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Note to facilitator:

On average each module in the manual takes 90 minutes to deliver. Some take less time and
some take more depending on the needs to the trainees.

The training is developed to be delivered over 4.5 days. If less time is available for the
training then a selection process must take place to prioritise modules depending on the
trainees needs. However its important to note that the training is designed so that each
module produces outputs that participants will use in informing action planning, the last
module of the training, to address challenges and take advantage of opportunities.module of the training, to address challenges and take advantage of opportunities.

The outputs from each session should be kept and if possible posted on walls as they are
produced so that participants can re-read them at leisure and use them for action planning

This means, despite being flexible with use of the modules, trainers should aim to follow the
chronological order of the training.

Important: Section F is for trainers only and should not be printed for trainees.
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Notes for the facilitator: Use of the guide

The WEA Building modules are designed to build a knowledge of the challenges and
opportunities facing the association. The training is designed to take participants through a
journey of learning through participatory activities. Each module produces outputs that
participants will use in informing action planning, the last module of the training, to address
challenges and take advantage of opportunities.

The outputs from each session should be kept and if possible posted on walls as they are
produced so that participants can re-read them at leisure and use them for action planning
at the end of the training.

This means, despite being flexible with use of the modules, trainers should aim to follow
the chronological order of the training.

Ideally the training cohort should consist of several different WEAs or SBAs. During the
training participants should work in groups by association to build a complete platform for
action. This suggests that group work should be done in groups that remain the same, with
plenary back to the whole cohort. The recommended maximum number of trainees for a
Building WEAs training is no more than 25 men and women.

Section F consists of Trainers Process Materials which are used by the trainer to facilitate
the training and should not be printed for trainees.
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Notes for the facilitator:

This map should be used to highlight the training methodology for this guide, specifically:

The training is designed to take participants through a journey of learning through
participatory activities. Each module produces outputs that participants will use in
informing action planning, the last module of the training, to address challenges and take
advantage of opportunities.

The outputs from each session should be kept and if possible posted on walls as they are
produced so that participants can re-read them at leisure and use them for action
planning .planning .
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Introductions:

•The introduction is very important to setting the tone for the training.

•There are numerous ways to conduct participant introductions, the most effective
being those that allow participants to relax and feel safe to talk openly to other
participants.

•Free reputable on-line resources are available for training techniques. Examples
include: www.businessballs.com and www.icebreakers.ws

•For the purposes of this training some materials have been provided in the process
materials section. See Section F: Section F consists of Trainers Process Materialsmaterials section. See Section F: Section F consists of Trainers Process Materials
which are used by the trainer to facilitate the training and should not be printed
for trainees.
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Success Factors for WEAs

•When presenting this slide, the facilitator should first introduce the key factors for
building successful WEAs. The training is designed to cover these major bulleted points.

•In relation to the points on the slide:

•For WEAs to be sustainable, they need to have strong governance structures.
The governance structures need to be reinforced by a strong visionary board.
This will be addressed in the modules on governance, leadership and strategic
planning.

•In order to sustain their operations, WEAs require flexible funding. Donors are
less inclined to fund core activities; hence the need for WEAs to expand their
membership bases and to raise additional funds through the provision of paid-
for services and training. These elements will be covered in the membership
strategies, training services and the funding proposals modules. These are the
potential sources income for WEAs that are critical for their long-term survival.

•Effective community relationships and collaborative partnerships through
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•Effective community relationships and collaborative partnerships through
stakeholder engagements, communication and negotiation, help advance the
cause of WEAs. These are covered in the in these sessions.

•The training will look into building solid management structures and strategic
planning. Good managerial principles including accounting processes and
development functions are all essential for the success of WEAs. Similarly the
training covers these aspects.
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Module 1 Outline: Sex and Gender 

Key Areas 

•Sex and Gender 

•Gender Roles

•Gender Differences in the Work Place 

•Barriers Facing Women Entrepreneurs

Duration: 90minutes 

Key Activities

1.Images of Men and Women (Group Activity – 20minutes)

2.Gender Roles (Group Activity – 45minutes)

3.Barriers Facing Women Entrepreneurs (Open Discussion – 20minutes)
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3.Barriers Facing Women Entrepreneurs (Open Discussion – 20minutes)

Materials Required 

•Flip Charts 

•Coloured Makers (avoid red markers as people with visual impairment may find this hard to see)

•Paper

•Pens

Special Notes to the Trainer 

It is important for the trainer to highlight that all women entrepreneurs are not the same. WE’s face 

multiple gender related challenges, such as child bearing and these may affect their participation in 

WEAs. 

