop a project that might possible address one of the issues identified. Make sure to keep the list as it will be referred to in the next lesson.

Unit 7: Girl Power and Potential 
Lesson 3: Community Service 101


Lesson 3 introduces the concept of community service.  Participants will have the opportunity to brainstorm community service projects and their feasibility—using the community needs and assets identified in the previous lesson.  The final activity is a participant-led community service project which will allow participants to put into practice many of the life skills they’ve been learning thus far in this training.

Learning Objectives

At the end of this lesson, participants will

· Be able to describe community service

· Have a basic understanding of the steps needed to organize a community service project

LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
What is

Community Service

30 min 

	>Make sure to bring the maps from Lesson 2 Activity 2 and the list from Lesson 2 Activity 3

>Read Hundredth Monkey story
	
	> Participants have an understanding of community service

> Participants understand the importance of community service and volunteerism

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2

Get Specific About Community Service

90 min 


	>Review the Steps to Making a Good Decision from Unit 3 Lesson 1 


	 
	> Participants will discuss all the considerations for a project

> Participants determine which project is most beneficial and feasible 

 

	Activity 3 
Making it Happen!

11 hours

	
	
	> Participants will lead the development of a community service project

> Participants will lead the implementation of a community service project



	Activity 4 
Reflecting on Your Community Service

60 min

	
	
	> Participants will share their most interesting moments during the community service project


Unit 7: Girl Power and Potential 
Lesson 3: Community Service 101

Activity 1: What is Community Service?( 

30 MINUTES

Advance Preparations:

>Make sure to bring the maps from Lesson 2 Activity 2 and the list from Lesson 2 Activity 3

>Review the Hundredth Monkey Story 

Facilitator Steps
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1. Welcome the participants and tell them that over the next few weeks they are going to have the opportunity to practice their newly identified leadership skills and give back to their communities. 

2. Review the community maps drawn by the participants in Lesson 2 Activity 2.  Now review the list of issues and challenges young people face that was made in Lesson 2 Activity 3.  Explain that no community is perfect. 

3. Explain to participants that the point of making these maps was to remind ourselves of the many assets in our community as well as uncover some of the issues facing the community.  

4. Ask participants to define Community Service.  Explain that Community Service is: a voluntary service that is performed for the benefit of one’s own community.
5. Talk about the ripple effect like throwing a stone into the water and having the rings spread across a pond.  If we do something positive for our community, it can have a positive impact on our world just like doing something negative has an impact on our world.  
6. Share with the participants a story of any volunteer/community service work you have done in the past.  
7. Ask the group the following questions:

· Why do community service?  

· What can you learn from community service?

8. Read the Hundredth Monkey story out loud.  Then discuss the following questions:

· What happened in this story?

· Who started the positive change?

· Why do you think that the 100th monkey learning to wash the raw sweet potato had such a big effect?

· What can we learn from this story?  Particularly in regards to making a difference in our communities?

9. Bring the groups back together and conclude this activity by telling participants that in the next few activities they are going to have a chance to be the monkey and have a chance to be the 100th Monkey and make a difference in their community that will then teach others to do the same.
The Hundredth Monkey

By Ken Keyes, Jr.

A story about social change

The Japanese monkey, Macaca fuscata, has been observed in the wild for over 30 years. In 1952, on the island of Koshima scientists were giving monkeys sweet potatoes dropped in the sand. The monkeys liked the taste of the raw sweet potatoes, but they found the dirt unpleasant.

A one year old female monkey named Imo found she could solve the problem by washing the potatoes in a nearby stream. She taught this trick to her mother. Her playmates also learned this new way and they taught their mothers too. This new idea was gradually picked up by various monkeys while the scientists were watching.

Between 1952 and 1958, all the young monkeys learned to wash the sandy sweet potatoes in the nearby stream like Imo to make them more delicious. Only the adults who imitated their children learned this new technique. Other adults kept eating the dirty sweet potatoes. 

Then something started taking place. When the sun rose one morning there were 99 monkeys on Koshima Island who had learned to wash their sweet potatoes, that morning the 100th monkey learned to wash her potatoes.

THEN IT HAPPENED!

By that evening almost every monkey in the tribe was washing sweet potatoes before eating them. The added energy of this hundredth monkey created a breakthrough with the other monkeys who would not learn to wash!

A most surprising thing observed by these scientists was that the habit of washing sweet potatoes then jumped over the sea…Groups of monkeys on other islands began washing their sweet potatoes!

The Hundredth Monkey Phenomenon means that when only a limited number of people know of a new way, it may remain that just those limited number of people know the way. But there is a point at which if just one more person tunes in to a new awareness, it is strengthened so that this awareness is picked up by almost everyone!

You may be the “Hundredth Monkey!”

Unit 7: Girl Power and Potential 
Lesson 3: Community Service 101

Activity 2: Get Specific About Community Service(                       

90 MINUTES

Advance Preparations:

>Review the Steps to Making a Good Decision from Unit 3 Lesson 1 

Facilitator Steps

1. Ask participants to take a piece of paper from their notebooks and write all their "I Can'ts".  (EXAMPLES: "I can't learn math." "I can't exercise ") Give them 5-10 minutes to think and write.  

2. Ask for volunteers to tell everyone what they wrote.  Then, tell all the participants to stand up. Read the following statement out 

EPAG Friends, we are here today to say goodbye to 'I Can't.'  We will get rid of 'I Can't' once and for all. “I Can’t” is survived by her brothers and sisters, 'I Can', 'I Will', and 'I'm Going to Right Away'. They are not as well known as their famous relative and are certainly not as strong and powerful yet. Perhaps someday, with your help, they will make an even bigger mark on the world. 

3. Next ask everyone to tear their “I Can’t” papers into small pieces and throw them in the trash can. Explain that from now on, we’re only going to focus on what we CAN do! 

4. Now we’re going to get specific about our community service project. Read out the Sample Community Service Ideas sheet and discuss each project and how it might meet the needs of young people in their communities.  

5. After reviewing the examples of projects, have the participants review the list of problems facing girls developed in Lesson 2 Activity 3. 
6. Go through the list and have participants make suggestions for solutions to their concerns in the form of community service projects. 
7. Discuss which options are most realistic. For example, building a new sports center to keep kids off the street may not be a possible option, but organizing a weekend life skills program might be. Remind participants that they will get no external help from any NGO for this project. It’s up to them to use their own resources or resources from within the community.
8. Then vote to choose the top three options (refer to some of the methodology from Steps in Making A Good Decision from Unit 3 Lesson 1).
9. Divide the group in three groups and give each group one of the decided upon options. 
10. Write the following questions on a flip chart to display in front of the class and read them over several times out loud. Ask the groups to discuss the questions. Give the participants a flip chart to record their answers and report back (facilitators should be circulate and assists participants at this time):
· Are there community organizations in place dealing with that problem that could use help? 
· Does their project require any resources or money? 
· What would have to happen to do this project? 
· How would we carry out the project?
·  What are some possible problems?  
11. After 25 minutes, come back together as a group and present options. Address any aspects they may have left out and discuss questions from the group. 
12. Vote on which of the three options would be the best project to plan right now. 
13. After participants have voted to choose the best community service project, explain that the next few days will be devoted to the participants making it happen. 
Sample Community Service Project Ideas:

1. Community Beautification Projects

· Creating a community garden or green space 

· Murals and other art around community spaces 

· Trash pick up

2. Community Campaigns 

· Girl Child School Enrollment  Campaigns 

· Gender Based Violence Awareness Raising 

· Women’s day celebration and speakers 

3. Other Ideas 

· Hospital visits 

·  EPAG Coaching programs with younger girls 

· Feeding programs for less fortunate community members

· Small business information center 

Unit 7: Girl Power and Potential 
Lesson 3: Community Service 101

Activity 3: Making it Happen!(
11 Hours

Facilitator Steps

1. This activity is more difficult to plan since the project will be participant driven. The training schedule has allotted a whole week to the planning and initiating of the community service project. 

2. Activities to help the participants plan their project include these steps: 

· Research the project.  Participants will have to determine exactly what will be done to complete the project. They will need to determine whether or not it can be done during training hours, and how long it might take. 

· If it involves a local organization, they can call and arrange for a guest to come in and speak about the organization's work. If it is a beautification project, the participants will need to determine whose permission they need to complete their project (i.e. principal's permission to paint a mural on a school wall). 

· Community leaders and other community members should be involved as much as possible.

· The participants will have to brainstorm all the possible jobs needed to carry out the project and make sure that everyone has a job. 

· Once the project is planned, the participants will begin the steps, whether that means designing a mural and finding a location for it, or getting the necessary materials to do a neighbourhood trash clean-up.

· Remember: this is an exercise in decision making, leadership, time management, problem solving, team work and organization! It is your job as trainer to help the participants through this project and remind them of the life skills they have been learning throughout the course.

Unit 7: Girl Power and Potential 
Lesson 3: Community Service 101

Activity 4: Reflecting on Our Community Service

60 MINUTES

Facilitator Steps

1. Welcome the participants and congratulate them on successfully completing their community service project!

2. Now tell participants that we’re going to spend some time reflecting on the experience and how it made them feel. 

3. Divide participants into groups of four. Ask them to discuss the following questions:

· How did they feel before starting the community service project? Nervous? Confident? Worried? Excited? Why did they have those feelings?

· What steps did they take to start the project? 

· What challenges did they face when doing the project?

· How did they deal with those challenges?

· What was it like working with their fellow participants on the project? Did the group get into arguments? How did they resolve them?

· How did the community react to the project? Were people supportive?

· How did they get people in the community to help and join in?

· How do you feel now after the project? Do you feel proud of what you accomplished?

· What have you learned about yourself from doing the project?

· What have you learned about others from doing the project?

· Do you think you’ll continue doing these kinds of projects on your own or with other friends?

· What difference would it make to your community if everyone did these kinds of projects?

· What was your most enjoyable or interesting story or experience from doing the project?

4. Ask the groups to share their discussions with the others. Once there has been a lot of lively sharing and discussion, end by congratulating the participants again for their great work! 

UNIT 8:  The Great Detectives
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Unit 8: The Great Detectives 
Lesson 1: Making and Spending Profit
Lesson 1 continues from the expenses and pricing lessons, further examining the concept of profit: how to make profit, how to calculate profit, and how to spend profit. Participants work through a variety of scenarios for budgeting and handling profit in order to sustain a successful business.

Learning Objectives

At the end of this lesson, participants will

· Participants determine how much profit their businesses could earn.

· Participants ensure that their businesses earn sufficient money to cover their living costs and operating costs.

· Participants consider different ways to increase the amount of money that their businesses could earn.

· Participants explore different ways to spend their profit.

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1

Fun Math

Game

30 min
	> One piece of paper for each participant with a number written on top (numbers should be 1-10)

>Prepare flip charts

· One with the letter A on top

· One with the letter B on top

· One with the letter C on top 


	Numbered paper for each participant
	Participants have fun with numbers

	Activity 2
Profit 

150 min 

	> Read the 4 Profit Scenarios carefully in advance

> Make sure participants bring in all their filled out charts 

> Create a flip chart version of Chart #12 My Profit.

> Photocopy Chart #12 My Profit for all participants.

> Make photocopies of each profit scenario to pass out to groups 

> Create props for Role Play (cut up blank sheets of paper as cards)

· 40 Drum Cards

· 25 100 Liberty Dollar Cards 

· 5 Supply Cards 


	Chart 

#12 

Profit Scenarios 
	> Participants understand how to 

determine the profit for their 

business ideas. 

	Activity 3 
Budgeting 

180 min 
 
	> Read the three Budgeting Scenarios carefully in advance.

> Make sure participants have all their charts 

> Create a flip chart version of Chart #13 My Budgeting.

> Photocopy Chart #13 My Budgeting for all participants.

> Use the cards from last activity and create the following new cards 

· Five 50 Dollar Liberty Bills 

· one food card

· one clothing card

· one sandals card

 
	Chart 

#13 


	> Participants understand the concept of budgeting. 

> Participants begin budgeting for 

their own business ideas and expected profit. 

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 4 
Profit and 

Budgeting 

135 min 

	> Read the three Profit and Budgeting Scenarios carefully in advance.

> Create another flip chart version of Chart #13 My Budgeting.


	Chart 

#13 

3 Scenarios 
	> Participants discover ways to earn 

more money while running their 

businesses. 


Unit 8: The Great Detectives 
Lesson 1: Making and Spending Profit 

Activity 1: Fun Math Game 

30 MINUTES

Advance Preparations

> One piece of paper for each participant with a number written on top (numbers should be 1-10)

>Prepare flip charts

· One with the letter A on top

· One with the letter B on top

· One with the letter C on top 

Facilitation Steps
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1. Invite participants to play a game. 
2. Ask participants to stand in a line. Give each participant a piece of paper with a number written on it. The numbers should be between 1 and 10. Tell them that they must remember their numbers for the entire game.

3. Prepare three flip charts. Write the letter A at the top of the first one, the letter B at the top of the second one, and the letter C at the top of the third one. Post each flip chart in a separate corner of the room.

4. Assign a letter (A, B, or C) to each participant. When you say GO, they are to run to the flip chart with their letter on it. All participants at each flip chart must add all their numbers together for one total.

5. When participants have a total, they shout “Finished!” Make sure that their totals are correct. Have the other groups point out any errors. The object of the game is for participants in each group to try to total their numbers correctly in the shortest amount of time.  

6. Repeat the game as many times as desired. Each time, assign new letters to participants. Participants can keep the same numbers throughout the entire game.

7. Conclude this activity by congratulating participants on their work with numbers. Explain that as business people they will need to work with calculations and numbers very quickly as they deal with customers, other suppliers and everyday record keeping.  This activity was a good way to practice.

Unit 8: The Great Detectives 
Lesson 1: Making and Spending Profit 

Activity 2: Profit

150 MINUTES

Advance Preparations

> Read the 4 Profit Scenarios carefully in advance

> Make sure participants bring in all their filled out charts 

> Create a flip chart version of Chart #12 My Profit.

> Photocopy Chart #12 My Profit for all participants.

> Make photocopies of each profit scenario to pass out to groups 

> Create props for Role Play (cut up blank sheets of paper as cards)

· 40 Drum Cards

· 25 100 Liberty Dollar Cards 

· 5 Supply Cards 

Facilitation Steps

Part A: Profit Scenario #1: Hawa Earns Profit

1. Explain to participants: We have looked at our costs and explored the ideas around pricing in Unit 5, now we need to think about how much money we need to earn to pay those costs and have money for ourselves. More stories about Hawa will help us with this.

2. Invite the girls to participate in a role-play. Explain that this role-play requires three volunteers to represent the following people: Hawa, Vendor, and Customer.

3. Give the volunteers the following the prepared props: 

> Hawa: 10 drum cards + 100 Liberty Dollar

> Vendor: one supplies card

> Customer: 400 Liberty Dollar

4. [image: image171.emf]   

Read  Profit Scenario #1: Hawa Earns Profit below  As you read, have the volunteers act out the scenario using the photocopied props. 
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5. When you have finished reading the story, collect the props and conduct a discussion using the following questions:

· At the beginning of the story, Hawa buys supplies to make her drums. Who can remember what this type of cost is called? (operating costs)

· Hawa sells 10 drums to her customers. What is the term used to describe the total amount of money that she receives from her customers? (sales)

· Using these two numbers, how does Hawa calculate her profit? (sales – operating costs = profit)

Part B—Introducing Chart #12 My Profit
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1. Display the flip chart version of Chart #12 My Profit so that all participants can see it clearly. Indicate each term you just reviewed.

2. [image: image174.jpg]


Read “Profit Scenario #1: Hawa Earns Profit” a second time. As you read the story, work as a group to complete the flip chart version of Chart #12 My Profit. Use the information from the story about Hawa.

3. Once the chart is completed, ask participants: 

· What will happen if Hawa does not earn enough profit? (she will not be able to pay for her operating costs or be able to spend money other places)

Part C—More of Hawa’s Profit Scenarios

1. Explain that the group will now look at other scenarios in which Hawa’s profit changes.

2. Divide participants into three groups. Give each group a different Profit Scenario. 
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3. Give each group the following photocopied props:

> 10 drum cards

> one supplies card

> 500 Liberty Dollar

4. Ask each group to review their profit Scenario. Have the groups calculate Hawa’s profit using the props and their notebooks. Provide assistance to each group as necessary. Make sure that all participants understand before moving ahead.

5. Once participants have completed their work, ask all groups to present their Profit Scenarios and calculations back to the larger group.

6.  Conduct a short discussion after each group presentation. 

· For Profit Scenario # 2 you can ask:

· How did Hawa’s profit change when her operating costs increased?

· For Profit Scenario #3:

· How did Hawa’s profit change when her sales decreased?

· For Profit Scenario #4: 

· How did Hawa’s profit change when she increased her price?

Part D—Completing Chart #12 My Profit
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Explain that participants will now calculate the profit for their business ideas. Hand out photocopies of Chart #12 My Profit. Divide participants into small work groups.

2. Ask participants to review Chart #7 My Customers. Have them locate the price that their customers would be willing to pay.

3. Using the price from Chart #7 think about how many items you would sell in a week. Multiply (your price) x (# of items) to calculate your weekly sales. Enter this amount on the Sales line of Chart # 12.

4. Ask participants to review Chart #11B My Operating Costs. Help participants write their operating costs in the appropriate space on Chart #12 My Profit. 

5. Ask participants to calculate their profit by subtracting their operating costs from their sales. Have them use the calculations for the Profit Scenarios about Hawa as guides.

6. Provide assistance to each participant as necessary. Some participants may also need to calculate multiple products. For example if one participant wants to start a store with several products they will have to calculate how many tins of tomatoes they will sell, how many bag of flour and so on, and multiply by the unit price to get their total sales. While a person selling just one product such as eggs will only need to do one calculation.

7. To review this activity, ask participants:

· How do you calculate profit?

· What did you learn when calculating the profit for your business?

Profit Scenarios

Profit Scenario #1: Hawa Earns Profit
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Hawa is ready to make her first 10 drums. She collects the tin cans from the canning factory and spends 100 Liberty Dollar on the other supplies she will need. 

She uses all her supplies to make the 10 drums. When the drums are ready, she starts selling them in the market. By the end of the week, she sells all 10 drums for 40 Liberty Dollar each. 
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Can you help Hawa calculate her profit for that week?

[image: image179.emf]
Profit Scenario #2: Hawa’s Operating Costs Increase

Hawa spends 100 Liberty Dollar on her supplies. 

She also decides to travel to the market by bus, which costs her 20 Liberty Dollar. 
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She uses all her supplies to make the 10 drums. By the end of the week, Hawa sells all 10 drums for 40 Liberty Dollar each. 


Can you help Hawa calculate her profit for that week? How has it changed? Why? 


Profit Scenario #3: Hawa’s Sales decrease 


Hawa spends 100 Liberty Dollar on her supplies. 