Additional Reading Materials

ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building Guide, Enterprise 

and Employment Department, WEDGE Theme, ILO, Geneva. Module 1.

http://www.ilo.org/dyn/empent/empent.Portal?p_lang=EN&p_category=TOOLS&p_mode=PROD&p_l

ang=EN&p_theme=WET \
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Module 1 – Sex and Gender

•Before moving onto the topic of women’s associations, it is important to
understand the difference between sex and gender, and to have a common
understanding of certain terms and definitions. This is the purpose of the first
session.

Activity: Images of Men and Women

- 20 min

•Before showing participants the next slide, ask them to split into two groups
and to line up in silence in front of a flip chart. One group must draw a man and
one group a woman. Participants take turns and each participant is only allowed to
draw one thing/feature of the man or woman respectively (i.e. to connect with the
paper once without lifting off the pen) before quickly passing the marker to the
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paper once without lifting off the pen) before quickly passing the marker to the
next person.

•Ask what things drawn by participants depict sex differences between men and
women and what things illustrate gender differences then reinforce the learning by
putting up the definitions from the next slide.

Required Materials:

•Two markers in two different colours (it is a good idea to avoid red as people with
visual impairment find this hard to see).

18



What is the difference between Sex and Gender?

•Explain the differences outlined in the previous exercise by asking participants whether
they think the following are gender or sex issues:

•Women can get pregnant:

•Answer: The fact that women can get pregnant and that men cannot is
biological. It is therefore a sex issue.

•Women care for children and men work outside the home:

•Answer: There is no biological reason why fathers cannot care for children
while their wives work; in many societies it is simply customary for women to look
after children. Therefore it is a gender issue.

•Women generally have long hair and men’s hair is short:
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•Women generally have long hair and men’s hair is short:

•Answer: Both men and women are capable of growing their hair. However in
most cultures women have long hair and men have short hair. (However, this is
not always the case in all cultures,.) it is a gender issue.

•When defining “sex”, one may need to mention transsexuals and the fact that, in this
context, sex is not necessarily a constant.

Optional activity: Gender roles

- 40 min

•Ask participants to split into groups of four to discuss how gender roles have changed
(or stayed the same) in their country and region in the last 20 years, and how they are
likely to change (or stay the same) in the coming twenty years. One person from each
group should record the observations. Each group should then report back and a general
discussion should ensue.

Required Materials

•Pens & Markers

•Paper

•Flip Chart Paper 19



Gender Differences in the workplace (Although these are generalised perceptions of
how men and women work, this process is useful to discuss the differences between
men and women and their different roles in the workplace)

• Explain work-based gender differences outlined in this slide to the participants by:

• Explaining to them what each statement refers to and

• Asking them to give examples of where they have observed this.

1. Attitude towards tasks vs. relationships:

Women: generally tend to be more relationship oriented accomplishing tasks by
first building relationships. Women are generally more at ease consulting
others and requesting others to execute certain tasks.others and requesting others to execute certain tasks.

Men: generally tend to be more task oriented heading straight to the task.
Relationships are established during execution of the task or project.

2. Way of Processing Information:

Women: External (out loud) processing of information, which can sometimes be
interpreted by men as a demonstration of uncertainty on the part of women
or women seeking approval from their counterparts.

Men: Internal (inward) processing of information, which can sometimes be
interpreted by women as unresponsiveness.

3. Leadership Styles:

Women: more inclined towards leading by consensus. This stems from the
generalisation that women are more relationship oriented.

Men: more inclined towards a hierarchical style of leadership. May involve only
close colleagues at the same operational level in the decision making process.
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Linking Gender and Entrepreneurship: Barriers Facing Women Entrepreneurs (WEAs)

•Before presenting this slide, ask the participants to list what they perceive to be the main
barriers that women entrepreneurs face. Write these on a flipchart. Discuss which of the listed
barriers have a dimension of gender and which are common to both men and women. When
showing the slide ask the participants to provide examples.

•In relation to the points on the slide:

•The constraints faced by WEs obviously vary between countries, but often include:

• Property rights: Only 2% of the world’s land is owned by women. In 25%
of developing countries women do not have the right to own land. Even in
countries where they have this right it is often difficult to attain as cultural
norms may have more relevance than law.

• The lack of collateral is often exacerbated by an anti-women bias by many
Financial Institutions.

•Many legal systems treat women as dependents rather than as individuals – this can
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•Many legal systems treat women as dependents rather than as individuals – this can
lead to lack of control over income and a lack of public welfare provision.

•Lack of skills: Many countries have a gender gap in schooling and a lack of
opportunities for apprenticeships for girls.

•There tends to be a lack of marketing support for women dominated industries and in
some countries frequent harassment of women owned businesses, particularly in the
informal economy.

•The household work load of most women means a lack of time and autonomy,
including, in some cases, the ability to move around.

Note to Trainer: It is important for the trainer to highlight that all women entrepreneurs
are not the same. Some WE’s face multiple challenges, such as those with disability or living
with HIV/AIDS. Refer to Annex A and B for information notes on women entrepreneurs and
disability and HIV and AIDS

Additional Reading Materials

ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building Guide,
Enterprise and Employment Department, WED Theme, ILO, Geneva. Module 1.

http://www.ilo.org/dyn/empent/empent.Portal?p_lang=EN&p_category=TOOLS&p_mode=PROD
&p_lang=EN&p_theme=WET
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Module 2: Gender and Diversity in SBAs

Key Areas 

•Types of Small Enterprises 

•WEAs  and  WEA Membership

•Roles of WEAs 

•Inclusivity 

•Dimensions of Diversity 

•WEAs, Disabilities and HIV/AIDS 

•Affirmative Action  

Duration: 120minutes 

Key Activities:  

1.What do WEAs do?  (Plenary Discussion – 45minutes)
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1.What do WEAs do?  (Plenary Discussion – 45minutes)

2.Dealing with Disabilities and HIV/AIDS in WEAs (Open Discussion – 45minutes)

3.Are Quotas a good way to promote equality (Plenary Discussion – 30minutes)

Materials Required 

•Flip Charts 

•Coloured Makers (avoid red markers)

•Pens and Paper

Special Notes to the Trainer 

It is important for the trainer to highlight that all women entrepreneurs are not the same. Some WE’s 

face multiple challenges, such as those with disability or living with HIV/AIDS. See Annex A and B for 

information notes on women entrepreneurs and disability and HIV and AIDS

Additional Reading Materials

Managing Small Business Associations: Trainers Manual, ILO Small Enterprise Development Programme, 

ILO, Geneva (2006).

Maureen Gilbert, 2008, Count us in! : How to make sure that women with disabilities can participate effectively 

in mainstream women’s entrepreneurship development activities, ILO, Geneva
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Types of Enterprises

•Before showing this slide, ask participants whether there is a definition of micro,
small and medium enterprises in their country(s). Write these definitions on a flipchart.

•In relation to the points on the slide:

•Explain the general criteria for determining small, medium and micro
organisations. Also explain the differences (of e.g. turnover) as you move from
one country to another.

•Ensure that participants are familiar with the following commonly used
acronyms.acronyms.

•SME: Small and Medium Enterprises;

•MSE: Micro and Small Enterprises;

•MSME: Micro, Small and Medium Enterprises;: Micro and Small
Enterprises;

•Highlight that SBAs can focus on one size of enterprise or try and cater for all
sizes. Who they work for very much depends on their mandate and constitution.
(See modules 4 and 5)

•The example from South Africa on this slide can be replaced with a
country specific criteria.

24



What is a Women Entrepreneur Association?

•Before showing this slide, Ask the participants what the word ‘association’ means to
them and to give examples of an association. Write the answers up on a flipchart.
Examples may include a sports club, a savings and credit association or a religious group.

•In relation to the points on the slide:

•Explain what WEAs are.

•Also ensure that participants are familiar with the following commonly used
acronyms.