She uses all her supplies to make the 10 drums. By the end of the week, Hawa sells only nine 9 for 40 Liberty Dollar each. 

Can you help Hawa calculate her profit for that week? 

How has it changed? Why? 


Profit Scenario #4: Hawa’s Profit Increases 


Hawa spends 100 Liberty Dollar on her supplies. 

She uses all her supplies to make the 10 drums. 

This time, she decides to increase her price. By the end of the week, Hawa sells all 10 drums for 50 Liberty Dollar each. 

Can you help Hawa calculate her profit for that week? 

How has it changed? Why? 


Chart #12 

My Profit

	My business idea: 

	Sales: (How many items will I sell x unit price) – Operating Costs = Profit 


Unit 8: The Great Detectives 
Lesson 1: Making and Spending Profit 

Activity 3: Budgeting

180 MINUTES

Advance Preparations

> Read the three Budgeting Scenarios carefully in advance.

> Make sure participants have all their charts 

> Create a flip chart version of Chart #13 My Budgeting.

> Photocopy Chart #13 My Budgeting for all participants.

> Use the cards from last activity and create the following new cards 

· 5 50 Dollar Liberty Bills 

· one food card

· one clothing card

· one sandals card

Facilitation Steps

Part A—Budgeting Scenario #1: Hawa Budgets for the First Time

1. Explain to participants: Now that we know how to calculate profit, it is important to look at the decisions we make when spending it.

2. Invite the girls to participate in a role-play. Explain that this role-play requires five volunteers to represent the following people: Hawa, Vendor #1, Vendor #2, Bendu, and Customer. 

3. Give the volunteers the following photocopied props: 

> Hawa: 10 drum cards

> Vendor #1: one supplies card

> Vendor #2: one sandals card, one food card, and one clothing card

> Bendu: none

> Customer: 50 Liberty Dollar

4. Read the story “Budgeting Scenario #1: Hawa Budgets for the First Time.” Below. As you read, have the volunteers act out the scenario using the photocopied props.

5. When you have finished the story, conduct a discussion using the following questions:

· Which of the things that Hawa buys are living costs? 

· Which are wants? (Help participants to remember that the food and rent are living costs because they cannot be postponed. The clothes and shoes are wants because they can be purchased at a later time)

· Is there anything else Hawa should consider using her money for? (Help participants to remember that Hawa does not buy the supplies that she needs to make more drums. In other words, she does not use any money for the next week’s operating costs)

Part B—Budgeting Scenario #2: Hawa Budgets for the Second Time

1. Read the story “Budgeting Scenario #2: Hawa Budgets for the Second Time” below. As you read, have the same volunteers act out the scenario using the photocopied props from Part A. 

2. When you have finished reading the story, conduct a discussion using the following questions:  

· What does Hawa spend her money on? (Help participants to remember that Hawa pays for her living costs (rent and food), the next week’s operating costs (drum-making supplies), and her wants (sandals and clothes))

· What does Hawa forget to use her money for? (Help participants to remember that Hawa does not save any money to pay back her uncle) 

· Is saving money to pay her uncle one of Hawa’s living costs or wants? ( Help participants to remember that it is a Want because it could be put off until a later time)

· What’s the difference between Hawa buying clothes she does not need at this time and saving money to pay back her uncle? (Help participants to understand that they are both wants, but Hawa may decide that one is more important than the other)

3. Discuss ways to rate the importance of wants. Explain: When you have extra money, you do not usually have enough for all your wants. So you need to decide which of your wants is the most important to you. Refer back to some of the decision making skills already learned throughout the training.  

Part C—Budgeting Scenario #3: Hawa Budgets for the Third Time/

Introducing Chart #13 My Budgeting

1. Read  “Budgeting Scenario #3: Hawa Budgets for the Third Time.” As you read, have the volunteers act out the scenario using the photocopied props 


2. 2. When you have finished reading the story, conduct a discussion with the group. Acknowledge that Hawa has to make many decisions when deciding how to use the money that she earned. Explain to participants that this is an important business skill called budgeting. 

3. Write the word “budgeting” on flip chart paper.

4. Display the flip chart version of Chart #13 My Budgeting so that all participants can see it clEarly. Read “Budget Scenario #3: Hawa Budgets for the Third Time” again. Work as a group to fill in the chart as you read.

5. Work with participants to complete the calculations. Demonstrate that the final number is zero.

6. When the calculations are completed, conduct a discussion using the following questions:

· Why should the final number on this chart always be zero? ( Help participants to understand that whether they spend or save their money, it is always their choice how to use it. Therefore, all the money should be accounted for somewhere on the chart)

· What are the three types of things that Hawa can spend her money on? (Help participants to recall the concepts living costs, operating costs, and wants)

· What do you think is the order of importance of these three terms? In other words, what should you do first, second, and third? (Discuss participants’ ideas. Help them to recognize the reasons for the following order)

· Living costs: You need these things to be safe and healthy.

· Operating costs: You need to pay these in order to keep running your business.

·  Wants: Though some wants are more important than others, you can postpone these until later if necessary

Part D—Completing Chart #13 My Budgeting

1. Hand out photocopies of Chart #13 My Budgeting. Divide participants into small work groups (keep in mind the pairing of low literacy girls with higher literacy girls).

2. Ask participants to complete the chart for their own businesses. Have them use the calculations they completed on Chart #10A My Living Costs, Chart #10B My Wants, Chart #11B My Operating Costs, and Chart #12 My Profit. Explain that they have to estimate how much they would want to spend on wants each week. 

3. Visit each group to provide assistance as necessary. Help participants to establish a budget that covers at least their living costs and operating costs. 

4. To review this activity, ask participants:

· What does the word budgeting mean?

· What do you need to consider when budgeting?

· What did you learn from preparing your own budget?

Budgeting Scenarios 

Budgeting Scenario #1: Hawa Budgets for the First Time 


Hawa spends 100 Liberty Dollar on her supplies. She makes 10 drums. 

By the end of the week, Hawa sells all 10 drums for 50 Liberty Dollar each. 

What is Hawa’s profit for that week?

Hawa immediately pays Bendu the weekly rent of100 Liberty Dollar. Then she buys her food for  200 Liberty Dollar.


Hawa is very excited to have extra money. She decides to spend 400 LD on new sandals and 600 LDfor three new pieces of clothing. 

After buying the sandals and clothing, Hawa returns home to make more drums to sell the next week. She realizes that she has no more supplies and no money left to buy any. 

Budgeting Scenario #2: Hawa Budgets for the Second Time 

Hawa returns some of her clothing and gets 100 Liberty Dollar back from the clothing vendor. Hawa spends the 100 Liberty Dollar on her supplies. She makes 10 drums. 


By the end of the week, Hawa sells all 10 drums for 50 Liberty Dollar each. 

What is Hawa’s profit for that week? 

Hawa immediately pays Bendu the weekly rent of 100 Liberty Dollar. Then she buys her food for 200 Liberty Dollar. 

She then remembers to pay for her operating cost first before spending money on any of her wants. 



She keeps 100 Liberty Dollar to buy supplies. She then buys her sandals for 50 Liberty Dollar and only one new piece of clothing for 50 Liberty Dollar. After returning home, she realizes that she did not save any of her money to pay back her uncle. 

Budgeting Scenario #3: Hawa Budgets for the Third Time


Hawa spends 100 Liberty Dollar on her supplies. She makes 10 drums. 


By the end of the week, Hawa sells all 10 drums for 50 Liberty Dollar each. 

What is Hawa’s profit for that week?


Hawa immediately pays Bendu the weekly rent of 100 Liberty Dollar, buys her food for 200 Liberty Dollar. She also keeps 100 Liberty Dollar to buy supplies.

She then decides that, of all her responsibilities, the most important one is to pay back her uncle. She puts 50 Liberty Dollar in a safe place. Then she spends 50 Liberty Dollar for new sandals only.


Chart #13

My Budgeting

	My business idea: 
	

	Sales: ________ 

Total expenses: 
	Operating Cost: _______ 

+ 

Cost of living: _________ 

+ 

Other expenses: ______ 

(loan payments, savings, etc.)

 + 

Wants: ______________

 _____________ 

Sales -Expenses = 0 


Unit 8: The Great Detectives 
Lesson 1: Making and Spending Profit 

Activity 4: Profit and Budgeting

135 MINUTES

Advance Preparations

> Read the three Profit and Budgeting Scenarios carefully in advance.

> Create another flip chart version of Chart #13 My Budgeting.

Facilitation Steps

Part A—Hawa’s Profit and Budgeting Scenario 

1. Explain to participants: “Some of you may have discovered that your profit is not enough to cover your living costs and operating costs. We will now look at how Hawa has a similar experience.”

2. Read the story “Profit and Budgeting Scenario #1: Hawa’s Profit Is Not Enough” below have them follow along with their copy.  

3. When you have finished reading the story, ask participants: 

· Why does Hawa not have enough money to pay her living costs and operating costs as she did before? (Help participants to remember that her operating costs have increased)

4. Explain to participants: Let us now read another story about what Hawa does to try to increase her profit.

5. Ask a participant to read “Profit and Budgeting Scenario #2: Hawa’s Profit Is Still Not Enough.” Below have them follow along with their copy. 

6. When they have finished reading the story, ask participants: 

· What does Hawa do to try to increase her profit? (Help to participants to remember that Hawa raises her prices)

· What is the result? (Help participants to remember it still is not enough to cover all her costs)

7. Explain to participants: Let us now read another story about what Hawa does to try to increase her profit even more.

8. Read the story “Profit and Budgeting Scenario #3: Hawa’s Profit Is Enough” below have them follow along with their own copy.  

9. When you have finished reading the story, ask participants: 

· What does Hawa do to try to increase her profit?  (Help participants to remember that Hawa uses recycled material to decrease her operating costs and plays her drums to attract more customers)

· What is the result? (Help  participants to remember that this time, Hawa makes enough profit)

10. As a group, use a new flip chart version of Chart #13 My Budgeting. Calculate whether or not Hawa has enough money to pay her living costs and operating costs. Use the information from the story “Profit and Budgeting Scenario #3: Hawa’s Profit Is Enough.”

Part B—Group Discussion and Individual Work

1. Ask participants: Using what you heard in the stories and your own ideas, what are the different things that Hawa could do to increase her profits? Write their answers on flip chart paper

2. Guide them as necessary. Their answers should include the following options:

· Increase selling price.

· Lower operating costs.

· Sell more items.

·  Lower living costs.

3. Ask participants: Each of these can increase profits. But how can they hurt if used too often?

4. Review each of the four options. Help participants to understand the following possible problems:

· Increase selling price: They may not sell anything because their price may be too high, especially if it is more than their competitors are charging.

· Lower operating costs: They may not sell as much because cheap material could lower the quality of their products.

· Sell more items: If they need to lower the price to sell more products, they may not make enough profit.

· Lower living costs: They may not eat right and get sick. Then they may not be able to work at all.

5. After discussing the above, get participants to look at Chart #13 Budgeting again to see if they could increase their profit by using any other ideas. Encourage them to use one or all of Hawa’s solutions.

6. Provide individual coaching to participants. 

7. Review this activity by asking participants: 

· What  you have learned in this activity

· What are the different things you can do to increase your profit and lower your costs?

Profit and Budgeting Scenarios

Profit and Budgeting Scenario #1: Hawa’s Profit Is Not Enough 


One week, Hawa finds out that Bendu’s rent has increased. She will now need to pay Bendu 150 

Liberty Dollar every week instead of just 100 Liberty Dollar as 

before. She also finds out that the canning  factory has closed, so she will now need to buy the tin cans to make her drums.

This means that her operating costs will increase. It now costs 200 Liberty Dollar to buy supplies for making 10 drums. By the end of the week, Hawa has sold all 10 drums for 50 Liberty Dollar each. 

What is Hawa’s profit for that week? Why has it changed?

 

Hawa immediately pays Bendu the weekly rent of 150 Liberty Dollar. 


Then she buys her food for 200  LD. 

But she does not have enough money to pay for her operating costs. 

What will she do?
Profit and Budgeting Scenario #2: Hawa’s Profit Is Still Not Enough


Hawa spends 200 Liberty Dollar on her supplies. She makes 10 drums and raises her price. 

She is able to sell 8 drums. This time, she makes 60 Liberty Dollar for each  drum.

What is Hawa’s profit for that week? Why has it changed?


Hawa immediately pays Bendu the weekly rent of 150 Liberty Dollar. Then she buys her food for 200 Liberty Dollar.


But she still does not have enough money to pay for her operating costs. What will she do?

Profit and Budgeting Scenario #3: Hawa’s Profit Is Enough 


Hawa spends 150 Liberty Dollar on supplies, and this time collects recycled cloth instead of buying new cloth

She makes 10 drums that she plays while she is trying to sell them. 


Hawa sells her 10 drums at the new price of 60 Liberty Dollar each. 


What is Hawa’s profit for that week? Does she have enough money to pay for her living costs and operating costs? 

Unit 8: The Great Detectives 
Lesson 2: Problem Solving in Business

Lesson 2 discusses the connection between business success and problem solving skills. Participants first set business goals. Then they look at the various challenges they might face in trying to reach these goals. The activities in this session explore how factors such as creativity and emotions can influence participants’ ability to develop solutions.

Learning Objectives

At the end of this lesson, participants will

· Be able to use problem-solving and critical thinking skills 

· Be able to apply math skills in an authentic situation 

· Set goals for their businesses.

· Relate their business goals to their personal goals.

· Identify problem-solving skills they would need to run a business.

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1

Math Detectives 

45 min 


	> Divide participants into groups of 5 make sure groups are evenly divided in terms of numeracy ability 

>5 copies of Math Detective Scenario for each group 


	5 copies of Math Detective Scenario


	> Participants use math, problem-solving and critical thinking skills 



	Activity 2 
Business 

Goals 

30 min 

	 > Flip chart written out of Chart # 14

>Photocopy Chart #14 

My Business Goal for  

All participants

>
	 Chart     # 14 
	> Participants set their business 

goals. 

	Activity 3 Problem Solving 

45 min 


	> Review “Steps to Make a Good Decision” (Unit 3 Lesson 1 Activity 1)


	
	> Participants understand the importance of using creativity to solve a problem. 

	Activity 4 Emotions and Problem Solving 

30 min 


	> Flip chart paper and markers for small group work


	
	> Participants understand how emotions can affect problem solving. 

	Activity 5

Time Management and Problem Solving 

45 min 


	> Flip chart with 3 Situations written out 

>Copies for each participant of Time Management for Girls
	Copy of Time Management for Girls
	> Participants discuss and understand time management skills. 

	Activity 6 
	
	
	> Participants learn about possible 

	Multiple 
	
	
	business challenges. 

	Solutions 
	
	
	> Participants think about possible 

	30 min 
	
	
	solutions to these challenges. 

	
	
	
	


Unit 8: The Great Detectives 
Lesson 2: Problem Solving in Business 

Activity 1: Math Detectives

45 MINUTES

Advance Preparation:

> Divide participants into groups of 5 based (pair high literacy/numeracy girls with lower level girls) make sure groups are evenly divided in terms of ability 

>5 copies of Math Detective Scenario for each group 

Facilitation Steps

1. Read aloud the activity background:  The Math Detective is always finding herself in the middle of a fun new mystery — and she counts on her "super detectives" to crack the case. Each mystery focuses on math and requires you to use creative thinking and sharp math skills to help her find the solution.

2. Explain to participants that they are going to become “super detectives” for the next 30 minutes. 

3. Read out the 5 groups and have the groups sit next to each other in the room.  Tell the groups that you will read the mystery one time all the way through.  Then you will read it again allowing for questions.  Tell them that they should not start discussing with their groups until you say “Go!” after reading through the mystery the second time.

4. Read the scenario below to the participants (or have one of the girls read it if they have strong reading skills). 
5.  Give a copy of the scenario to each group. Once each group has the story say GO!
6. Give the participants enough time to solve the mystery.  Facilitators should make sure to walk around to each group to help with any issues.

7. When the teams are done, have each team present their solutions to the mystery

8. Then tell them the right answer and go through it on a flip chart.  Give a special clap for the team or teams  that solved it (see answer key below)

9. Below is a breakdown of how to answer the problem:

· The triplet bought a $60 dress at half price = $30

· The triplet bought 5 pounds of peanuts at 49 cents per pound = 5 X 0.49 = $2.45

· The triplet stored her bags for two hours at 85 cents per hour = 2 X 0.85= $1.70

· The other two triplets were at the bowling alley before the money got stolen so the $7 dollars should not be included

· So…$30 + $2.45 + $1.70 = $34.15

· $100- $34.15 = $65.85 

· Massa is the thief 

Math Detective Scenario

Detectives, I need your help solving a tricky case.  This morning at 10 a.m., one of the Troublesome Triplets stole $100 from a teller at the Cashflow Bank. The triplets, Musu, Massa, and Mary, look so much alike, the teller couldn't identify which one took the money. 

I wanted to be sure I didn't accuse the wrong triplet of stealing, so I alerted shopkeepers across town to let me know when one of the sisters bought anything. Right away, the phone was ringing off the hook.

"Math Detective, this is Florence from Fad Fashion.  One of those Troublesome Triplets was just here. She bought a $60 red dress at half price during our sale."

The next call was from Nelly, the owner of the Nut House.  Nelly reported that one of the Troublesome Triplets had bought 5 pounds of peanuts at 49 cents per pound.  

Then Mohamed, down at the bus station, called.  One of the Troublesome Triplets had just paid 85 cents an hour to store her shopping bags for two hours.

The next call was from Blama at the bowling alley: "Math Detective, two of the triplets just left the bowling alley. They each paid $7.  They've been bowling since nine o'clock this morning." 

Before long, Klubo called from the diner: "Math Detective, you should come quickly! The Troublesome Triplets are all here.  They just sat down for lunch."

I arrived at the restaurant as the three sisters were finishing dessert.  “Well, hello ladies.  One of you has had a very busy shopping day...with the $100 you stole from the bank!”  I exclaimed. 

"Math Detective, you're wrong.  We were bowling all day," said Musu.

"Two of you were bowling, but one of you robbed the Cashflow Bank this morning," I said.  "I can prove it.  Show me the money you have in your pockets!"

"This is outrageous!  We will not empty our pockets!" exclaimed Mary. "I want my lawyer!" screamed Massa.

"Then all three of you are coming down to the police station," I commanded.  With that, Musu, Massa, and Mary each emptied the contents of their pockets onto the table.

Solve the Mystery!!!! Super Detectives, I need your help.  From the money left in her pocket, figure out which Troublesome Triplet swiped the $100 from the bank and went on a shopping spree.

A.  Musu, who had $34.15 in her pocket.

B.  Massa, who had $65.85 in her pocket.

C.  Mary, who had $61.85 in her pocket.

Unit 8: The Great Detectives 
Lesson 2: Problem Solving in Business 

Activity 2: Business Goals 
30 MINUTES

Advance Preparations

> Create a flip chart version of Chart #14 My Business Goal.