• SBA: Small Business Association;
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• SBA: Small Business Association;

• WEA: Women Entrepreneurs’ Association

• WBA: Women’s Business Association

• BWO: Business Women’s Organisation

25



WEA Membership

•Before showing this slide, ask the participants who they think are the likely
members of WEAs and why? Write the answers up on a flipchart.

•Ensure that the participants understand that because the definition of micro, small,
and medium varies from country to country, the potential members of Women
Entrepreneur Associations will also vary.
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What do Women Entrepreneur Associations Do?

•Before showing participants this slide, ask them what activities, in their experience,
WEAs can carry out. Write these activities on a flip-chart. Highlight the commonalities
between what they mention and the slide, adding what has been omitted.

•In relation to the points on the slide:

•WEAs can assist members to access finance to invest in their businesses, generally
by referral to a micro-finance institution.

•WEAs can help defend & promote the interests of members through lobbying &
advocacy by:

• Negotiating with government to improve laws or procedures that may affect
their businesses;

• Conducting campaigns by raising public awareness through the media.

•WEAs can bring members together to pursue common economic activities such as
common purchasing and marketing activities.

•WEAs can provide services to members such as training and mentoring.
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•WEAs can provide services to members such as training and mentoring.

•WEAs can act to provide shared social services for members such as health or social
insurance.

Discussion: SBAs or WEAs?

- 45 minutes

•Split the participants into groups of three or four and ask them to discuss whether
women members of SBAs are discriminated against. If so, is it better for women to form
their own Women Entrepreneur Associations? A member from each group should report
back to the plenary and a general discussion should ensue.

•Trainers should be aware that the argument in favour of women-only associations could
be used to suggest that the interests of women entrepreneurs with disabilities (or, indeed,
other marginalised women entrepreneurs) might be best served by specialist associations.
To deal effectively with this, trainers need to be aware of the principles of inclusion,
particularly as they are enshrined in the UN Convention on the Rights of Persons with
Disabilities.

Additional Reading Materials

Managing Small Business Associations: Trainers Manual, ILO Small Enterprise
Development Programme, ILO, Geneva (2006).
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Inclusivity
•Before showing participants this slide, begin by asking the participants what they
understand by inclusivity in WEAs , and why it is necessary.
•In relation to the points on the slide:
•Explain to participants that Individuals of a group share patterns that enable them to
see the same things in the same way, and this holds them together
•Inclusivity is an opportunity to achieve growth through expansion of membership into
different social systems and backgrounds allowing the WEA to grow and become
stronger

28



Managing Diversity

•Before showing participants this slide, begin by asking the participants what, in their view,

is inclusivity and managing diversity. In groups of fours ask them to list on a flip chart what they

think are the key dimensions of diversity.

•In groups of 4, participants should discuss

•whether there is a role for diversity and inclusivity in WEAs;

•what the benefits and challenges of embracing diversity are;

•Whether diversity management is necessary in their WEAs; and

•In relation to the points on the slide:

•Compare the flipchart answers with the notes on this slide.•Compare the flipchart answers with the notes on this slide.

•Diversity is voluntary, organization driven, productivity driven, qualitative, opportunity

focused, proactive and assumes integration.

•Primary Dimensions of diversity

•These are variables such as race, age, ethnicity, physical qualities and sexual

orientation*.

•These are variables that are universal

•Secondary Dimensions of diversity

•These include education, religious beliefs, military experience, geographic location,

income, work background, parental status and marital status.

•These variables are not fixed

•In acknowledging diversity in WEAs, we:

•Affirm that people’s differences are an asset;

•Acknowledge that we may have preconceived ideas that can blind us from discovering

the truth; and

•Emphasize on accelerated training and development of the previously disadvantaged

groups

*Sexual orientation can be a contentious issue in many countries. The trainer should be sensitive

to the trainees level of understanding about sexual orientation.
29



Women Entrepreneurs with Disabilities

In the same groups of four, ask the participants to discuss the following
questions:

• Do their WEAs have members with disabilities?
• What are the challenges being faced by the disabled members?
• What can WEAs do to improve the conditions for disabled members?
• How can WEAs be more open to members with disabilities ?

In relation to points on this slide:In relation to points on this slide:
Many of the obstacles faced by disabled persons are simply as a result of
misplaced assumptions about what they are capable of doing. Associations often
exclude persons with disabilities due to lack of understanding the potential value
they could add to an association’s operations.