> Photocopy Chart #14 My Business Goal for all participants.

Facilitation Steps

1. Explain to participants: “You now know what you would need to do to earn enough money in your business. But it still takes a lot of hard work and commitment to keep a business running. Let us look at how you could maintain your motivation and commitment.”

2.  Ask participants to review the What Are My Goals? Have them review their Goals Worksheet from Unit 2. 

3. Have a few participants present their personal goals again to the rest of the  group.

4.  Ask participants: “How do you think your business would help you to achieve your personal goal?”

	My business goal is to start a

___________

______________business that will 

make a profit of _______________ per  (date)

week by_________________


5. Discuss their answers. Some participants may suggest that a business would:

· allow them to earn a regular income that could pay for their living costs

· help them feel productive and hopeful about the future

· allow them to help their family

· allow them to become independent

· help them to be respected in the community

· help them to serve as a role model to other girls 

6. Use their answers to conclude that the success of their businesses could play an important role in their lives.

7. Acknowledge that running a business is hard work. Suggest that it is helpful to have a specific business goal to keep them motivated.

8. Display the flip chart version of Chart #14 My Business Goal. As a group, read the sentence: > My business goal is to start a  ______________________ business that will make a profit of ________ per week by _________________ [date].

9. Ask participants: “How do you think a business goal such as the one on the chart would help you with your business?” Discuss their answers.

10. Hand out the photocopies of Chart #14 My Business Goal. Ask participants to fill in the blank spaces. Suggest that they may want to refer to their notes from Lesson 1 Activity 1 & 4 to fill in the profit per week amount.

11. As participants are filling these out encourage them to:

· Set goals that they have a good chance of achieving

· Share their goals with friends and family. These people may have useful ideas. They may also be able to provide support and encouragement when challenges come up.

· Set goals within a realistic time period (e.g., three months). It may be helpful if they use a period of time that is familiar to them (e.g., by the next rainy season).

12. Visit each participant and provide individual coaching if necessary.

13. Ask participants to share their business goals with the group.

14. Review the activity by asking participants: “What did you learn when trying to develop a realistic business goal?”

Chart #14

My Business Goal

	My business goal is to start a ______________________ 

__________________________ business that will make a profit of 

_____________ per week by _______________ . [date] 




Unit 8: The Great Detectives 
Lesson 2: Problem Solving in Business 
Activity 3: Problem Solving

45 MINUTES

Advance Preparations:

>Review “Steps to Make a Good Decision” (Unit 3 Lesson 1 Activity 1)

Facilitation Steps

Before beginning this activity, review the “Steps to Make a Good Decision” (Unit 3 Lesson 1 Activity 1) as a group. 

1. Explain to participants: “In order for you to achieve your business goal, you need to continue learning important business skills. We know that business skills include planning and calculations. But they also include problem solving.”

2. Explain to the group that they will be broken in to groups to try and solve a problem 

3. Read the following situation to the whole group:
Bendu’s Dilemma (dilemma means problem)

Bendu normally buys fruit from the central market on a daily basis. One day she meets Sekou at the bus station and asks where he is going. Sekou explains that he is going to the country side to buy fruit to sell in the town. Bendu starts to wonder about whether she too should buy her fruit out of town.

4. Put the participants in groups of 4. Ask them to think about the two different situations and make a list of positives and negatives of each situation (buying fruit in town vs. buying fruit out of town).

5. Bring the participants back as a whole group to share their ideas about the positive and negatives of each situation.

6. Now ask them to take notes as you read the following information:

Bendu sells fruit 6 days a week. Each day she buys 40 oranges at 18 Liberty Dollar each, which she resells for 20 Liberty Dollar. A bus ticket to go to the countryside costs 50 Liberty Dollar each way and takes about one hour if there is no traffic. There she can buy oranges for 17 Liberty Dollar, except that if she buys enough for a week, the load is too heavy to carry alone. A porter charges 15 Liberty Dollar. Given this information, and other situations that you can imagine, what is the most profitable option for Bendu? 

7. Give participants enough time to do the calculations within their groups.

8. When they have finished ask participants:

· Which solution did you choose? 

· Why did you choose that solution? (Think about: time, cost of each situation, actual profit, etc.)

9. As they give their answers highlight the importance of imagining how different solutions will work out, what are the future consequences of each solution and what solution makes the most sense to improve their business. 

10. Complete the activity by asking participants: “Do you have an example of a time when you had to solve a problem like Bendu?”

11.  Have a few participants share some examples 

12.  Explain that it is important when problem solving to weigh out and compare all your options and to choose the options that makes the most sense to you and your business.  As we will see in the next activity it is also helpful to get the thoughts and ideas from others about their experiences.  Similar to how Bendu learned from Sekou about cheaper fruit.  


Unit 8: The Great Detectives 
Lesson 2: Problem Solving in Business 

Activity 4: Emotions and Problem Solving

30 MINUTES

Advance Preparations:

> Flip chart paper and markers for small group work

Facilitation Steps

1. Explain to participants: “In the previous activity, we learned that we need to think all of the options through to solve problems. But in making decisions we also need to understand the role of our emotions.”

2. Write the following sentence on flip chart paper: “Some young people tease you and make fun of you in front of your customers.”

3. Read the example as a group. Ask participants:

· How would you feel in this situation?

4. Discuss their answers and their reasons for feeling that way

5. Divide participants into small groups. Give each group a piece of flip chart paper and some markers.

6. Ask them to think about how to deal with their emotions so that these emotions do not hurt their ability to think of solutions to business problems.

7. Have the groups write all of their ideas on the flip chart paper. Give them about 10 minutes to come up with answers. 

8. Have all groups present their ideas by reading out loud what they have written on their piece of flip chart paper. 

9. Encourage participants to share their thoughts and to discuss them with each other throughout the presentations. The goal of these presentations is not to identify the right or wrong ways to react. The goal is to explore how emotions influence problem solving.

10. Invite participants to think of recent experiences that made them upset. Ask them not to tell anyone yet. Give them several minutes to think.

11. Then ask them to think about the following questions:

· What was your reaction to that situation?

· Did your emotions influence how you reacted?

12. Give participants several minutes to think to themselves about these questions.

13. Divide participants into small groups. Invite participants in each group to share their experiences with each other. Encourage them to share how they felt and how their feelings influenced their reactions. Give the groups enough time. 

14. Explain to participants that when we are upset, our emotions often lead us to react automatically. At times such as these, we often act without thinking about what will happen as a result. It takes a great deal of practice to think clEarly about the best solutions when we are emotional.

15. Explain to participants: “Managing emotions is often easier when we can talk to a friend about how we feel and what we should do. It is often good to get someone else opinion on a situation.  The purpose of this activity was to discuss emotions with each other and learn from each other’s experiences.”

16. Review this activity by asking each participant: 

· What is one new thing you learned from this discussion?

Unit 8: The Great Detectives 
Lesson 2: Problem Solving in Business 

Activity 5: Time Management & Problem Solving

45 MINUTES

Advance Preparations:

>Flip chart with 3 Situations written out 

>Make copies of Time Management for Girls for each participant

Facilitation Steps

1. Explain to participants: “There is one challenge that is very common when running a business. It is managing time. Let us look more closely at this type of challenge.”

2. Bring out the prepared flip chart with the situations on it:

· Situation #1: Good friends of yours want to hang out with you for a whole day. If you go, you could lose regular customers who rely on your service. What would you do?

· Situation #2: A friend of yours wants to buy your product on credit and promises to pay you the next day but you know he/she does not have any money. What would you do? 

· Situation #3: There is more demand for your product early in the morning but you do not like to wake up early. What would you do?

3. Read the three situations as a group.

4. Divide participants into three groups. Give each group one of the situations. Ask each group to prepare a short role-play of the situation and a possible solution.

5. Give the groups about 10 minutes to prepare. Then ask them to present their role-plays to each other. 

6. After the role-plays are finished, ask participants (write their answers on a flip chart):

· What are some things you can do to manage your time between your business and the other things in your life? (write lists, keep a weekly diary, schedule meetings and appointments)

· Why is it important to reserve time in the day for work, leisure and rest? (Explain that balance is important to ensure that things do not get too overwhelming and that you are able to take a break from work every once and a while)

7. Hand out photocopies of the Time Management for Girls and read aloud with participants

8. Review the activity by asking each participant: 

· From everything we discussed in this activity, what is the one idea that you are most likely to use when running your business?

Time Management for Girls
By Estela Kennen 

Prioritizing  

People really can't do everything, and shouldn't feel like they have to. Girls should feel free to try new things, but shouldn’t say yes to every opportunity that comes their way.

Having a System

You'll be amazed how much time is gained when you are organized and don’t have to search for lost things or when you know exactly what your plans are ahead of time. It helps to plan and organize everything—from training assignments, to buying products for your business to what clothes you will wear – the night before. Having – and sticking to-- a color-coded schedule for every day of the week is also very helpful: make it at the beginning of the week and follow it throughout. Penciling in time for food, friends, and fun is important, too. Reward yourself for sticking to your schedule and meeting your goals by going to the market with a girlfriend or watching a football match.

Just Doing It

Sometimes teens get nervous about all the things they have to get done, and end up spending two hours [chatting] instead of working.  Then people stress about how now they really don't have time to finish anything, which just leaves them feeling anxious and drained. In other words, procrastination is one of the biggest obstacles to good time management. It takes will power to stop this cycle, but doing so will make each day go a lot smoother. Girls need to learn not to spend time and energy stressing over how they have no time—just do what needs to get done.

Taking Care of Oneself

Yawning during work. Glazed eyes at the dinner table. Inattention at church. Chances are that girls like this are not taking good care of their bodies. The Coke and sweets may give teens a momentary boast, but they'll actually make a person feel worse in the long run.  

Sometimes girls think "I already don't have enough time to do what I want and need to do, and you want me to take more time to eat and sleep?!" But the fact is that teens feel sharper and more energetic – in other words, are able to do more stuff in the same amount of time—when they give their bodies enough rest and the right kind of fuel.

Making it a habit!

Sticking to a schedule can be tough at first, but it's worth the trouble. After about three weeks of following a time management system, it will become second nature.

Unit 8: The Great Detectives 
Lesson 2: Problem Solving in Business 

Activity 6: Multiple Solutions(
30 MINUTES

Facilitation Steps

1. Explain to participants: “Sometimes, dealing with business challenges could be easier if you first think about what kinds of problems there could be. So let think of some problems together.”

2.  Invite participants to play a game. Explain that this game will introduce some challenges that they might face in business. It will also give them a chance to develop possible solutions. 

3. Ask participants to arrange their chairs in two rows, back-to-back (one of a chair facing a matching back of a chair). If chairs are not available, use objects to mark participants’ places. Remove three chairs so that there are three more participants than there are chairs or spaces.

4. Explain the game to participants as follows: 

· I will start by clapping my hands. 

· Participants walk around the chairs. When I stop clapping, participants find a chair and sit down. 

5. There will be three people who cannot find a chair and are left standing. Read a question, found below, about a challenging situation that they may encounter when running a business. 

6. Each person standing suggests a possible solution. Each solution should be different. If necessary, these participants can ask their peers for ideas. Once an answer has been given ask other participants if anyone has a different solution, allow one other solution to be presented if there is one

7. After the three participants answer the question have them sit on the side and remove three more chairs from the rows.  Repeat the clapping and stopping so three more participants are left standing and ask them three more questions.  Continue doing this (removing chairs etc) until all the questions have been asked.

8. To ensure that participants who are out continue to participate, have participants who are out form a jury and judge the answers given.


9. After the game is finished, review the activity by asking participants:

· What did you learn from playing this game?

· Do you think a problem can have one solution or many solutions?

· How did it feel when your friends helped and supported you?

10. Using participants’ answers, help them to understand that there usually is more than one way to deal with a problem or challenge. Remind them that friends and  EPAG Coaches can be very helpful in thinking of possible solutions.

Multiple Solutions- Chair Game Questions

1. Every day, you sell music outside the same shop. You feel that your business is safe in this location. Then one day, the shop owner tells you that you have to pay him half of your profit every day if you want to continue selling there. What would you do?

2. One day, a regular customer comes to get her shoes fixed. She just got paid and is feeling very happy. She decides to give you double the regular price for your service.

What would you do?

3. You sell and deliver milk to some restaurants and food stalls in the market. One day, one of their customers complains that he will not buy food from them again because the milk that they buy comes from a street kid. What would you do?

4. You and a friend take turns buying each other’s goods from the market. One day, your friend does not return with your goods. When you finally find him, he says that he spent your money. What would you do?

5.You have been storing your goods in a hiding place under a bridge. One day, when you return to collect your things to start the workday, you find out that all your goods are missing. They have been stolen. You have nothing left! What would you do?

6. Each time that you visit your relatives, they ask you for money. They know that you are working, and they expect to get some of your profit. What would you do?

7.One of your friends asks if she can join you in your business. She has some money to help you start the business. But this means that together, you would have to sell twice as much. What would you do?

8. When you talk about your business goal to one of your friends, he always says negative things and insults you. What would you do?

9. You buy beans from a woman at the market. But the basket of beans seems too light.

You use another vendor’s scale to weigh the beans again. You realize that the woman has shorted you by 2 kilograms. What would you do?

10. Another young person sets up the same business as yours nearby. What would you do?

11. Your friends hang out near your stall and make fun of your customers.

What would you do?

UNIT 9:  Managing Your Business
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Unit 9: Managing Your Business 
Lesson 1: Business Management

Lesson 1 introduces the concepts of business operations and management.  Participants will learn how to keep track of their business activities in terms of the movement of cash and goods, people and equipment, etc.  Participants will also understand the importance of overseeing their operations and making sure they are aware of all business activities.  

Learning Objectives

At the end of this lesson, participants will

· Identify the different parts of operating a business

· Begin to organize their business operations 

· Understand what it means to manage a business  

· Understand how to keep their businesses safe 

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Business 

Operations

180 min 

	 3 Prepared Flip Charts (Production, Finance, Administration)
	
	> Participants understand what is involved in operating a business 

	Activity 2  
Organizing

Your Business

180 min 

	> Make a copy of Organizing your Business Outline for each participant 

> Prepare Flip Chart with Organizing your Business Outline handout on it 


	> Organizing Your Business Outline 


	> Participants will develop outlines on how they will organize their businesses  

	Activity 3 
The Keys

to Management

90 min 

	
	
	> Participants list the keys to management  

> Participants understand their roles as managers in their business 



	Activity 4 

Keeping Track of Your Business

90 min


	
	
	>Participants will identify how to handle issues that arise with employees 

	Activity 5

Review Game

90 min


	Make a list of key concepts from this Lesson
	
	Participants review key concepts learned in this Lesson


Unit 9: Managing Your Business 
Lesson 1: Business Management 

Activity 1: Business Operations

180 MINUTES

Facilitation Steps

1. Explain to participants that operating a business involves production, finance, and administration.  Write production, finance and administration on flip chart.  

2. Tell participants that we are going to go through the three different parts of operating a business. 

Part A- Production

1. First we will explore what is involved in production.  Ask participants if they know what production means. Write their answers on a flip chart.  Guide participants to the following answers:

· The activities related to developing and keeping up the supply of your product and/or service

· Buying goods (to sell, to use to make goods to sell, to use for services)

· Making products to sell 

· Making sure there are enough products or services to sell 

2. Divide participants into two groups.  Have each group write on a flip chart who is involved in the production part of your business. Have participants present back their flip charts.  Answers may include the following:

· Suppliers or wholesalers (other business people who can supply you the goods to sell directly or the materials to make the goods to sell)

· Skilled craftsmen who can make goods

· Skilled workers who can provide the service or train on providing a service 

3. After participants have identified what production is, tell them you are now going to highlight 3 helpful hints when thinking about business operations related to production in their business.  

4. Display the prepared Flip Chart with the word Production on top and the following written below:

· Use Multiple Suppliers

· Purchase in Bulk

· Turn your Inventory Often 

5. Go through each point using the following outline for discussion. Write key points on the flip chart as you go over them:

· Use Multiple Suppliers

· Make sure participants are familiar with who suppliers are, explain that they are the people you buy your goods from
· Explain that many problems that arise between you and your suppliers can be avoided if you use more than one supplier to get your goods
· Having multiple suppliers enables you as the owner to bargain for lower prices, make use of sales, and to be able to get things in a more timely manner
· If you are dealing with multiplier suppliers you are creating competition which will most likely lead to suppliers offering you better deals and better services
· As your business grows you will have changing business needs, you will need to consider different suppliers as your needs change 
· You should choose suppliers who are honest, trustworthy, on time and who are flexible in giving you better prices
· Multiple suppliers will also ensure that your supplies will always be available; if you use just one supplier and there is a change, they could run out of what you need
· Purchase in Bulk

· In order to make money your business has to have products to sell, if there are no products regularly available for your customers you will not make profit

· Purchasing your supplies in big amounts can make it cheaper as you can negotiate better prices with your suppliers and will also ensure you have enough products to sell 

· When purchasing lots of supplies or products you need to take into consideration whether the items can go bad and how much you are selling on a daily basis: this will help you determine how much you can buy at one time 

· Turn your Inventory Often

· Inventory is the products you have in your store that are ready to sell, turning your inventory occurs when you sell all of your products 

· The more often you turn your inventory the more money you make, your goal should be to sell all of your inventory 

· Some inventory sells faster then others, so you should concentrate both on selling the inventory that sells slower and also keep good records so you can buy more inventory that sells fast 

6. After going over the hints ask participants if they have anything else to add or any other hints they think are helpful when thinking about the production operations of their business.  

Part B- Finance

1. Now that we have understood the business operations activities that fall under production we are going to now look at finance.  Ask participants if they know what finance or the financial aspects of business means. Write their answers on a flip chart.  Guide participants to the following answers:

· The activities related to keeping track of the money flowing in and out of your business

· Keeping financial records (expenses & sales)

· Making decisions on where the profit goes 

· Paying taxes and government dues 

2. Divide participants in to the same two groups as the production group activity.  Have each group write on a flip chart who is involved in the financial aspects of your business. Have participants present back their flip charts.  Answers may include the following:

· Yourself or the person responsible for keeping the finances

· The people involved in receiving payments from you (expenses) such as suppliers, your landlord, your employees 

· The people involved in receiving or spending profits such as banks for savings accounts, your family for family expenses 

· The government who sets tax laws and collects payments 

3. After participants have identified what the financial operations parts of their business are, tell them you are now going to highlight 3 helpful hints when thinking about business operations related to finances.