Additional Reading Materials
Refer to Annex A.

Maureen Gilbert, 2008, Count us in! : How to make sure that women with
disabilities can participate effectively in mainstream women’s entrepreneurship
development activities, ILO, Geneva, http://www.ilo.org/skills/what/pubs
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HIV/AIDS and Women Entrepreneurs

Start this session by asking if all participants know what HIV/AIDS is and how it is
affecting communities.

Ask participants to discuss the following in groups of four, and list the points on a flip
chart:

● The means by which HIV is transmitted
● What makes women more vulnerable to HIV infection?
● How can women entrepreneurships reduce the vulnerability of women towards

acquiring HIV?acquiring HIV?
● What steps can WEAs take with their association towards preventing the spread of

HIV?
● What can WEAs do to assist members living with or affected by HIV/AIDS?

Allow each group to share its ideas.

Additional Reading Materials
Refer to Annex B
Pan African Business Coalition on HIV and AIDS, 2010, Protecting businesses, employees
and families: Helping business owners manage their businesses profitably and prepare for
health-related emergencies, PABC, Johannesburg, www.pabc.co.za
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Affirmative Action
•Before showing this slide, ask the participants to share their understanding and
opinions of affirmative action, including the perceptions that

•It is a form of discrimination, and
•it propels unqualified people to higher positions

•In relation to points on this slide:

•Affirmative action is about ensuring that there is equality, one of the principles of good
governance. This offers WEAs the opportunity to attract members who otherwise would
not have been part of their associations.

•In relation to the points on the slide:

•Affirmative action has been used to ensure that women, racial minorities,
indigenous people, and people with disabilities are properly represented in a
variety of different forums.variety of different forums.

•Quotas: this is where one specifies that a certain minimum percentage of the
disadvantaged group must be reached. For example the Norwegian government
stipulates that a minimum of 40% of people on the boards of state and private
sector companies must be women.

•Preferential treatment: This is where members of disadvantaged or minority
groups are given financial or other assistance to help them compete on a level
playing field. For example people with disabilities may be given extra financial
assistance to attend university.

Activity: Are quotas a good way to promote equality?

- 30 minutes

•Ask the participants if they think that 50% of seats in parliament (government) should
be reserved for women. Have them discuss for 15 minutes in groups of 3-4.

•Then ask them to offer their opinions and make a list of ‘pros and cons’ on the board or
flipchart.

•Ask them to relate this to women entrepreneur associations. I.e. Is it a good thing to be
a women only association, what benefits would embracing diversity bring to the
association?
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Module 3: Situational Analysis and Road Maps 

Key Areas 

•Situational Analysis 

•Road Maps   

Duration: 60minutes 

Key Activities:  

1.Draw a ‘roadmap’ for your organization and articulate your workshop expectations 

(40minutes)

2.Discussion and Review of Road Maps (20minutes)

Materials Required 

•Distribute the sample Road Map provided in Annexure C
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•Distribute the sample Road Map provided in Annexure C

•Flip Charts 

•Pens and Coloured Makers (avoid red as people with visual impairment find this hard to 

see)

•Paper

•Coloured Cards 

Special Notes to the Trainer 

While presenting their situational analyses, participants must also outline what they expect 

to get out of the workshop and how this will assist their association. This is done by 

relating the capacity needs of the association with their expectations from the WEA 

Capacity building training. The facilitator should write the expectations down on cards and 

pin them to the wall – ideally categorizing them into groups of similar expectations.

Additional Reading Materials

http://www.ids.ac.uk/impact/resources/tools/mayoux_road_journeys.doc

Imp-Act Consortium, Institute of Development Studies, United Kingdom
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Situational Analysis and Expectations

Activity: draw a ‘roadmap’ for your organization and articulate your workshop
expectations.

- 50 minutes

•Distribute the Annex C with steps for doing Roadmaps

•This exercise is designed to help participants quickly reflect on where their organization
is in its development, where it wants to go, and how it plans to do this. In many cases
participants may not have adequately thought the answers to these questions through.

• The facilitator should provide an sample roadmap – perhaps for how she or he
organised this particular training, or how he or she plans to organize something in the
future.future.