4. Display the prepared Flip Chart with the word Finances on top and the following written below:

· Keep Good Records

· Increase Sales; Decrease Costs 

· Keep Things Separate 

5. Go through each point using the following outline for discussion.  Write key points on flip charts as you are discussing them:

· Keep Good Records
· Explain that we will discuss how exactly to this over the next few weeks but it is important to know that keeping records can help you understand all aspects about what is happening in your business

· Records are the key to making your business grow and can help you in making important business decisions

· Record keeping also helps you notice the small things about your business that you may miss if you do not keep track, it allows you to know everything that is going on, so it is important to make sure your records are accurate and reviewed on a regular basis 

· Increase Sales; Decrease Costs 
· Your business profits are affected by two things, Sales & Expenses. You can increase your profits by both making your expenses smaller and your sales bigger or by doing both at the same time
· As discussed in earlier activities and lessons you can increase your sales by having a good product, a good location, better relations with your customers, etc.
· By keeping good records and understanding the financial operations of your business you can also make your expenses smaller by identifying places where costs are really high and thinking of other ways of reducing those expenses (think of the multiple supplier hint above or buying in bulk)
· You should always aim to keep your expenses low and your sales high 
· Keep Things Separate 

· After the start up of your business is paid for and you begin running your business on a daily basis it is important to make sure you treat your business money separate from your personal money and finances
· This also means your financial records for your business and yourself should also be kept separate.  The ability to separate these two will help contribute to your business growing.  
· We will talk about this more in later activities but it is important to treat yourself as an employee of the business, not make the business your personal money account 
6. After going over the hints ask participants if they have anything else to add or any other hints they might think are helpful when thinking about the production operations of their business.  

Part C- Administration

1. Now that we have understood the business operations activities that fall under production and finance, we are going to now look at the last part of operating a business which is called administration.  Ask participants if they know what the administration parts of business means. Write their answers on a flip chart.  Guide participants to the following answers:

· The activities related to keeping up the day to day running of the business 

· Placing orders for supplies and other needed materials

· Filling out paperwork such as contracts 

· Keeping track of employees 

2. Divide participants into the same two groups as the production and finance group activity.  Have each group write on a flip chart who is involved in the administration  aspects of your business. Have participants present back their flip charts.  Answers may include the following:

· Yourself or the person responsible for keeping track of paper work 

· Employees hired to work with the business

· Suppliers and other people who are in partnership with your business or are receiving orders from your business 

3. After participants have identified what the financial operations parts of their business are, tell them you are now going to highlight 2 helpful hints when thinking about business operations related to finances.

4. Display the prepared Flip Chart with the word Administration on top and the following written below:

· Have Written Agreements

· Start Small, Think Big 

5. Go through each point using the following outline for discussion.  Write key points on flip charts as you are discussing them:

· Have Written Agreements 
· As mentioned earlier it is important to keep track of your finances with records; it is just as important to keep track of your business dealings with other people such as employers, suppliers or others providing you a service with agreements

· You should have clear agreements written out with people you work with so they are clear what they are responsible for and you are clear what you are responsible for 

· By anticipating problems and writing down solutions in a written agreement with the parties that you work with. you can protect yourself from anything negative that may come up by referring to what was written down in the agreement

· Start Small; Think Big 
· While it is important to set your goals high for what your business can achieve, in order to achieve your goals you should start small, identify what is working in your business and make a plan on how to expand. 
· It takes time to learn the processes involved with running a business and you will of course make mistakes; if your business starts small it is easier to manage while you are working everything out
· By putting the operations systems in place while the business is small it will allow you to plan how to grow it; if you start big right away you will not have the experience to run those systems well
6. After going over the hints ask participants if they have anything else to add or any other hints they might think are helpful when thinking about the administration operations of their business.  

7. Explain to participants that we identified what is involved in the day to day operations of a business and talked about some things to consider in terms of operations.  The next activities will have us looking further at how to support and manage those operations.
Unit 9: Managing Your Business 
Lesson 1: Business Management 

Activity 2: Organizing Your Business


180 MINUTES

Facilitation Steps

1. Ask participants to think about something they have organized or planned themselves or with others, such as a sporting activity, church event, school performance, family celebration or the community volunteer event! 

2. Have three or four participants describe to the group what steps they took in organizing the event and how they went about doing those steps (each participant should speak for no longer than 5 minutes).  

· Ask participants describing the activities questions that will get them to talk about how they divided tasks and the planning that went into the event before the actual event took place.  

3. Explain to participants that the organization skills used in planning events like the ones mentioned can also be used in starting your business.  As your fellow participants mentioned many of them started with first identifying tasks that needed to get done, assigning roles for those tasks and setting deadlines for when the tasks needed to be finished.  

4. Tell participants that during this activity we will create an outline for how to start organizing our business and assigning roles and deadlines similar to the other things we have organized in our lives. 
5. Pass out the Organizing Your Business Outline handout to each participant.  Tell them that in order to make it easier we will divide the tasks into the 3 categories of operations we identified in the last activity. 
6. Display the flip chart of the Organizing Your Business Outline handout and go through each question under each category (production, finance, administration) so they understand how to fill it out:
· Production 

· What will you need to produce & sell your products/services:
· Who will help you get it:
· Where will you get it:
· How often will you need it:
· Explain to participants that with these questions they should consider each thing they will need to produce or sell their product or service, and then answer the questions for each one (there could be more than one thing they need to produce and sell their product or service)
· Finances 

· What will you need to keep track of:
· Who will keep track of it and who will make the decisions:
· Where will you keep track of it:
· How often will you keep track of it:
· Explain to participants that for this one as the first one they should identify all the things they need to keep track of in terms of finances and then for each one answer all the questions.  
· Administration 

· What will you need to keep track of/make agreements on:
· Who will help you keep track of it/make agreements with:
· How often will you need to keep track of it:
· Explain to participants that like finances they will need to identify what they need to keep track of under the administration category.  They should also identify what they need to make agreements on (e.g. purchase of supplies, rent, etc). As before, with each thing identified they should answer all the questions.  
7. Put the girls into their small groups. Ask each participant to individually fill out the outline for their business with help from their group members.  

8. Give the groups enough time to have each participant fill out their sheet. Visit each group during the discussion to clarify the issues or provide guidance.

9. Once they have finished ask three or four volunteers to share their outline with the larger group.  Ask for feedback from other participants on their outline.  

10. After the presentations explain to the participants that this outline will help them in thinking about their business start up and operations.  Tell them to hold on to the outline as this would be a good thing to discuss with their  EPAG Coaches.  The outline will be able to guide them in making decisions around hiring employees, identifying business partners, determining how often things should be done and who will be responsible for operations decisions and tasks.  

Organizing Your Business Outline 
Production

WHAT WILL YOU NEED TO PRODUCE & SELL YOUR PRODUCTS/SERVICES:


WHO WILL HELP YOU GET IT:

WHERE WILL YOU GET IT:

HOW OFTEN WILL YOU NEED IT:

Finances 

WHAT WILL YOU NEED TO KEEP TRACK OF:

WHO WILL KEEP TRACK OF IT AND WHO WILL MAKE THE DECISIONS:

WHERE WILL YOU KEEP TRACK OF IT:

HOW OFTEN WILL YOU KEEP TRACK OF IT:

Administration 

WHAT WILL YOU NEED TO KEEP TRACK OF/MAKE AGREEMENTS ON:

WHO WILL HELP YOU KEEP TRACK OF IT/MAKE AGREEMENTS WITH:

HOW OFTEN WILL YOU NEED TO KEEP TRACK OF IT:

Unit 9: Managing Your Business 
Lesson 1: Business Management 

Activity 3: The Keys to Management

90 MINUTES

Facilitation Steps


1. Tell participants that now that we have learned about what is involved in business operations, it is important to discuss how you as managers of your business will carry out your duties and responsibilities. 

2. Ask participants to define “management” in their own words. 

3. Write their ideas on the board and then together come up with a definition based on their suggestions.  Guide the definition to look something like this:

· The organization and coordination of activities of a business.

· Maintaining the day to day activities of a business

· Supervising the day to day activities of a business

4. Explain to participants that the responsibilities of a manager can be broken down into 2 key areas:
· Operating 

· Controlling 

5. Divide participants into two groups. Assign each group a key area (operating, controlling) and ask the group to come up with examples of tasks or activities in the management of their business that would fall into that area. 
6. Have each group present back and write their examples on a flip chart. Ask other participants if they have things to add.  
7. When participants have finished giving feedback, go through each area highlighting the following:
· Operating allows business owners to keep track and oversee the day to day activities of a business.  As managers you should make sure you are aware of all the pieces of operations discussed in earlier activities (production, finance and administration).  You should make sure all the operations are happening and running smoothly, when things are not it is your job to step in and solve the issues.  As a manager you should also make sure you are aware of the resources you have and how best to use them.  In order to run your business well you must know where things are at all times.

· Controlling allows business owners to keep in mind the goals set for their business.  As a manager you should make sure your business is always working towards the goals you set out for your business and be able to make adjustments or changes to ensure reaching those goals.  You as a manager control the direction of the business and need to ensure that the business is always taking steps in that direction (towards growth, expansion and continued profits). Planning can help you stay on the right path towards expanding and making your business a success, they can serve as guide to others involved in your business.
8. Explain to participants that good management is about understanding your role as a manager, balancing between spending enough time working on the day to day things in your business (operating) but also always thinking about the direction your business is heading and reaching your goals (controlling).  This means as a manager you will need to trust others to support you in doing all these tasks and devoting time to making sure your business is heading in the right direction. Read participants the following story:
Mary has always been a very involved and responsible business owner.  Her trash collecting company has been in business for about seven months and is doing very well.  Although she was nervous about opening the business she soon found that she really enjoys talking with customers, recording each day’s collections, creating financial record systems, keeping her store tidy and traveling to take her collected items to the larger garbage dump a few hours away.  Her store receives enough business that she really could use some help, she is very busy from 7am until 7pm but she hasn’t hired an employee yet.  

Mary’s friend Abu always tells her that she should open another trash collecting location so that people in other parts of Monrovia can use a business that is closer.  Mary is always happy to hear Abu’s compliments, but she tells him that she doesn’t have the time to expand her business and start another location.  She is too busy with her current location and can’t operate two stores at once.  Abu is afraid that if Mary doesn’t hire an employee to help with the day to day operations and organizing of the business she will make herself sick from being so tired and will never be able to achieve her goals of expanding her business.  
9. Ask participants the following questions about the story:
· Did Mary focus on both key management areas? If no what did she miss?

· Why is it important that Mary try to focus on Controlling?

· What can Mary do so that she can begin to reach her business goals?

10. Explain to participants that Mary must concentrate on all areas of running a business and this may mean calling on others to help do that.  To be a good business manager she needs to both work IN her business day to day and ON her business, trying to expand it and make it grow. 

11. Ask participants if they have any questions before moving on to the next activity.

Unit 9: Managing Your Business 
Lesson 1: Business Management 

Activity 4: Keeping Track of Your Business

90 MINUTES

Facilitation Steps

1. As we discussed in the last activity is important to be able to concentrate on the key areas of management to be a good manager. As we saw with the example of Maria she needed to hire some employees in order to be able to focus on managing and ultimately achieving her business goals.  

2. Hiring employees comes with new responsibilities and new things to keep track of.

3. Use the following guiding questions to have the participants discuss some of the issues that may arise with hiring employees:

· What are some of the characteristics you would look for in hiring an employee?

· What are some of the characteristics you would not look for when hiring and employee?

· What are some of the issues that can come up when having someone else help you with your business?

· For this question write the answers they come up with on a Flip Chart. Answers should include:

· employees stealing things

· employees showing up late and/or leaving early

· employees not doing their jobs or doing things wrong

· employees lying, employees always being sick, etc.

4. Tell participants that you are now going to take some of the issues mentioned and divide into groups to do some role playing. Divide participants into three groups and have each group look at the Flip Chart and decide what issue they want to role play. Make sure that the groups don’t choose the same issue.    

5. Tell the groups that they are going to have to prepare a 5 minute role play where the issue happens and the manager of the business deals with it.  Tell them you want to see how these issues can arise in your business and what you would do to solve them. Ask them if they have any questions before they start.  Also make sure they know they will be performing these role plays back to the group.

6. Have each group present their role play. After every role play ask the following questions to create discussion:

· Do you think the role play was realistic?

· Do you think the group handled the issue with the employee well?

· How would you have handled it differently?

· Could the business owner have done anything to avoid the issue?

***This is an important question as it gets them to think about what they could do as managers to keep track of their business and make sure these things can be found out right away and in some cases prevent them from happening***

7. After the discussions of the role plays have ended, explain to participants that you are going to give them two helpful hints in dealing with employees and keeping track of your business.  

8. Write the first hint on a Flip Chart Inspect More Assume Less. Discuss the following points with participants:

· In a business expecting or assuming things will happen as the manager/owner is not enough to make sure those things will happen

· Once you have trained employees and set out your expectations of them, you must continue to follow up and inspect their work to make sure they are doing what you want them to do.  

· When inspecting, you need to inform them of mistakes and correct them when you see them happening. Letting mistakes go unnoticed can make much more trouble for you later. Inspecting will allow you to stop small problems from becoming bigger ones.  

· By developing the habit of inspecting more and assuming less you will become better able to monitor, keep track and control all aspects of your business. 

9. Write the second helpful hint on a Flip Chart Hire Slow; Fire Fast.  Discuss the following points with participants writing key issues on the Flip Chart:

· Employees are very important part to growing your business. They are often responsible for the small day to day tasks involved in running a growing business. If they do their jobs well they can help your business reach your goals.  But they can also do harm to your business if they do not perform well. Choosing good employees is an extremely important part of your business.

· In finding employees you should not just hire whoever is available, or your family member or best friend. Instead you should hire the best person for the job. 

· Very few employees will be perfect for your business needs.  As you are inspecting and overseeing your business, check on the performance of the employees. If an employee is not performing well and is hurting your business, do not delay in letting the employee go, do not keep people around who aren’t helping you reach your business goals.  

· Do not let anyone “help” around your business unless you have carefully thought about the job that needs to be done, the skills that person needs to have to do the job and the kind of experience that person needs in order to be successful at the job.  Don’t just let people “help” because they are there or because they have asked you for some extra money.  

Unit 9: Managing Your Business 
Lesson 1: Business Management 

Activity 5: Review Game

90 MINUTES

Advance Preparations

> Make notes of the key concepts from the previous lessons, paying particular attention to the concepts participants struggled with. 

> Look through the review games suggested in the Facilitator’s Guide and choose one to facilitate. 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
Unit 9: Managing Your Business 
Lesson 2: Conflict Resolution

In Lesson 2, participants will begin to understand what it’s like to work together towards a common goal and what it means to deal with different personalities they will meet in their business. Participants are also introduced to the 8-Steps of Conflict Resolution.  Participants will first identify common problems in their own lives and will develop strategies for resolving them.

Learning Objectives

At the end of this lesson, participants will

· Practice working with a team 

· Understand the importance of conflict management in their business, home and lives 

· Understand methods for resolving conflicts

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes 

	Activity 1 
Cross the River

120 min


	> 2 ropes

> 4 cardboard boxes (small)

> 1 big roll of duct tape 

> 2 whistles 

> Review preparation directions to make sure you know how to set up the space before the participants arrive

> Review the directions of the game so that you can best explain it to participants 

> Divide participants in to two groups make sure each group has an even amount of tall and or athletic girls 
	
	> Participants will practice working on a team towards a common goal



	Activity 2
8-Step Conflict Resolution Process

60 min 

	>Prepared Flip Charts for each of the 8 Steps 

> Prepared Flip Charts for 4 conflict scenarios 


	
	> Participants are able to list the 8 steps of the conflict resolution process

> Participants are able to apply the process to conflicts in their own lives




Unit 9: Managing Your Business 
Lesson 2: Conflict Resolution 
Activity 1: Cross the River 


120 MINUTES

Advance Preparation 

> Before the participants arrive for class you will have to make a few changes to the room to play the game in this activity.  You will need a fairly big open space for this activity if the training space isn’t big enough perhaps consider moving outside to an open area. Make sure to do the following things before the participants arrive:

· In the selected space remove all chairs, desks or anything else that may be in the way.  The space should be empty. Place two lines of duct tape across the middle of the whole space so the space is cut in half (it should be cut in half so that the distance between the two halves is the longest it can be). Make sure in between the two lines is about 3 feet of room (See C).

· Next add in another piece of duct tape at the other end of each side leave about 3 feet of space between the line and the end of each space (See A & B).  The space should look something like this (have this chart in front of you as during the directions for the game it will refer to the letters so facilitators know where to tell participants to go:

	A
	B
	C
	D
	E


Facilitation Steps
1. Explain to participants that last Lesson we learned about what it means to operate a business and ultimately how best we can manage our business.  We also talked a little about working with all the various actors that will be involved in our business such as suppliers and employees.  During this activity we are going to play a game that will allow us to work together with others to solve a common problem.  
2. Read out the list of the two teams prepared earlier and tell participants.  Tell participants in the first team to stand in A and tell participants in the second team to stand in E.  

3. Let participants know that these are the teams they will be working with during this activity. Tell participants that you are now going to explain to them the directions of the game.  You will explain the directions twice through so they should listen carefully.
4. Directions: This game is called Cross the River and the object of the game is to have all your teammates cross the river without falling in. Just like a river in Liberia these rivers have crocodiles and other dangerous fish so you must not touch the river at any point. To cross the river means to have every team member move from either A or E to point C.   
 If at any point any team member falls in to the river (B & D) while trying to cross the whole team has to return back to their starting points (A or E).  Those who cross the river will wait for their other teammates in point C.  If at any point an team member crosses lines A,E or C into B or D all the team goes back to their home points (A or E).  To win the game your whole team will need to be standing in point C.  

Each team will be given three tools to help them cross the river are a 2 cardboard boxes and a rope.  You can use these items however you want with out ripping or breaking them.  

Your facilitators will be judges to make sure that no one falls in to the river.  They will be watching you very carefully!!!

5. Tell participants that they will have 5 minutes with their team to plan how they will try and cross the river before starting.  After the five minutes is up have them start the game (Blow your whistles to signify the starting of the game).

6. As judges make sure that none of the participants touch the river at any point if they do make sure to send the whole team back to start again (use your whistles to signify when someone has touched the river and the team needs to go back).  Also make sure that their feet do not cross any of the lines at any point as that means they are touching the river and need to go back to their starting point.  Have one facilitator judging each team.  
7. Let the game play out, if they finish fast take away one of their tools and ask the teams to try it again.
8. At the end of the game get some feedback from participants on how they felt playing the game.  Explain to participants that as you begin your business you will be starting with very little resources much like using only 3 tools to cross the river so you will need to rely on support and advice of others to help get you started.  Also once you have started your business you will be working with lots of other people when running your business. Knowing how to work together with all of these people is crucial to the success of your business.  Just like working together well was crucial to being able to cross the river.  
Unit 9: Managing Your Business 
Lesson 2: Conflict Resolution 
Activity 2: 8-Step Conflict Resolution Process


60 MINUTES

Facilitation Steps

Part A- 8 Steps 

1. Explain to participants that in the last activity we played a game that demonstrated how working together can achieve a common goal.  But often when working with others whether it is in business, at home or with your friends conflicts and fights can happen.  
2. Explain that dealing with conflict effectively is an important part of becoming an adult as well as being a good business owner and manager.  Tell them that you are going to share with them an effective way of working out conflicts called the 8-Step Conflict Resolution Process.
3. Put up each of the prepared Flip Charts in order.  Go through each Step one at a time allowing plenty of time to discuss the steps and answer questions that come up.