•The facilitator should encourage participants to look at the gender based opportunities or
constraints on their roadmap.

• Participants must then present their roadmaps to the plenary. This helps participants to
familiarize themselves with the situation of each other’s organizations.

• While presenting their situational analyses, participants must also outline what they
expect to get out of the workshop and how this will assist their association. This is done
by relating the capacity needs of the association with their expectations from the WEA
Capacity building training. The facilitator should write the expectations down on cards and
pin them to the wall – ideally categorizing them into groups of similar expectations.

Materials

- Pens & Markers

- Flip Chart Paper

-Colored Cards

Additional Mapping Resources

http://www.ids.ac.uk/impact/resources/tools/mayoux_road_journeys.doc

Imp-Act Consortium, Institute of Development Studies, United Kingdom
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Module 4: Governance of WEAs

Key Areas

•What is Governance?

•Key Principles of Good Governance

Duration: 90minutes

Key Activities:

1.What is governance? (Open Floor Discussion – 20minutes)

2.Why is good governance important for WEAs (Open Floor Discussion – 20minutes)

3.Good Governance and Results (Plenary Discussion – 30minutes)
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Materials Required

•Flip Charts

•Pens and Coloured Makers (avoid red as people with visual impairment find this hard to

see)

•Paper

Special Notes to the Trainer

A key element of good governance entails considering the interests and views of various

stake holders and seeing how best they can work together in the best interests of all

involved including members with disabilities or living with HIV/AIDS.

Additional Reading Materials

Draw the participants attention to key governance issues topical at the time of the

training. The purpose is to draw attention to real life examples of why governance is such

a critical tenet for the sustainability of WEAs.

36



Governance of a Women Entrepreneurs’ Association

Introduce this section by highlighting that Women Entrepreneurs’ Associations (WEAs)
need to be well run and well managed. They also need to serve all their members. This
section will explore the various elements of governance that pertain to WEAs.
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What is Governance?

In relation to points on this slide:

Define Governance and provide the different contexts in which governance can be
described.

Examples of key Actors in Public Governance

Highlight to the participants that although there may be a central governing structure,
various actors both internal and external to the organisation contribute to the governing
process, drawing attention to the actors in public governance. These include:

●Influential land lords, and Associations of peasant farmers,

●Cooperatives,

●NGOs and International donors,

●Research institutes,

●Religious leaders,

●Finance institutions,

●Political parties,

●The military,

●Media and Lobbyists, and

●Multi-national corporations.
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Key Principles of Good Governance

•Activity: What is Good Governance?

- 30mins

•Before showing the next 3 slides, ask participants to write down on a piece of paper
what they think the attributes/principles of ‘good governance’ are. Ask them to each
provide an example of good governance that they know of and to state why it is an
example of such. Collect the papers, and write down their answers on the flipchart.

•Highlight consensus between the participants’ answers and the eight points outlined on
the slide, and explaining each one in detail.

•In relation to the points on the slide:

•Transparency:

•The leaders of the association should keep members & staff informed.•The leaders of the association should keep members & staff informed.

•Decisions should be made, and be seen to be made, in an open manner (not in a
secretive way). One of the major potential downfalls of associations of any kind is
when small sub-groups form and begin to operate in isolation from the rest of the
association. Often leading to fragmentation and break away associations.

•The leaders and staff should produce regular reports for the members and be
open to discuss decisions that would have been made.

•Representation and Responsiveness

•Representation is about pursuing the interests of the members of your
association.

•A good representative will not let her personal preferences interfere with what
they are pursuing for the association.

•Responsiveness as an element of good governance means that all stakeholders
needs/requests should be attended to timeously.
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Key Principles of Good Governance continued...

•Accountability:

•There should be clear rules about who is responsible to whom and for what.

•Leaders should be willing & able to explain decisions to members & staff.

•The chairperson and staff should be available & accessible to members.

•Clear & up-to-date records can help strengthen lines of accountability.

•Equitable & Inclusive:

•All members are equal. The institutional structure should strive to serve the•All members are equal. The institutional structure should strive to serve the
interests of all members, ensure equality of participation for all members, and hold
each member in equal esteem, including members with disabilities.

•The members must decide upon the association’s direction and activities.

•The organization should strive to find agreement and consensus among all
members, or among as large a group as possible. Failing this, the will of the
majority should prevail.

•Consensus oriented

•A key element of good governance entails considering the interests and views of
various stake holders and seeing how best they can work together in the best
interests of all involved including members with disabilities or living with
HIV/AIDS.
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Key Principles of Good Governance continued...

•Effectiveness and efficiency

•Desired results should be delivered in the most efficient, economical and
sustainable (with respect to natural resources) manner possible.

•Participation:

•Direct or indirect (through various stakeholder institutions) participation of both
men and women is one of the fundamental elements of good governance.

•It is important that participation be both methodical/structured and informed
allowing both freedom of expression and civility.

•Consideration should be given to the needs and concerns of the vulnerable,•Consideration should be given to the needs and concerns of the vulnerable,
people with disabilities, women, and those with HIV.

•Strategic Vision

•Good Governance entails having direction, i.e. short, medium and long term
perspectives in respect of the organisational objectives, and human development,
as well as sound comprehension of historical, cultural and social complexities
influencing this vision.

Discussion: good governance and results

- 30 minutes

•Split participants into groups of 3-4 and ask them to consider their own organizations
and the extent to which they are run according to the principles of good governance.
Write the responses of each on a flip chart. This discussion should relate the abstracts
concepts of good governance to their own situations.
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Module 5: Organising WEAs  

Key Areas 

•Mission Statements 

•The Constitution 

•Organisational Structure 

•The General Assembly 

•The Executive Committee 

•The Office Bearers     

Duration: 120minutes 

Key Activities:  

1.Preparing Sample Mission  Statements (Plenary Session – 40minutes)

2.Advantages and Disadvantages of Separation of Powers of Chairperson and Executive 
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2.Advantages and Disadvantages of Separation of Powers of Chairperson and Executive 

Director (Plenary Session – 40minutes) 

3.Drawing Sample Organisational Charts (Plenary Discussion – 40minutes) 

Materials Required 

•Flip Charts 

•Pens and Coloured Makers (avoid red) 

Special Notes to the Trainer 

•Sample Mission Statements are provided in Annex D. However, it may be a better idea to 

use a local example

•Include discussions on an example of a Constitution, preferably from one of the 

associations present. An example of the content of SBA constitution is contained in Annex 

C.

•Make the point that disability and/or HIV/AIDS should not be regarded as barriers to 

holding office in a WEA or any other organization

Additional Reading Materials
The role of the Finance Officer is dealt with in more detail in Module 13.
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• Note to Trainer:

• This module includes discussions on an example of a constitution. It is
advisable to obtain a constitution from at least one of the associations present
as a case study. This should be done before the training with
agreement of the relevant association.
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Mission Statement - A Direction for the Association

•Highlight to the participants that a mission statement should:

•Be unique to the organization and articulate that what they stand for is different from
the rest.

•Be specific enough to create certain specific boundaries within which to operate, while
concurrently allowing room for creativity and growth.

•Provide the framework within which to measure and monitor operations and activities of
the organization.

•Should be current and in alignment with the operations (current and future) of the
organization. It should be reviewed every few years (e.g. 5). If still suitable, then it will
be left as is, alternatively, amendments can be made or it can be recreated completely
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be left as is, alternatively, amendments can be made or it can be recreated completely
should it no longer represent the purpose of the organization.

•The Mission Statement should be on business cards, in people’s offices, on the letter head for
correspondence, etc. It should be short enough for all members to be able to remember it easily.

•Some organizations also have a separate ‘Vision Statement’, which usually presents things in
moral terms. If possible, it is better to combine the two.

•Give an example of some mission statements, ideally from organizations with which participants
may be familiar, or better still from their own organizations. Below are two well known
organizations.

•The development agency Oxfam’s mission is: “Helping to set a global agenda that is fair
to the world’s poorest people.”

•The computer software brand Microsoft’s mission statement is: “To enable people and
businesses throughout the world to realize their full potential.“

Activity: Preparing a Mission Statement

- 30minutes

•Ask participants to sit with fellow members of their association and to look at their existing
Mission Statement, or, if the association doesn’t have one, to come up with one. Each group
must then write it down on the certificate provided, post it up and present their statement to the
plenary for comments and discussion.