Step 1:  Deal Effectively with Anger

· You can’t negotiate a good agreement if you and/or the other person are too angry to think straight or if you don’t acknowledge your feelings.

Step 2:  Do Your Homework (think before you approach the person)
· How does this conflict affect each of us?

· What interests or values are at stake for each of us?

· What assumptions or thoughts do we each have about the other?

· What approach or style would be best here, what would the person respond to best?

· If you want to work together, what would be the best time and place to initiate that?

Step 3:  Set a Positive Tone

· Invite the other person to negotiate (“Can we talk?”)

· Tell them you want to make things positive (“I’d like to make things better between us.”)

· Acknowledge the other person (“I can see this is difficult for you too.” “Thank you for working with me on this.”)

Step 4:  Use Ground Rules (set these up beforehand)

· One person talks at a time

· Work to improve the situation

· Stay calm

Step 5:  Discuss and Define the Problem

· One at a time, each person shares her own issues and feelings (remember to use effective listening and speaking techniques!)

· Each person shares her point of view and what she needs

· If necessary, discuss assumptions, suspicions, and values (in order to expose hidden agendas that might exist within each person’s mind)

· Summarize new understandings (what was learned from listening to the other person and from stating your point of view?)

Step 6:  Brainstorm Possible Solutions

· Each person contributes ideas to satisfy both people’s needs (don’t criticize or evaluate ideas yet)

· Be creative 

· Use “I can...” or “We could...” rather than “You should...” or “You better...”

Step 7:  Evaluate and Choose Solutions

· Solutions should be:

A. one that everyone agrees on

B. realistic 

C. specific

D. balanced

E. address the main interests and needs of both parties

Step 8:  Follow Up

· Check back with each other at an agreed-upon time and date

· If the agreement isn’t working when checking back, use the same process to revise it

Part B – Conflict Resolution Examples and Problem Solving 

4. Read The Orange story out loud.

5. After reading the story ask participants:

· What was the requirement of the first girl, and what was
the requirement of the second girl?

· What was the interest of the first girl, and what was the interest 
of the second girl?

·  If the mother had listened to their interest instead of their
requirements, could you imagine another resolution of this conflict?
 
6. Divide participants in to groups of 4. Explain to participants that you will give them each a scenario of a potential conflict that may arise in their lives or their business to discuss and solve. 
7. Display the following Flip Charts one by one reading each chart to the whole group.  Pass out one of the charts to each of the 4 groups.  

· Scenario 1: After reviewing your financial records for the past week you realize that certain records don’t add up.  Your inventory records seem to say that there are more products coming in that you are selling.  You slowly realize that your business partner has been taking some of the inventory and you are therefore losing out on the profits you could make from selling that inventory.  You confront your business partner and she says that she is taking the inventory as she needs to help her family out with some medical expenses.  What do you do?

· Scenario 2: You have noticed that your younger sister and her boyfriend have been fighting a lot.  A week ago she came home with bruises on her face and her legs.  You ask her what happened and she tells you she fell.  You find out later from her friends that her boyfriend has been hitting her. What do you do? 

· Scenario 3: The supplier you buy your supplies for your business from has not delivered.  When you confront him he promises you they will be delivered the following day and they are not this goes on for three days.  You have already paid for the ordered supplies so you can not yet go to another supplier.  What do you do?

· Scenario 4: You have been saving your money in your bank account from the profits from your business.  You have been saving up your money for months to buy a new stall for your business.  Your mother asks you to share some of your savings with her as she needs to pay for several family expenses.  When you first tell her of your plans for your savings she gets angry.  What do you do?

8. Using the ideas they just learned from the 8-Step Conflict Resolution Process and The Orange story, have them discuss strategies for resolving their assigned conflict.
9. Explain that we are looking for things to say and do to resolve conflicts yet maintain the relationships of the people involved.  Be realistic and specific about what you personally can do.  
10. After 15 minutes have participants come back to the group and have two or three groups present their discussion and conflict resolution suggestion.  
11. Conclude this activity by asking participants to turn to a partner and share one thing they learned about conflict resolution that they are going to start using in their daily lives.

THE ORANGE
Two little sisters were arguing over an orange, "Give it to me, 
I want this orange, it's mine" shouted the first girl.


"And I want this orange too, I need it right now," cried the
other girl.

The mother came in and listened to the requirement of each
 of the girls.  Both wanted the same thing. The mother took a knife and cut the orange in two halves. She gave each little girl one half.

The first girl peeled her half, threw away the skin, and ate 
the inside. 

The second girl also peeled her half of the orange,
 but threw away the inside, and put the skin aside to dry. 
She wanted to make some jam out of the orange.

Unit 9: Managing Your Business 
Lesson 3: Record Keeping

Lesson 3 looks at business record keeping.  Participants will be introduced to different kinds of record keeping and understand the importance of financial records.  The final activity will allow participants to begin developing their own business record keeping system.

Learning Objectives

At the end of this lesson, participants will

· Understand the importance of record keeping in their business

· Differentiate between different kinds of business records 

· Understand when and how to use business records 

LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1 
Intro to 

Record Keeping

60 min 

	> Prepared Flip Chart with Amounts and Why its Important Chart Written Out 
	
	> Participants understand why its important to keep records in their business  

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 
Record Keeping

Systems

120 min 

	
	
	> Participants begin creating a record keeping system for their business



	
	>Copies for each participants of each of the three handouts: Income and Expenditure Record Sample, Inventory Tracking Sheet Sample, Receipt Sample


	
	

	
	
	> Income and Expenditure Record Sample > Inventory Tracking Sheet Sample

> Receipt Sample


	


Unit 9: Managing Your Business 
Lesson 3: Record Keeping

Activity 1: Intro to Record Keeping

60 MINUTES

Facilitation Steps

Part A- Keeping Records of What?

1. Ask participants discuss the general idea of record keeping.  What types of different records do people keep in their daily life? (school records, photos, papers of ownership of houses, etc)
2. Ask participants to define “business record keeping” in their own words. Write their answers on a flip chart and draw up one simple definition. The answers should include:
· Keeping track of business expenses and sales (cash going in and out of the business)

· Keeping track of inventory and goods purchased and sold 

· Keeping track of prices and how much items cost 

· Helps to calculate profit 


3. Ask participants to turn to the person to their right and discuss with them what types of records they are planning to keep when they first start their business.  Ask some participants to report back to the larger group.  

4. Review the following terms with the participants that were covered in earlier lessons.  Ask participants to try and define them first, then guide them to make sure they have the right answers.  
· Sales or Income:  The total amount of money earned from selling products or services.

· Cost or Expenditure:  All the money that you spend to pay for labor, raw materials, equipment, rent, and other costs

· Profit:  Is when you spend less than what you get in income.

· Loss:  Is when you spend more than what you get in income.

· Inventory: A business’s merchandise, either raw materials to make the products/services or the products themselves 

· Customers: people who buy your product/service 

5. Explain to participants that these are the main things that you are going to want to keep track of in your business through accurate records.  

6. Ask participants why they think it is important to keep accurate records of each of these amounts. Make sure they are specific in their answers.  

7. Post the prepared flip chart below and go through the advantages of why keeping these records is important 

	Amounts
	Why It is Important

	Sales/Income & Cost/Expenditure 
	- To check where the money is coming from and where it is going

- To be able to see what in your business is making you the most money

- To be able to see what in your business is costing the most money 

	Profit & Loss 
	-  To know if you have earned more money this week/month than last week/month

- To know if you are reaching your goals 

	Inventory 
	- To know how much you have in your business at any given time

- To know which products are selling faster and which ones are not selling very well 

- To know which things you have to buy more of and when you need to buy it 

	Customers (Receipt)
	- To keep track of what you have sold and to who

- To avoid misunderstandings with customers 

- To see what times of days are the busiest 


8. Ask participants if they have any questions.  Explain that in the next activities they will learn about different types of business records and design their own plan for keeping records.
Unit 9: Managing Your Business 
Lesson 3: Record Keeping

Activity 2: Record Keeping Systems

120 MINUTES

Facilitation Steps

1. Welcome participants and tell them that they are going to continue talking about business record keeping.
2. Explain that there are many different ways of keeping records for a small business.  A good start in your record keeping process would be to first capture all your income/sales and costs/expenditures.  
Part A- Income & Expenditure 

1. Hand out photocopies of the Income and Expenditure Record Sample handout. Explain to participants that this can serve as model for how to track these amounts.  

2. Give participants 5 minutes to look over the handout and ask if they have any questions

3. Go through each line of the handout with participants explaining what you write in each column.  Tell them the more detailed they are in the description of what they are making money on (Cash In) and what they are spending money on (Cash Out) the better.  Also explain that every detail of business related costs or sales of your day should be included in this record.  

4. Explain to participants that this will show you how much money you make or lose each day, this is called your Gross Profit or Loss.  Explain that as you can see in the sample, the calculation of gross profit is: the Cash Balance at the beginning of the Day minus the Cash Balance at the end of the day.  

5. Have participants look at the Income and Expenditure Record Sample and walk through the calculation of the first day’s Gross Profit or Loss.

Starting Cash Balance LD 125.00 – Ending Cash Balance LD 115.00 = LD 10.00

6. Now ask participants to go into their small groups to work out the rest of the calculations on the sheet.  Walk by each group to make sure they understand.  Also highlight the Credit Line of Palm Oil to show that this where you can keep track of things you buy on credit to make sure you pay them back.  

7. Have participants report back their answers to the group and discuss any differences there may be.  

8. Tell participants that you suggest they buy a separate journal to keep these records in and enter the information into the journal on a daily basis so that they can see their profits and/or losses each day.  They can then add those profits and/losses up weekly and monthly to determine how their business is doing and can look at the individual costs and sales to see where they need to make changes.  

9. Finally, suggest to participants that they also keep a separate personal record similar to the handout for their own daily expenses. We will talk about this further in later activities, but it is important to know how much money you are spending on a daily basis and what your money is being spent on.  

Part B- Receipts 

1. Ask participants if they are familiar with the term receipt.  Have a few participants describe what a receipt is and how to use it.  Make sure to emphasize that a receipt is a confirmation of a purchase by a customer, outlining the specific products that were bought, the amount of products they bought and how much they paid in total for the purchases.  A receipt allows customers and business to have a record of what was sold and what was bought.  

2. Pass out the Receipt Sample Form to each participant and have them look it over.  Ask participants if they have any questions. 

3. Have participants turn to the person to their right and pretend that one of them is the customer and the other the business owner.  Have them role play filling out the receipt for their business.

4. Explain to participants that they should make copies of these forms so that there is enough for each day of business.  Also explain that the receipt itself is made up of two copies one for the business and one for the customer.  Tell participants they should keep their receipts in a book or a box so that they can review on a weekly or monthly basis to see how business is going, what things are being sold, when and to who.

5. Wrap up by telling participants they should make these records their own and organize them how it best works for them.  The importance is to make sure they have all the information recorded on a regular basis, which will allow them to better operate and manage their business.  Let participants know that it might be worth it for them to spend some time discussing their record keeping ideas with the  EPAG Coaches.  

Part C – Inventory

1. After you have finished reviewing the Income Expenditure Record tell participants that you are now going to talk about another important type of record keeping called inventory record keeping.  This allows you to track the products and supplies that come into your business and to make sure they are all accounted for.  It will also allow you to see what products you need to buy more of and when.  

2. Hand out the Inventory Tracking Sheet Sample to each participant.  Explain that the first sheet is to track all the things they buy in the business, how much of it they buy and where they keep it each day. When supplies or products are purchased each day write them into this sheet.  

3. The second sheet is to keep track of inventory at the beginning of the day and what is left at the end of the day.  Each day you begin by filling out the Quantity Available column and end each day with the Quantity Left column.  

4. Tell participants that they should use these records and compare them with Income and Expenditure and Receipt records to make sure all inventory is accounted for and things do not go missing. You can also use these records to negotiate with suppliers by letting them know how much you have bought from them and asking them for better prices.  

5. Ask participants discuss the inventory sheet in their small groups.  Have them review each part and talk about how they would fill it out.  Tell participants to ask whatever questions they may have.  

Income and Expenditure Record Sample 

	Date
	Description
	Debt
	Cash

In
	Cash

Out
	Cash

Balance

	20/5
	Capital
	
	
	
	125.00

	20/5
	Purchase of materials
	
	0
	125.00
	0

	20/5
	Sale of 35 pieces of soap @ LD 5.0
	
	175.00
	0
	175.00

	20/5
	Daily Wage for Employee 
	
	0
	10.00
	165.00

	20/5
	Purchase of 5 cups of caustic soda @ LD 10
	
	0
	50.00
	115.00

	
	GROSS PROFIT/LOSS
	0
	
	
	10.00

	21/5
	Capital 
	
	
	
	10.00

	21/5
	Sale of 20 pieces of soap @ LD 5.00
	
	100.00
	0
	

	21/5
	Daily Wage for Employee 
	
	0
	10.00
	

	21/5
	Purchase of half gallon of palm oil
	
	0
	90.00
	

	21/5
	Credit of 1 gallon of palm oil
	180.00
	0
	0
	

	
	GROSS PROFIT/LOSS 
	180.00
	
	
	

	
	Capital 
	
	
	
	

	22/5
	Sale of 45 pieces of soap @ LD 5
	
	225.00
	0
	

	22/5
	Daily wage for Employee
	
	0
	10.00
	

	22/5
	Pay credit for 1 gallon of palm oil
	
	0
	180.00
	

	
	GROSS PROFIT/LOSS
	0
	
	
	

	
	WEEK GROSS PROFIT/LOSS 
	
	
	
	


Receipt Form Sample 

Name: _____________________________

Address: _____________________________________________________

Date: ____________ Time: ​​​______________

	No
	Description
	Quantity
	Unit Price
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	


Signature: ____________________________

 Inventory Tracking Sheet Sample
	Date
	

	Item Description
	Purchase Price
	Quantity
	Location

	Pair of Scissors
	LD 150 
	3
	Back Room 

	Scratch Cards
	US 20
	10
	Back Room 

	Pens
	LD 100
	5
	Front Room 

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	Date
	

	Item Description
	Quantity Available 
	Quantity Left 
	Location

	Scratch Cards
	10 
	6
	Back Room 

	Scissors 
	3
	2
	Back Room

	Pens
	5
	3
	Front Room

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


UNIT 10:  Business Plans for Business Ideas
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Unit 10: Business Plans for Business Ideas 
Lesson 1: Business Decisions 

Lesson 1 introduces several business ownership models including: Sole proprietor, Associations or group businesses and Micro-franchising.   Participants will have the opportunity to weigh the pros and cons of each option and work with their trainer to decide on the option best suited to their business idea.  Participants will also be introduced to some of the business requirements for running a business in Liberia as well as how to keep their business safe and healthy for customers and for employees.   
Learning Objectives

At the end of this lesson, participants will

· Be able to state the advantages and disadvantages of the different types of ownership 
· Start thinking about what type of business they would like to set up

· Understand the requirements of setting up a business in Liberia 

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes/Objectives

	Activity 1
Types of Business Ownership

180 min 

	> Copies of Business Partnership Agreement Sample for each participant
> Copies of Microfranchise Selection Questionnaire for each participant
	> Business Partnership Agreement Sample
> Microfranchise Questionnaire
	> Participants know the advantages and disadvantages of 3 types of business ownership

	Activity 2
Running a Business in Liberia 

180 min 

	> Copies for each participant of the Business Registration Requirement handout & New Business Registration Form handout
	> Business Registration Requirement & New Business Registration Form 
	> Participants know the rules and requirements for running a business in Liberia 

	Activity 3  
Health & Safety at Work 

90 min 

	
	
	> Participants understand the importance of making sure their businesses are safe 

	Activity 4

Review Game

90 min
	
	
	Participants review key concepts learned in this Lesson

	
	Make list of key concepts learned in this Lesson
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Unit 10 Business Plans for Business Ideas 
Lesson 1: Business Decisions 

Activity 1: Types of Business Ownerships

180 Minutes

Facilitation Steps

Part A- Sole Proprietorship and Group Business 

1. Explain to participants that during this activity we are going to talk about the different ways in which a business can be organized.  But first we are going to get a basic understanding of the different types of business ownership we can engage in.

2. Businesses can be organized and owned by individuals or with other people.  Before choosing the way you are going to operate the business, it is good to know the advantages and disadvantages of each type of ownership.

3. Explain that when one person owns the whole business it is called ‘sole proprietorship’ or individual business.  The owner can work alone in the business, sometimes assisted by family members or employ other people to work with him/her.

4. Divide participants into two groups and ask them to discuss the advantages and disadvantages of sole proprietorship and come up with 3 advantages and 3 disadvantages. Have each group report back to the larger group.  

5. Make sure participants cover the following:

	Advantages
	Disadvantages

	- All profit which is made in this business goes to the owner

- It is easy to start such a business

- The owner does not have to rely on other people, therefore limiting problems with other people
	- There are only limited funds available to start the business with (more people can pool more money)

- All debts made by the business have to be paid by the owner.

- This kind of business is more sensitive to family pressure.


6. Now explain to participants that people can also work together in a group to run their business.  This is often called a partnership, an association or a cooperative. 

7. Tell participants that the following are characteristics of group businesses, have your co-facilitator write them on a flip chart as you read them:

· All members are equal and have an equal say in the management of the group

· All members put in either the same amount of money or different amounts depending on an agreement reached by all members to start the business (shares).  The share is only returned when a member leaves the group (e.g. resigns, death, etc)

8. Explain that the business income is therefore divided according to the rules which are set by all members at the time of starting the business group, for example according to time worked in the business or sales made.

9. Ask participants to go back into the same groups and determine 2 advantages and 2 disadvantages of group businesses.  Have them report their answers back to the group.

10.  Make sure participants cover the following:

	Advantages
	Disadvantages

	- People with different technical and managerial skills can work together and pool their skills

- More money can be put into starting the business.  People can also bring some equipment with them to be shared with other group members.

- A group business is not so sensitive to family pressure.  

- Debts made by the business have to be shared by the members (although this can also be seen as a disadvantage)

- Equal control of the business by group members and clearer defined responsibilities, especially in comparison with many family businesses
	- One member can spoil the business for others.  You have to rely on other people.

- There is a risk of management conflict.


11. Tell participants that it is important to remember that if you form a group business, you should sit together with all the members and decide how the business will be organized.  The tasks and responsibilities in the business should be clear to every partner at the very beginning.  

12. Ask participants to brainstorm the different tasks in a business; remind them of some of the things we discussed in earlier lessons around business operations. Write their answers on a flip chart as they call them out. 

13. Make sure participants cover some of the following tasks:

· Purchase of raw material

· Production

· Maintaining the workplace

· Organizing and maintaining equipment

· Going out to look for potential customers and other marketing activities

· Selling the products

· Delivering the products

· Keeping records (income, expenditure, debtors, etc.)

· Keeping contacts with financial institutions, associations, etc

14. Let participants know that it is important to estimate how much time per week is spent on the different activities mentioned and then have group members decide on who is responsible for each task.  In addition, group members or partners should sit together and make rules and regulations to which everyone must stick to.  They should write these down along with the tasks and time devoted to form a business partnership constitution they all agree on and can refer to in the future.

15.  Pass out copies of a Business Partnership Agreement Sample for each of the participants.  Explain to them that their partnership agreement should include these things, but also should be tailored to fit their needs.  It is important to make sure all agreements are in writing so that your relationship with your partner is clear from the beginning.  

Part B- Microfranchise

1. Tell participants that you are now going to go over one more business type called microfranchise.

2. On a flip chart, copy this list of businesses:
· Western Union

· Coca Cola 

· Mesurado Fishing Company 
· McDonalds
3. Have participants look at the list of businesses on the board.  Ask participants the following questions:
· Would they buy goods and services from these companies over others who offer the same thing? 
· Why would they buy from these companies? 
· Answers could include advertising, I recognize their name, I know they’re reliable, you get the same product no matter where you buy it from, etc.   
4. Explain to participants that all of those businesses are called franchises. Ask participants if they have ever heard of the word franchise. Explain that the businesses mentioned allow their models and products to be replicated and used by 
others (with their permission) to start their own franchise 
business. 

5. Explain to participants that lots of people dream about having their own business but starting a business from scratch can be scary – especially for people who have limited business experience or money to invest in a business. A franchise is an alternative way to start a business. Some features of a franchise help reduce the risk people face when starting a new business.
6. Write the word Microfranchise on a flip chart.  Explain to participants that it is a small business replicated from an existing bigger and successful business by following proven marketing and operational concepts copied from the bigger business.  A microfranchise provides a ready made business plan, a product or service to sell and a recognizable brand, for the microfranchisee (the person starting the new business).
7. Explain to participants that like sole proprietorship and group businesses there are advantages and disadvantages to doing microfranchises.
8. Ask participants to name some advantages of microfranchsie and some disadvantages. Write their answers on the board and allow plenty of time for participants to talk and discuss with each other. See below for some ideas:
	Advantages
	Disadvantages

	- reduce risk of failure

- startup assistance from the main business (franchisor)

- ongoing support from franchisor

- standardized and proven business operating systems 

- product or service already has a customer base and a recognized brand

- franchisor can provide assistance with advertising 


	- would have to follow the rules and regulations of the franchisor

- the problems the franchisor has with sales and other things are also the problems of the person starting the microfranchise

- there might be ongoing payment involved to the franchisor 




9. Divide participants in to groups of 4. Pass out the Microfranchise Selection Questionnaire to each group.  Explain that next they will be doing an activity in which they identify two products or businesses that they think are potential microfranchise opportunities that might succeed and that exist in Monrovia.   

10. Tell participants that the handout offers a list of questions to consider when selecting a potential product for a microfranchise.  Review the questions with participants. 

11.  Ask the participants to now work together to fill out the questionnaire. Walk around to each group to make sure they understand the activity. 


12.  When the groups have finished ask if they found a product that they believed really had microfranchise potential.  Allow time for the participants to discuss and debate these options and their potential. 
Part C- What is Best for You

13. Put participants into their small groups.  Have them discuss which would be better for them –starting a business on their own (sole proprietorship), starting a group business or starting a microfranchise. Tell them that their responses must include at least three reasons for their choice and at least one disadvantage. 
14. Have a few of the groups report back to the larger group. Make sure the groups explain the reasons for their choice. Conclude by letting them know that each choice has both its risks and its good sides, it is up to them to decide what will work best for them, the skill set they have, the business ideas they have and the amount of commitment they would like to make to their business.  
Business Partnership Agreement Sample 

Section 1. Name
The name of the Partnership 

Section 2. Principal Place of Business
The principal place of business of the Partnership is located at ​​​_________________  

Section 3. Business and Purpose
3.1. The business and purposes of the Partnership are to: acquire/hold/manage/operate/develop/sell ​​​​​​​​​​​____________________________________________________________________________________________________________________________________________

Section 4. Term
The Partnership shall commence upon the date of this Agreement:________________ 

Section 5. Capital Contribution
5.1. The original capital contributions to the Partnership of each of the Partners shall be made concurrently with their respective execution, acknowledgement, sealing and delivery of this Agreement in the following dollar amounts set forth after their respective names:

	Mary Sesay  
	
	$200.00

	Christina Davis 
	
	$300.00

	

	


Section 6. Management of the Partnership Business
6.1. All decisions respecting the management, operation and control of the Partnership business and determination made in accordance with the provisions of this Agreement shall be made only by the consent of all of the Partners.

6.2. The Partners shall devote to the conduct of the Partnership business so much of their respective time as may be reasonably necessary for the efficient operation of the Partnership business.

6.3 This section should include arrangements made by partners in terms of management and running of the business.  What hours will the partners work? Who will be responsible for what?

__________________________________________________________________________________________________________________________________________________________________________________________________________________
Section 7. Salaries
The salary of each partner shall be ___________________ per ______________.

Section 9. Banking
All revenue of the Partnership shall be deposited regularly in the Partnership savings at _____________ bank​​​​​​​​​​. Both partners need the other’s permission to withdraw funds.  

Section 10. Signatures 

IN WITNESS WHEREOF, the parties hereunto set their hands and seals and acknowledged this Agreement as of the date first above written.

	WITNESS: ________________________________
	

	
	

	NAME OF PARTNER: _________________________


	

	DATE: ____________________________
	

	
	

	WITNESS: _________________________________
	

	
	

	NAME OF PARTNER: _________________________


	

	DATE: ____________________________
	

	

	


Microfranchise Selection Questionnaire 

	#1
	#2




Business name
Product or Service

Location of business headquarters
	Consumer Demand

· Is there a demand for this products or services in your community?

· Is there likely to be a continuing demand for the products or services in the future?

· Does the product or service generate repeat business?


	
	

	Market Competition

· What is the level of competition in your community?

· How many competing businesses sell the same or similar products or services in your area?

· Do they offer the same quality goods and services at the same or lower price?


	
	

	Name Recognition

· Is the product or business's name widely recognized?

· Does the business have a reputation for quality products or services?

· Will customers buy this brand over others?
	
	


Unit 10: Business Plans for Business Ideas 
Lesson 1: Business Decisions

Activity 2: Running a Business in Liberia(
180 MINUTES

Facilitation Steps

1. Explain to participants that during this activity we are going to learn a little about the requirements of the Liberian government that need to be met in order to start a business in Liberia.


2. It is important to understand why you must register your business with the government, and why you must listen to all the rules and regulations of the government.  

3. Ask participants if they can think of any reasons why it’s important to make sure your business is recognized by the government. Write their answers on a flip chart.  Make sure participants address the following during this discussion:

· If you are not registered you may get fined or have your booth/kiosk/stand destroyed

· If you are recognized you may receive some small business rewards, support or tax breaks

· Your business will be more legitimate to customers if you are registered by the government 

4. Pass out to participants the Business Registration Requirements handout to each participant.  Go through the handout to see if they have any questions.

5. Next pass out the New Business Registration Form handout.  Let participants know this must be filled out and given to the Ministry of Commerce & Industry.  

Business Registration Requirements 

Every concern desiring to become engaged in any form of commercial or industrial activity in Liberia, whether Incorporated or not, shall become registered with the Ministry of Commerce & Industry before commencing business.

Procedures

Individual businesses or Firms wishing to be registered should first obtain a set of application forms and insert the following: 

√
Proposed name of the business 

√
Nature and location

√
Nationality of owner 

√
Initial investment of capital, etc 

√
Taxpayers Identification Number from Ministry of Finance-FREE

This is to ensure that the name to be used is not prohibited or already owned by an existing firm.

Requirements 

A. Sole Proprietorship:

√
Notary Certificate 

√
Prospectus of Business

√
Official Revenue Receipt (Foreign owned)............................. US$700.00 

√
Official Revenue Receipt (Liberian owned)......................... LD$2,000.00

√
Revenue Stamps on Notary Certificate.........................................US$1.00 

√
One (1) Passport size photo

B. Partnership

Probated Partnership Agreement – probated through the monthly and probate court, R.L. 

√
Notary Certificate 

√
Prospectus of the business

√
Official Revenue Receipt (Foreign owned)..............................US$800.00 

√
Official Revenue Receipt (Liberian owned)..........................LD$3,000.00 

√
Two (2) passport size photos of partners with the highest share
General Requirements for all categories of Business (Local & Foreign) 

√ License forms & fees............................................................... LD$4,200.00 

√ Manager’s check .............................................................................US$5.00

Petty Trading Requirements 

Category A ..................................................................................... LD$400.00

√
House Table market. 

Category B:...................................................................................LD$1,000.00

√
Table markets that are not under the Liberian Marketing Association (LMA)

Category C:...................................................................................LD$2,000.00 Street/Community booths engaged in commercial activities 

New Business Registration Form

REPUBLIC OF LIBERIA MINISTRY OF COMMERCE & INDUSTRY 

MONROVIA, LIBERIA

DATE: _______________________  Tin # __________________________________________

DIVISION OF DOMESTIC TRADE APPLICATION FORM REGISTRATION OF NEW BUSINESS

INDENTIFICATION NUMBER: ___________________ 

SERIAL NUMBER: _____________________________

FOR OFFICIAL USE ONLY

GREATER CONTROL ACT

“Every concern desiring to become engaged in any form of commercial activity in this Republic, whether incorporated or not, shall be REGISTERED before commencing business”

DATE RECEIVED: __________________________________ 

REGISTRATION FEE PAID: _________________________ 

REVENUE RECEIPT NUMBER: ______________________ 

RECEIVED BY: _____________________________________ 

Please print SIGNATURE: _______________________________________

1. FULL NAME OF BUSINESS: _________________________________________________________________

___________________________________________________________________________________________ 

2. EXACT LOCATION OF BUSINESS/OTHER LOCATIONS: ________________________________________ __________________________________________________________________________________________ __________________________________________________________________________________________ __________________________________________________________________________________________

COUNTY: ______________________ TOWN/VILLAGE/STREET:___________________________________

LAND LINE: ______________________ CELL:_________________ E-MAIL: __________________________ TELEX:________________________________ HOUSE NO.__________________________________________

3. FORM OF BUSINESS: Sole Proprietorship ( ) Partnership ( ) Corporation ( ) Joint Venture ( ) LIBERIAN ( ) FOREIGN ( ) NATURALIZED LIBERIAN ( ) MALE ( ) FEMALE ( )

4. SPECIFIC
NATURE OF
 BUSINESS:
___________________________________________________________

__________________________________________________________________________________________ eg. TEXTILES, BUILDING MATERIALS, MANUFACTURING, FOOD STUFF, SUPERMARKET,

STATIONERY, FROZEN FOOD, SPARE PARTS, USED CLOTHING, ETC OTHER AREAS YOU INTEND TO ENGAGE:___________________________________________________

_________________________________________________________________________________________ 

5. INVESTMENT CAPITAL IN: US$ __________________________ L$_______________________________

6. SOURCE (S) OF FUNDING: _________________________________________________________________ 

7. DATE ESTABLISHMENT INTENDS TO COMMENCE OPERATION:______________________________

NOTE: ALL IMPORT/EXPORT CORPORATIONS SHALL OBTAIN A CERTIFICATE OF PERMIT AND SHOULD BE INCORPORATED.

8.
OWNER (S) OF THE PROPOSED BUSINESS:

NAME

a. _____________________ 

b______________________

c______________________ 

d______________________

NATIONALITY

______________________ ______________________

______________________ _____________________

PERCENTAGE OF OWNERSHIP

_____________________________ _____________________________

_____________________________ _____________________________

9.
PROPOSED NUMBER OF EMPLOYEES:________ LIBERIAN ________ FOREIGN___________

10.
ALL NON LIBERIANS WISHING TO DO BUSINESS ARE REQUIRED TO LIST ALL BANK REFERENCES (BUSINESS ACCOUNT ONLY) AND SUBMIT PROSPECTUS FOR THE PROPOSED BUSINESS.

DECLARATION

I, THE UNDERSIGNED DO HEREBY DECLARE THAT THE INFORMATION HEREIN STATED ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE, AND IF IT IS DISCOVERED THAT THE INFORMATION IS FALSE AND MISLEADING, THIS SHOULD SUBJECT THE APPLICATION CERTIFICATE IF ISSUED BE REVOKED.

NAME OF COMPANY OFFICIAL REPRESENTATIVE_____________________________________

(PLEASE PRINT)

SIGNATURE: ____________________________________ 

POSITION: _____________________________________

DATE: _____________________________________

PLACE SUBMITTED: ____________________ DATE: _________________________________

[image: image21.jpg]Steps & Fee Schedule for Registration of Sole Proprietorships

7.

The Ministry of Commerce and Industry has launched a programme to
streamline and simplify business registration processes. This initiative of the
Ministry of Commerce and Industry is the first step in the comprehensive
programme to create a new state-of the-art Business Registry.

Entrepreneur does a company name search to assess availability of company name.
This is done by the Ministry of Commerce on the Ground Floor (Division of Domestic
Trade) of the Ministry of Commerce.

Entrepreneur obtains a Notary Certificate from a Notary Public that once completed is
notarized and stamped. Certificate can be obtained from any Notary Public or from the
Temple of Justice.

Entrepreneur obtains application form and blank registration certificate from
Division of Domestic Trade on the Ground Floor at the Ministry of Commerce

Upon completion of the application form, Entrepreneur obtains a bill assessment based

on attached fee schedule and that is attached to application form from the Division of
Foreign Trade on the Ground Floor at the Ministry of Commerce

Category Fees

Licensing to commence business LD$ 4,200.00 \
Official Revenue Receipt (Foreign Owned) | USD 700.00
Official Revenue Receipt (Liberian Owned) | LD$ 2,000.00

For each branch, cost is /2 the amount of registration

Entrepreneur takes application form with bill assessment to Ministry of Finance for
Bank Payment Slip (BPS) on the Ground Floor, Ministry of Finance

Entrepreneur makes payment at Central Bank Annex and obtains receipt Ground Floor,
Ministry of Finance

Entrepreneur submits receipt to Ministry of Commerce and Industry (MoCI) (Domestic
Trade) for approval within 5 business days. Entrepreneur is now registered with MoCI *

NOTE: Before beginning operations, Entrepreneurs are responsible for obtaining

approval from all applicable sector ministries

To inquire about the status of your registration, please contact:
Mr. Henry Quiah - 06 90 26 33




Unit 10: Business Plans for Business Ideas 
Lesson 1: Business Decisions 

Activity 3: Health & Safety in Your Business 

90 MINUTES

Facilitation Steps

1. Remind participants how earlier we spent time discussing health and hygiene and how to keep ourselves clean and healthy. The same goes for our businesses.  We need to make sure our customers and employees are safe, protected and in a clean and healthy environment when they are working in or purchasing from our business.

2. In this activity we are going to talk about things we can do to make sure that our business is both safe and clean.

3. Divide participants in to three groups and assign each group a business:

· Group 1: Restaurant 

· Group 2: Hair Salon

· Group 3: Auto Mechanic 

4. Tell each group to answer the following questions:
· What are some of the health and safety hazards/dangers that can affect your employees or customers in your business?

· What are some things you can do in your business to make sure your business is clean and safe and customers and employees stay healthy?

5. Have each group present their answers back to the larger group.  Ask participants if they have anything to add.  Some answers should include the following:

· Restaurant: 

· Spoiled food, not washing hands when handling food, dirty utensils, too much garbage, open flames for cooking, cooking gas not kept properly

· Make sure food is fresh, wash hands and utensils, empty trash, keep things clean, use soap and disinfectant, make sure stoves/flames turned off when not being used, make sure cooking gas in a safe place  

· Hair Salon: 

· Hair on the floor, dirty chairs, expired products, strong chemicals, dirty scissors and razors, scissors and razors lying around, slippery floors 

· Make sure everything is clean, products are not expired, chemicals kept out of reach and only handled by professionals, keep sharp objects out of reach, make sure floors are not wet or covered with hair

· Auto Mechanic: 

· Chemicals, dirty floors, dirty workshop area, sharp objects, electrical wires sticking out

· Make sure floors and workshop area are kept clean after each job, put sharp objects out of reach, make sure chemicals are only used by professionals, cover electrical wires 

6. After the discussion is finished tell the participants that it is important they set health and safety rules and regulation to make sure areas are kept clean, products are not expired, unsafe objects are kept out of reach and anything dangerous is handled only by people who are qualified.
7. Tell participants to go into their small groups. Each participant should write down the health and safety hazards/dangers they think they might face in their own business. Then each participant should write down what they can do to ensure their business is clean and safe. Group members should discuss and help each other through this exercise.

Unit 10: Business Plans for Business Ideas 
Lesson 1: Business Decisions 

Activity 4: Review Game

90 MINUTES

Advance Preparations

> Make notes of the key concepts from the Lesson 1, 2 & 3, paying particular attention to the concepts participants struggled with. 

Facilitation Steps

1. Welcome participants to the training.  Divide participants up into 2 to 4 teams.
2. Facilitate one of the review games suggested in the Facilitator’s Guide, including but not limited to:   taboo, jeopardy, football or soccer review, people places or events, or quiz bowl.
Unit 10: Business Plans for Business Ideas 
Lesson 2: Understanding Financial Services  

Lesson 2 introduces the concepts of business financing and savings. Participants will learn about the various sources of funding for their business and be able to meet with local microfinance organizations. Finally participants will be introduced to several ways to save and understand the importance of savings.   

Learning Objectives

At the end of this lesson, participants will

· Identify the different sources of funding for their business 

· Become familiar with different Microfinance institutions 

· Understand the importance of savings 

· Understand the different ways to save 

LESSON 2 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes 

	Activity 1 
Sources of Funding 

90 min 

	
	
	> Participants understand the different sources of funding



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Activity 2 The Importance of Savings 

90 min


	> Flip chart paper and markers for three small groups 

> Prepared flip charts with Different Types of Savings

> Blank sheets of paper to write savings plans 
	
	> Participants understand why it is important to save 

> Participants explore different savings options 



	Activity 3  

Microfinance Fair 

180 minutes


	 
	
	> Participants meet different Microfinance Institutions and learn about their loan criteria


Unit 10: Business Plans for Business Ideas 
Lesson 2: Understanding Financial Services  

Activity 1: Sources of Funding

90 MINUTES

Facilitation Steps

1. Explain to participants that during the last lesson we talked a lot about our personal money management and differences between our business and personal money.  In this activity we are going to talk about how to get support to finance our business. 

2. Tell participants that in the first half of the training we talked a lot about our business costs, operating costs and capital costs and calculated our business startup costs.  Ask them to refer to their earlier calculations (Chart #11C My Business Start Up Costs)

3. Ask a few participants what their startup costs are.  Then ask those participants if they have enough money now to start their business on their own.  

4. Explain to participants that most of us to not have enough money at this time to cover all the costs associated with starting up a business.  This will mean in order to start the business we will have to look for people or institutions to borrow from.  

5. Divide participants into three groups.  Tell them that they are going to work together to identify the different places they might be able to find money to help with their business startup costs.  Ask them to try and identify the advantages and disadvantages to each. Have them write down their answers on a flip chart.   Have one participant from each group present the discussions.

6. The following sources are suggested, if they are not named, they should be added.

· Own savings: 

· This could be either cash savings or one can sell personal valuables such as furniture, jewellery, agricultural products, or land to obtain money

· Family and friends:  

· They might be willing to lend or give you some cash or equipment, to help you get started.

· Credit:  

· Sometimes you can apply for a credit from micro finance institutions or churches.  

· You have to repay your loan within a certain period and you have to pay interest on the loan. 

· Some credit providers ask for collateral/security to back the loan, or you have to find people who will act as your guarantors.  

· Often, you have to present a business plan with your request.

· Different micro finance institutions have different loan criteria. You must meet the criteria before being able to take a loan.

· Community Money Lenders:

· They normally ask a very high interest rate of twenty-five percent or more for just one month.

· Down payment from clients:  

· If you manage to find people who are interested in placing an order with you, you can use their down payment to buy raw materials to fulfill their orders.

· Association/Cooperatives:  

· When people come together with their individual resources, they increase their pool of money and resources and are able to undertake bigger business.

· Susu clubs:  

· These clubs pool savings and pay out to members on a rotation basis; they also provide opportunity for small credit.

7. Ask participants if they have any questions about the sources of funding presented.  Tell participants to turn to their left and take a few minutes to discuss with your partner what types of funding would be most suited for you.

8. Ask for a few participants to present to the group which funding option they chose and why.

Unit 10: Business Plans for Business Ideas 
Lesson 2: Understanding Financial Services  

Activity 2: The Importance of Savings 
90 MINUTES

Facilitation Steps

Part A- Why is Saving Important 

1. Tell participants that while they learned about sources of funding in the last activity, we are going to talk today about why it is important to save once their business is up and running.

2. Explain to participants that while we discussed savings as a source of funding for our business, savings are also something you should be doing regularly once your business has started.  

3. Remind participants of their visit to the bank and how they set up savings accounts. Tell participants it is important to review some key concepts and to understand why it is so important to save.

4. Ask participants if they can define savings.  Write some of their answers on a flip chart to create a working definition of savings.  It should include something like below:

· Savings is money put aside by an individual or household for use in the future

· People save by putting money aside when it comes in and by spending less when it goes out

5. Now ask participants what they think are some of the reasons to save.  List their reasons on a flip chart.  Have participants be specific about reasons.  Reasons should include the following: 

· Savings can help you to deal with emergencies (e.g. sickness, loss of job)

· Savings can help you to build assets (e.g. buy a house, buy a car)

· Savings can help you to meet financial goals (e.g. have 7,000 in the bank account)

· Savings can help you meet personal goals (e.g. go back to school, get a university degree)

6. Divide participants into three groups and give them each a flip chart and a marker.  Tell them you are going to ask them a question and they will have to come up with as many answers as possible to the question in 3 minutes.  They will then present their answers back to the larger group and we will see which group has the most answers.  

7. Tell them you will now ask them the question and when the question is done you will say GO and they will have three minutes to write.  The question is:

· What are the advantages or benefits of savings?

8. At the end of the three minutes tell them to stop and put their markers down.  Call each group to the front and have them present their answers. 

9. Answers should include the following:

· Pay for large future expenses, such as a home or land

· Prepare for emergencies - medical or other

· Improve your financial standing, such as paying off outstanding bills and debt

· Help you invest in yourself, through education, job training or tools for your trade or business

10. Tell participants that they will now in their same groups identify challenges to saving.  Tell them that each group should name at least 3 challenges they might face when trying to save.  

11. Have the groups present back their challenges.  Challenges should include the following:

· Family members asking for money and not allowing money to be put aside

· Spending all your income so there is not enough left for savings 

· Not having a safe place to save your money 

12.  After the challenges are presented ask participants if they have solutions or ways to address these challenges.  Allow time for discussion.

Part B—Types of Savings 

1. Explain to participants that now we are going to talk a little bit further about the different types of savings to see what might be best for you.  

2. Display the prepared flip chart of the Different Types of Savings. Tell participants that you will explain what the different types are and present some challenges and advantages to each.  See below for what should be displayed on the flip chart:

· Informal Savings


· Saving cash at home

· Cash is accessible to you but also can be accessible to others who know where you keep it

· Often you can be tempted to spend it since the cash is so accessible

· There is no minimum balance needed to save your cash at home 

· Money does not earn any interest 

· Semi-Formal Savings 

· This includes group savings (susu), rotating credit and savings associations, village banks and solidarity groups

· This method is familiar to most people in Liberia and therefore people are often comfortable with it

· In most groups you do not earn interest on your money 

· There can be disagreements in the group and it can be unstable 

· Formal Savings
· Financial institutions including banks, credit unions, cooperatives or microfinance institutions

· Your money is safe and only you can take it out

· You earn interest on your savings

· You can have different savings options that fit your needs

· Requirements for opening an account formally can be difficult with minimum balances and fees (remind participants that since they received 350LD for participating in EPAG, they already have a minimum balance and they do not have to pay fees on their account!)

· Limited bank hours of operation could make it difficult to take out money whenever you want 

3. Tell participants that they have already learned about Banks as a formal way of saving their money.  Explain that you are now going to go over in a little more detail one type of semi-formal savings called susu.  

4. Explain to participants that a susu club is a financial association composed of individuals who know each other fairly well and who have decided to pool their savings.  

2. Ask participants their own experience with Susu clubs.

· Do/did they take part in Susu clubs? 

· If they did, how do/did they use the money?  Social needs?  Personal investments?  Business activities?

3. Explain to participants that there are several variations of the susu, for example, a Regular Susu Group is usually a group of 12 individuals contributing a certain amount of money on a regular daily, weekly, or monthly basis, e.g. 10LD per week.  Each week, the susu club pays 120LD (10LD X 12 group members) to one of the members and after 12 weeks each member has had her turn.  

4. Tell participants that another type is called Annual Equal Payment Susu, where a group of individuals contributes a certain amount of money on a regular basis for a fixed period of time and the full amount is divided at the end.  For example, 12 group members can pool 100LD per month starting in January until Christmas, when the total amount pooled (100LD X 12 group members X 12 months = 14,400 LD) is divided equally among the 12 group member. In this case, the susu functions as a bank without the interest payment.

5. Discuss with participants some of the differences between group savings like susu and putting their money into a bank savings account.  Ask participants which option they feel best suits them.  Also talk with the participants about the potential of working with a susu group and also having a bank account.  

Part C—Savings Plans 

1. Explain to participants that now that we have discussed the benefits of savings as well as the different types of savings, we will now work to create a savings plan.

2. Tell participants that you are going to outline 6 steps to creating a savings plan.  After that you are going to ask participants to start thinking about those steps to create a savings plan.

3. Ask you read each step have your co-facilitator write them on a flip chart

1. Set savings goals

a. How much do you want to save over what length of time

b. You will have to think about how much you will be earning over this period of time to determine what is realistic to save 

2. Set a savings target for each month 

a. The savings target should have your savings goal in mind

3. Identify which expenses you can reduce in order to meet your savings targets

a. This should be done by again going over your needs and wants

4. Decide where you will save

a. This can be in a bank, in a savings group or both 

5. Plan when you will put aside your savings


a. You may want to deposit your savings in your account every week or every month

6. Keep track of your savings

a. Monitor your progress towards your savings target

b. Check your bank statements and other sources of information on your savings

4. Have participants work with their small groups on creating a savings plan.  Walk around to each group to answer any questions.

5. Have a few of the participants present back their savings plan.  Allow time for participants to ask any questions they may have on what was discussed.  

6. After participants have discussed tell participants that while we have already met with banks and explored opening savings accounts we are going to dive further into other options for funding.  For the next activity we will be meeting with several local microfinance institutions to learn more about their borrowing policies and requirements. 

Unit 10: Business Plans for Business Ideas 
Lesson 2: Understanding Financial Services  

Activity 2: Microfinance Fair 

180 minutes

Facilitation Steps

1. Explain to participants that they will spend the day listening to various local microfinance institutions to see whether borrowing from them is an option for financing their businesses. 

Unit 10: Business Plans for Business Ideas 
Lesson 3: Making Plans  

During Lesson 4 participants will have the opportunity to develop their own business plan based on the business ideas and research done over the course of the training.  Participants will also prepare for a presentation of their business plan to fellow participants.  

Learning Objectives

At the end of this lesson, participants will

· Develop a comprehensive business plan

LESSON 3 AT A GLANCE

	Activity 
	Preparation 
	Handouts 
	Outcomes 

	Activity 1 
Creating Our Own Business Plans

4 Days
	> Handouts of Detailed Business Plan Template for each participant 
	> Detailed Business Plan Template 
	> Participants will create their own business plans 

> Participants prepare to present their business plans  

	
	> Copies of My Business Plan handout 
	> My Business Plan
	

	
	> Flip charts and markers for each participant 
	
	

	
	
	
	

	
	
	
	


Unit 10: Business Plans for Business Ideas 
Lesson 3:
Making Plans  

Activity 1: Business Plans

4 Days

Facilitation Steps

1. Tell participants that throughout the training they have collected bits and pieces of what will make up their business plan.  They have now reached the point that they have collected all the information they need to create their business plan. 

2. Remind participants that as they learned in Unit 2, a business plan is a simple document that consists of information on your business including a Business Description, Market Analysis, Marketing Plan, Business Management, Business Operations, and Future Plans.
3. Tell participants that they are now going to take out all their charts from previous lessons as they will help put together the pieces of their business plan.  Give participants time to organize their charts by number, walk around to make sure everyone has all they need.  

4. Explain to participants that you are now going to pass out copies of an outline of what a detailed business plan should include. Hand out the photocopies of the Detailed Business Plan Template to each participant.

5. Read through the entire Detailed Business Plan Template, explaining areas that might be confusing.  Let participants know that they should ask questions as they go over the template.  

6. After you finish reviewing the template, have participants sit in their small groups and begin to review their charts.  Staring with Chart # 2, have them all fill in the information from the charts in the appropriate sections.  Have them do this by writing a Business Plan Template outline in their notebook, then writing notes from the charts in the sections.  Make sure you walk around to each group to check on their progress and answer any questions. 

7. If some participants have decided to establish group or cooperative businesses with some of their classmates, then have them sit together to do the exercise.

8. Once they have finished slotting in the information from the Charts into the right sections, have them now begin to write out their Business Plans in the actual template sheet. Pass out the My Business Plan handout with the blank spaces after each section for them to use As participants are writing their plans make sure to walk around to see how they are doing.  

9. Remember that developing their business plans is the most important part of the course – that is why there are so many days devoted to this activity. Make sure the participants understand that this time is for them to work on their business plans, get ideas from each other and ask for help from the trainers. As trainers, your job is to support each participant to make sure they develop the best business plan for their business. Remember to help those who have trouble writing. Also make sure that the participants are using the information from the charts to feed into their business plans.

10. You should plan to spend each day on completing a different section of the business plan template so that by the end of the allotted time, the participants will have completed the entire business plan. 

11. On the last day, after participants have finished drafting their business plans, explain to them that they will be having a business plan competition. Let them know that when they begin to start their business and look for funding they will need to present this business plan to potential funders and investors, so this will serve as good practice.  Let them know they will each have 15 minutes to creatively present their plans to the class in the following Activity. Also let them know that the 5 best business plans will receive a prize!

12. Spend the last day helping participants prepare their presentations.  Make sure each participant has flip chart paper and markers to use.  Also make sure to walk around and answer any questions that may come up.   

DETAILED BUSINESS PLAN TEMPLATE

1. Cover Sheet

· Should Include:

· Name of business

· Owner(s)

· Address

· Phone number

2. Business Description

· Describe your business in detail using complete sentences.

· Background:

· Begin with the story of how and why you decided upon this particular business.

· For example:

· Did it start as a hobby that you then found a market for?

· Were you doing it for someone else, but thought you could do it better on your own?

· Did you see a market need that wasn’t being filled?

· Name:

· What is the name of your business?

· Location:

· Where is the business located, or where will the business be located? 

· Describe the physical setting.

· Detailed Product/Service Description: 

· What is the product or service you offer?

· How do you make sure your product or service is of the best and consistent quality?

· If applicable, describe the production process

· Is your business seasonal?

· Pricing:

· How are you pricing your product/service? How did you decide on that price?

· Start-Up Requirements:

· What do you need to go into or expand your business?

· The amount of space needed and why? What will this cost?

· What inventory will you need? Where will you buy it? What will it cost?

· What equipment will you need? Where will you get it? What will it cost?

· Any other specific needs to your business? At what cost?

· How many employees will you need, if any, and why?

· What equipment and/or furniture do you already have? Describe. What is its market value?

3. Market Analysis – Who is Your Customer?

· Industry:

· Describe your market or industry. Be very detailed and use complete sentences. Use the following ideas as guidelines:

· How has your industry changed in recent years? Is it growing or shrinking?

· If it is growing, how many more people are using the product/service?

· If it is shrinking, how will you take advantage of this?

· Have there been changes in regulation, technology, or customer awareness?

· Where did you get the information to answer these questions? Document your sources.

· Customer Profile:

· Who is your target customer? Give facts about your customers. For example:

· Income ranges from __________ to __________ per year.

· Ages range from _____ to _____.

· Males _____ Females _____.

· Where do your customers live? (City, county, neighborhood).

· Your market area covers _____ people in a _____ mile area.

· Customers will buy the product/service because: _____________________

· Customers will buy it:___ daily ___ weekly ___ monthly ___ quarterly ___ yearly ___ other

· Customers are willing to spend up to __________ for the product/service.

· Competition:

· What makes your product/service different from the competition?

· Why would someone purchase your product/service over the competition? This is a very important section!

· Provide a detailed analysis of your competition.

· Describe your three strongest competitors

· What are their strengths?

· Their weaknesses?

· Why would the customer prefer to come to you rather than the competition?

4. Marketing Plan – How to Get Them

· How will you reach your customers? Explain the different methods of advertising that you will use.

· Which ones will be the most effective in reaching your customer? Explain why.

· Consider the cost of each method and how that will translate into sales dollars for the business.

· For example, if I spend $100 on 1,000 flyers, I will bring in 5 new customers. My average sale is $25. This will bring in $125 in new sales.

5. Business Management

· Who will manage this business?

· What skills, background, etc. do you or this person bring to the business?

· What will you or this person be responsible for?

6. Business Operations

· Suppliers:

· If you use suppliers, discuss their availability and reliability. What back up plan do you have?

7. Critical Risks

· Unfortunately, things can happen in our lives or our businesses to change the direction we thought we were heading.

· It is important to consider anything that could negatively impact your business and be prepared to handle it. 

· Remember, if you work out these potential problems now (on paper), you should be prepared to handle anything that might take place.

· Identify threats that might negatively impact your business and what your plan of action would be. Use the following examples as guidelines:

· Declining sales or lower than expected sales (possibly due to economic slowdown, new competition, incorrect assessment of market).

· Demand for product/service is too high and the business can’t meet the needs

· Fire or other disaster that destroys or damages the premises

· Loss of key supplier

· Loss or illness of key employee

· Illness of yourself

· Customer doesn’t pay, hurting cash flow

8.  Business Startup Plan

· This should include a detailed list of your business startup costs, broken down and then added together
· Also should include where and how you will get the funding to start your business 
9. Future Plans

· Describe your vision for your business in the future as it grows and changes to meet the needs of the market. 

· For some people, expansion is the goal. For others, being able to delegate and have more time for family is important. Consider the following questions as you work on this section:

· Where do you see the business in one year and why?

· What changes do you see in the market and in your own life, which may influence the business a year from now?

· Where do you see the business in five years and why?

· What trends do you anticipate in your industry over the next five years?

· It should also include an projected income chart:

· This should include your projected income from the business (the profits it will bring in) each month for the first year of its operations

My Business Plan  





Name of business:

Owner(s):

Address:

Phone number:

 Business Description

Market Analysis – Who is Your Customer?

Marketing Plan – How to Get Them

Business Management

Business Operations

Critical Risks

Business Startup Plan

 Future Plans

UNIT 11:  That’s a Wrap!
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Unit 11: That’s a Wrap 
Lesson 1: Let’s Compete!
Lesson 1 is about preparation for the future.  Participants will present their business plans to their  EPAG Coaches and representatives from the private sector.  Participants will be able to receive feedback on their plans.
Learning Objectives

At the end of this lesson, participants will

· Present their final comprehensive business plan

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts 
	Outcomes 

	Activity 1 
Business Plan Competition

2 Days

	 >  EPAG Coaches and representatives from the private sector in attendance 

> Copies of Feedback on Business Plan Presentations for the panel of judges 


	> Feedback on Business Plan Presentations
	> Participants will present their business plans to the group for feedback and encouragement

> Participants will receive feedback from their peers,  EPAG Coaches and private sector on their business plan 




Unit 11: That’s a Wrap 
Lesson 1: Let’s Compete! 

Activity 1: Business Plan Competition

2 Days

Facilitation Steps

1. Welcome the participants and the special guests. Explain that today participants will present the outcome of the last six months of training – their business plans!
2. Introduce the special guests. Explain that they will form a panel of judges who will listen to the presentations of the business plans, provide feedback, ask questions and finally decide on the best business plans. Explain that five business plans from each class will be chosen as the winner.  
3. Make sure to hand out the Feedback on Business Plan Presentations to the judges. Let the judges know that these will be handed back to the participants as more detailed feedback on their plans.  
4. Tell participants that as their friends are presenting their business plans, they should pay close attention as they will also be participating in giving feedback and asking questions. 
5. Explain that each participant will have 10-15 minutes to present their business plan, followed by 5-10 minutes of feedback and questions from the judges and the other participants. Make sure that you keep to the time.

6. Remind participants that the question period is not to point out what your peers did wrong or left out with their business plans but rather it is a time to give advice, support and constructive feedback, so that your peers have a better chance of succeeding. 
7. Congratulate all participants after they have finished presenting their business plans. Thank them for their hard work and commitment throughout the training. Also thank the judges for their time and participation. Explain that the winners of the 5 best business plans will be revealed at the graduation ceremony!
Feedback on Business Plan Presentations

Circle a number for presenter (1 being the worst and 10 being the best):

1    2    3    4    5   6   7   8    9     10

Name of business owner:_______________________

Name of business and location: _______________________________

Did the presenter give a description of each of the sections (circle YES or NO)

Business



YES or NO


Market Analysis


YES or NO

Marketing Plan


YES or NO

Business Management

YES or NO

Business Operations


YES or NO

Future Plans



YES or NO

For those where you circled NO what was missing?

What are the strengths of the business plan?

What are the weaknesses of the business plan?

What recommendations do you have for the presenter?

Unit 11: That’s a Wrap 
Lesson 2: Moving On
During this lesson participants will have a chance to reflect on the last 6 months of training.  In addition participants will also have the opportunity to think about the next steps in moving their business forward after the training.  Finally participants will be recognized for their hard with Graduation Certificates.   

Learning Objectives

At the end of this lesson, participants will

· Have an understanding of “next steps” for their business and program support 

LESSON 1 AT A GLANCE

	Activity 
	Preparation 
	Handouts
	Outcomes 

	Activity 1 Future Ideas

60 min 

	 
	
	> Participants think about the future and what they will do after reaching their business goals

	Activity 2

We’ve Come A Long Way

120 min
	
	Evaluation forms
	>Participants think about the skills and assets they have obtained through the course

>Participants provide feedback on the course

	Activity 3 What’s Next

180 min 

	
	
	> Participants discuss what happens after the course is finished

	Activity 4 Graduation

180 min

	
	Graduation certificates
	> Participants are congratulated for their efforts


Unit 11: That’s a Wrap 
Lesson 2: Moving On 

Activity 1: Future Ideas

60 MINUTES

Facilitation Steps

1. Explain to participants that some time in the future, they might reach their business goal and wonder what comes next. 

2. Ask participants to close their eyes. Then read out loud a series of statements to guide participants.

3. Read the following statements slowly so that participants have time to think about them:

· Imagine yourself as a business owner. You are running the business that you chose during this course.

· You have been running your business for many months. Now you have reached the business goal that you set for yourself. You are very happy and proud of yourself.

· You are making enough money to pay your living costs and your operating costs. You also have some money left over each week to use for your wants and savings.  

· What will you do now that you have reached your business goal? Think about your options. (give participants some time to think)

· Imagine yourself doing these things. Keep imagining this situation until I ask you to open your eyes.

4. Wait a couple of minutes. Then ask participants to open their eyes.

5. Ask participants: “What did you imagine yourself doing once you had reached your business goal?” Write their answers on flip chart paper.

6. Encourage participants to think of as many answers as they can. Some possibilities include the following:

· Set another business goal to increase profit

· Develop strategies for attracting new customers

· Use some of your savings to expand your business (new locations, bigger storefront etc)

· Talk to customers about what you could do to improve your products or services. 

· Update your business plan based on what you have learned from running your business.

· Start to save the money left over for big purchases (e.g. house).

· Use savings to start a different and more profitable business in the future.

Unit 11: That’s a Wrap 
Lesson 2: Moving On 

Activity 2: We’ve Come A Long Way

120 MINUTES

Facilitation Steps

1. Explain to participants that we have learned so much together these past six month and developed so many new skills! 

2. Ask participants to share some stories of their favourite moments of the training!

3. Ask participants to get into their small groups and answer the following questions:

a. What did you enjoy or like most about the program (can be more than one)?

b. What did you find most challenging or difficult about the program (can be more than one)?

c. What are 5 new business skills you have learned through the program?

d. What are 5 new life skills you have learned through the program?

e. What are 5 new things you learned about your group members?

f. Do you feel more prepared to have a successful business? Why/why not?

g. What recommendations do you have for improving the program?

h. What kind of further support/help do you need in the next 6 months to really have a successful business?

4. Ask the groups to present their discussion. As the groups present, trainers should take detailed notes AND keep the presentations to give to IRC.

Unit 11: That’s a Wrap 
Lesson 2: Moving On 

Activity 3: What’s Next?
180 MINUTES

Facilitation Steps

1. Explain to participants that they have completed the six month training program, but EPAG will continue to help them for another six months to ensure they have the support they need to succeed in their business. 

2. Explain that they will no longer attend class three times a week. Instead, the trainers will provide refresher trainings as needed and follow up with each participant on a regular basis to provide any information they need or answer any questions. For example, trainers can assist with filling out the application forms for a microfinance loan, or help figure out a record keeping system. 

3. Emphasize to participants that now is the time for them to take the lead in making their business succeed. The trainers are there to support and assist, but they will not be doing things for them.

4. Remind participants that the goal is for everyone to be running a successful business and making a profit within the next three to six months. The trainers will be providing support to the participants in implementing the business plans that they had developed.

5. Distribute copies of the business monitoring form and go through it in detail with the participants. Explain that the trainers will be using this form to see how their businesses are going and identify needs for further support.

6. Spend the rest of the time scheduling follow up meetings with each participant, in their small groups and individually.

Unit 11: That’s a Wrap 
Lesson 2: Moving On 

Activity 4: Graduation
The graduation ceremony will be organized by the IRC in coordination with the Ministry of Gender and Development. 

Glossary

Administration (Unit 9, Lesson 1)

The activities related to keeping up the day to day running of the business 

AIDS (Unit 5, Lesson 3)

Acquired Immune Deficiency Syndrome. A condition in which the immune system of a person who is infected with HIV is unable to defend the body against attacks and infections.  It manifests itself in a wide range of diseases and infections.  

Antibody (Unit 5, Lesson 3)

A substance produced by the white blood cells to fight infection and disease 

Assessment (Unit 5, Lesson 1 and 2)

is the process of gathering and discussing information from multiple and diverse sources in order to develop a deeper understanding of a person’s, project’s or community’s assets, strengths, weakness and/or needs.
Budgeting (Unit 7, Lesson 1)

the skill of deciding how to spend and save money.

Business (Introduction)

the word business is used to represent small-scale income generating activities such as shoe shining or fruit selling. These are realistic first steps for street girls.

Business Plan (Unit 9, Lesson 2)

a summary of how to implement a business idea so that it would be feasible and gain enough profit.

Business Skills (Unit 2, Lesson 2)

those skills required to start and maintain a business. They may be both general and specific.

Business Start-Up Cost (Unit 5, Lesson 3)

the total amount of money that a business owner needs to start a business (i.e., capital costs + operating costs).

Capital Costs (Unit 5, Lesson 3)

the total cost of items that a business owner needs to buy only once in order to start a business.

Charts (Read This First)

specially designed tables to record the many decisions and calculations that participants make in order to assess the feasibility of their business ideas.

Coaching (Read This First)

the method by which trainers provide guidance and encouragement so that the participants themselves can make any necessary corrections or additions.

(When coaching, trainers create an opportunity for participants to share their thoughts and ask questions without hesitation. Rather than telling participants what they should do, trainers ask them questions.).

Community Assessment (Unit 6, Lesson 2)

is the process of gathering and discussing information from multiple and diverse sources in order to develop a deeper understanding of a community’s assets, resources and needs.
Community Mapping (Unit 6, Lesson 2)

provides an inclusive and graphic framework for people to affirm and pool their experiences and knowledge about their home place.  It is a participatory and creative educational tool that can bring together diverse perspectives and people to create dialogue and common understanding.  (From:  The Common Ground Community Mapping Project, http://www.commongroundproject.ca/taxonomy/term/11)

Community Service (Unit 6, Lesson 3)

is voluntary service that is performed for the benefit of one’s own community
Competition (Unit 3, Lesson 2)

other businesses that are offering the same services or products to the same customers.

Cooperative Savings (Unit 8, Lesson 1)

is pooled savings that pays out to members on a rotation basis; they also provide opportunity for small credit.
Costing (Unit 5, Lesson 3)

It is the act of calculating or adding all the expenses a business go through to produce a product or service
Demand (Unit 3, Lesson 2)

when people want or need a product or service.

Developmental Assets (Unit 2, Lesson 4)

are the building blocks for healthy girls development.  These assets are divided into eight core categories:  Support, Empowerment, Boundaries & Expectations, Constructive Use of Time, Commitment to Learning, Positive Values, Social Competencies, and Positive Identity.

Financial Planning (Unit 1, Lesson 5)

is a process of setting goals, developing a plan to achieve them, and putting theplan into action.

Finance (Unit 9, Lesson 1)

The activities related to keeping track of the money flowing in and out of your business

Financial Planning (Unit 1, Lesson 5)

is a process of setting goals, developing a plan to achieve them, and putting theplan into action.

Gender (Unit 4, Lesson 1)

refers to the socially constructed roles, behaviours, activities, and attributes that a given society considers appropriate for men and women.  While a person’s Sex refers to the biological and physiological characteristics that define men and women.

Gender Based Violence  (Unit 5 Lesson 4) is violence involving men and women, in which the female is usually the victim.  This comes from the unequal power relationships between women and men.  Violence is directed specifically at a woman because she is a woman. Gender based violence can be physical, sexual, emotional and material.  

High-Content and Low-Literacy Approach (Read This First)

a course design that enables all participants with varying levels of formal education an equal opportunity to learn and participate.

HIV (Unit 5, Lesson 3)

Human Immune Deficiency Virus, the virus that causes AIDS

Life skills

This term refers to a large group of psycho-social and interpersonal skills which can help people make informed decisions, communicate effectively, and develop coping and self-management skills that may help them lead a healthy and productive life. Life skills may be directed toward personal actions and actions toward others, as well as actions to change the surrounding environment to make it conducive to health. (UNICEF)
Living Costs (Unit 5, Lesson 3)

the total cost for all of one’s needs.

Marketing (Unit 4, Lesson 2)

the act of connecting customers to products

 EPAG Coach (Unit 3, Lesson 2 and 3)

a business person who has experience in solving business problems and who can provide support as needed.

Microcredit (Unit 8, Lesson 1)

A small financial loan made to low-income individuals seeking to start their own business. This type of loan typically does not exceed a couple hundred dollars.
Microfranchise (Unit 9, Lesson 1)

is a small business replicated from an existing bigger and successful business by following proven marketing and operational concepts.
Needs (Unit 1, Lesson 5)

items that we buy that are essential for living (e.g., rent, food, cooking utensils, blankets, clothes, etc.).

Operating Costs (Unit 5, Lesson 3)

the total cost of items that a business owner needs to buy regularly (e.g., weekly) in order to continue running his or her business.

Personal Hygiene (Unit 5, Lesson 1)

Pracitices such as bathing and brushing teeth and hair that keep a person healthy 

Pricing (Unit 5, Lesson 3)

Is a method adopted by a business owner to set the selling price.
Production (Unit 9, Lesson 1)

The activities related to developing and keeping up the supply of your product and/or service

Profit (Unit 7, Lesson 1)

the total amount of money gained from running a business (i.e., sales – operating costs).

Record Keeping (Unit 8, Lesson 2)

is the writing down of all the transactions arising from your business activities
Sales (Unit 7, Lesson 1)

the total amount of money that a business owner receives from the customers who buy his or her products or services.

Savings (Unit 10, Lesson 8)

money that is set aside to pay for something at a later time.

Self Esteem (Unit 6, Lesson 1)

a confidence and satisfaction in oneself
Values (Unit 2, Lesson 1)

are the things one holds as important and the beliefs of a person

Visual Aids (Read This First)

full-page colour images to aid in telling the short stories and acting out role plays.

Wants (Unit 1, Lesson 5)

items that we buy or save money for that are not essential for living (e.g., radios, candy, savings, etc.).

Guest Speaker Information

The below information is for Guest speakers that contributed to the EPAG project. Trainers are encouraged to contact these individuals for future guest speaker opportunities if desired.

	TOPIC 
	Activities

	Banking Procedures
	ATM Card was displayed and the usage and advantages of the card was highlighted



	SGBV: The concepts of GBV and the cause and effect; HIV/ AIDS


	EPAG Handout on GBV was used. Demonstrations, examples through role were used. Handouts on HIV/AIDS were given to the trainers by the lecturer because the copies were insufficient for the trainees



	Micro Loan Policy of BRAC


	Lecture



	Links between small businesses & microfinance


	Case study of a woman who failed to pay back on her loan



	HIV/ AIDS


	Condoms were distributed and  a display on its proper usage was displayed



	STI, STD, & Family Planning


	Video clips on STIs / STDs were shown to the trainees and condoms were distributed to the trainees

	Banking and Saving


	Role play, lecture, and questions and answers



	The Importance of Women Education


	Lecture, success story



	Gender Based Violence


	Questions and answers, role-play,



	Anger Management


	Questions and answers, role-play,



	Making Decision with Your Partner


	Questions and answers, role-play,



	Good Parenting and Decision making


	Group discussion and some trainees shared their experiences  in parenting 



	Healthy Pregnancy


	Exercises for pregnant women were demonstrated 



	Self - Defense


	Role-play, demonstration and lecture



	Financial Security
	Lecture

	The difference microfinance & microcredit


	Lecture and trainees recapping what they gathered during the lecture



	Women Empowerment


	Lecture and group discussion



	Conflict Mediation


	Lecture, group discussion and questions & answers



	HIV/ AIDS


	HIV/AIDS voluntary testing, lecture and questions and answers



	Good Parenting


	Role-play, demonstration and lecture



	Micro Finance Policies of LEAP and Client Success Story


	Lecture and success stories



	Role of the Liberian Marketing Association (LMA)


	Lecture



	Loan and Saving


	Group discussion, fliers and brochures of Access Bank were distributed to the trainees



	Women Empowerment & Sustainability


	

	Importance of loan for business


	lecture and success stories



	Making use of loan


	The girls well engaged during the questions and answers period



	Women's well being & care


	Trainees were given sufficient knowledge on SEA and what steps to be taken in such situation

	Start from some where


	The various products of the company were displayed and their preparation were discussed



	Loan Opportunities


	Group discussion, fliers and brochures of Ecobank were distributed to the trainees



	The best place to save


	Group discussion, fliers and brochures of Access Bank were distributed to the trainees



	Making use of loan


	Lecture, examples and questions 

and answers



	Fan Milk's vendors' opportunities / sale agent


	Lecture, display of products, and questions and answers



	Business Plan Competition
	ARC created a business plan competition for the EPAG trainees.

	Record Keeping Refresher Trainings
	Constant refresher trainings were an important part of phase 3 activities.


>visual aids





>charts





>games





>reviewing





>high-content and low-literacy approach
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My business idea: �
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�
1. How many people were selling it? �
�
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2. How many clients did you observe? �
�
�
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3. What time of day were people buying? �
�
�
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4. Where did people buy from? �
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5. At what price? �
�
�
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Answer the next two questions after the walk. �
YES �
NO �
�
6. Is there a demand for my product/service? �
�
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7. What can I do to differentiate myself from the competition? �
�
�
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�
�
�
Who would �
Why would �
How much would �
�
buy it? �
they buy it? �
they pay for it? �
�
�
�
�
�






My business idea: �
�
�
�
Who would �
Why would �
How much would �
�
buy it? �
they buy it? �
they pay for it? �
�
�
�
�
�






�





�





�





�





�





�








My business idea: �
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My business idea:�
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Sales                      _________
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Operating Costs   _________
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Operating Cost: _______ 
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Cost of living: _________ 
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Other expenses: ______ 


(loan payments, savings, etc.) 
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Sales -Expenses = 0 �
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( Activity adapted from Building by Design





( Activity adapted from Building by Design





( Activity adapted from International Rescue Committee


( *Activity adapted from Peace Corps with permission of UNICEF Harare from Think About It! An AIDS Action Programme for Schools—Form 2, p. 34. © UNICEF Harare 1995





( Activity adapted from Peace Corps/Malawi with permission of UNICEF Harare from Think About It! An AIDS Action Programme for Schools—Form 1, p. 33. © UNICEF Harare 1995





( Activity adapted from Peace Corps with permission of Alice Welbourn and 


ACTIONAID from Stepping Stones: A Training Package on HIV/AIDS, Communication and Relationship Skills, pp. 118–119. © Alice Welbourn and G & A Williams 1995





( Activity adapted from a “gender cards” session modeled at the Peace Corps/Malawi workshop “Promoting Sexual Health,” held in Lilongwe, Malawi, in July 1996.





( Activity adapted from the Peace Corps/Malawi workshop “Promoting Sexual Health,” held in Lilongwe, Malawi, in July 1996.





( Activity adapted from International Rescue Committee 


( Activity adapted from APEG 2009 Grade 7 math lesson: Keepin it real. A lesson plan is available at http://www.scs.sk.ca/van/Website%20200809/APEGS/lessons/Grade%207%20math%20for%20web.pdf





( Activity adapted from Our Actions are for Change! Girls Action Kit, Champion Girls Club, pp. 15-21.  





( Activity adapted from Peace Corps with permission of the World Health Organization from School Health Education to Prevent AIDS and STD: A Resource Package for Curriculum Planners—Students’ Activities, pp. 41 and 43.  © WHO 1994 and 


The World Health Organization from School Health Education to Prevent AIDS and STDs: A Resource Package for Curriculum Planners – Students’ Activities, WHO 1994








( Activity adapted from USAID Liberia Transitions Initiative. Youth Education for Life Skills Module III Keeping Healthy





( Activity adapted from USAID Liberia Transitions Initiative. Youth Education for Life Skills Module III Keeping Healthy


( Peace Corps. Life Skills Manual. 2001





( Activity adapted from You, Your Life, Your Dreams: A Book for Adolescents by Petrina Lee Poy, María Faget Montero, and Martha Murdock Family Care International, Inc., 2008  


( Activity adapted from You, Your Life, Your Dreams: A Book for Adolescents by Petrina Lee Poy, María Faget Montero, and Martha Murdock Family Care International, Inc., 2008  


( Activity adapted from Mobilizing Communities to Prevent Domestic Violence, pg 80.





( Activity adapted from Peace Corps with permission of UNICEF Harare from Think About It! An AIDS Action Programme for Schools—Form 3, pp. 20–21. © UNICEF Harare 1995





( Activity adapted from Peace Corps with permission of UNICEF Harare from Think About It! An AIDS Action Programme for Schools—Form 3, pp. 20–21. © UNICEF Harare 1995 and 








( Activity created by International Rescue Committee and The Hundredth Monkey story written By Ken Keyes, Jr, 1984


( Activity created by International Rescue Committee


( Activity created by International Rescue Committee


( Activity adapted from Time Management for Girls written by Estella Kennen





( Activity adapted from the Liberian Ministry of Commerce and Industry business registration forms.
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