•Note to Trainer: Sample Mission Statements are provided in Annex E. However, it may be a
better idea to use a local example.
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The Constitution - A Code of Principles

• Before going through this slide: ask participants whether their organizations have
a Constitution, and if so ask them:

• when was the last time they saw the Constitution;

• whether its principles are lived out in practice.

• Explain that associations, like countries, should have a Constitution.

• The Constitution is usually drafted by the board and then ratified or rejected by the
General Assembly – usually by a majority (50% +1) of members present and voting.

• To change a clause of the Constitution, a vote of the general assembly is required;
again usually a simple majority of votes (50% +1) is required, albeit in some cases a
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again usually a simple majority of votes (50% +1) is required, albeit in some cases a
two thirds majority is needed. Changing the Constitution also often requires that a
minimum number of members (known as a quorum) is actually present. If the quorum
is not reached then any vote taken, whether it reaches the required threshold or not,
will not be valid.

• Note to Trainer:

• Include discussions on an example of a Constitution, preferably from one of
the associations present. An example of the content of SBA constitution is
contained in Annex D.

• Many Constitutions include a clause whereby they commit the association to a
policy of non-discrimination.
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Activity: Organizational chart of your association

40 minutes

Before showing this slide:

•Ask the participants to group together in their organizations and to draw their
respective organizational chart. Each group to subsequently present their chart to the
plenary.

•During plenary invite participants to comment on each organisational structure.
Common comments from participants may include:

• Structure is too complex/not comprehensive enough for the size/scope of
the association;
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the association;

• Members may not be represented in the organisational chart;

• Little/no distinction between the secretariat and the executive committee;

• Little/no distinction between the Chairperson and the Director;

• Key functions such as a treasurer may have been omitted;

• Links with other state organisations may be too close to ensure the
association’s autonomy.

Required Materials

•Pens & Markers

•Flip Chart Paper

Sample Organizational Structure of a WEA

Associations are often made up of different sections, and different personnel, each with a
specific role. Explain that this is a breakdown of the typical elements of a WEA. Also
explain to the participants that the WEA that they may be involved in, may not have the
same structure, but that this is just a model this workshop is proposing.

Reference this slide as you work through this session showing the participants how the
roles are positioned in relation to each other in the association.
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The General Assembly

•In relation to the points on the slide:

•The General Assembly is usually held annually, albeit sometimes more
frequently. If annual, it is called an Annual General Assembly (AGA).

•Usually a majority decides what passes and what does not, albeit some
associations require two-thirds for a proposal to pass. This should be stipulated in
the Constitution.

•There must be a minimum number of members in attendance at the General
Assembly (usually more than 50% of members) for a decision to be made. This is
known as a quorum.
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known as a quorum.
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The Executive Committee

•The Executive Committee is often referred to as the Board, or Management Committee.

•In relation to the points on the slide:

•The precise functions of the Executive Committee should be outlined in the
constitution.

•Some boards meet every two months, or quarterly.

•In some cases the Executive Director may attend board meetings in an ‘ex-
officio’ capacity – that is to say s/he does not have a vote.

•A good example of a sub committee is an audit and finance committee, or
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•A good example of a sub committee is an audit and finance committee, or
membership development committee. Often non-board members may also be
seconded to contribute to such committees.

•Both Norway and Spain stipulate that a minimum of 40% of all boards (in
private and public institutions) must be women
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Office Holders

•In relation to the points on the slide:

•In presiding over meetings and the general assembly, the chairperson should
solicit views of members of the organization.

•The Executive Director is often the public face of the organization and must
always be updated on all developments by the staff. Some larger associations will
have people with a particular focus (e.g. a Policy Officer) who would represent
the association at meetings with government. Large associations often also have
press-officers whose sole job is to represent the association in the media.

•There is a distinction to be drawn between the Secretary of the Association and
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•There is a distinction to be drawn between the Secretary of the Association and
a secretary who assists members of staff with photocopying etc.

•The precise role of the Finance Officer is dealt with in more detail in Module 13.

Discussion:

•Ask participants whether, in their associations, the roles of the Chairperson and the
Executive Director are separated. Initiate a discussion of the advantages and
disadvantages of the Chairperson and the Executive Director being separated. Write the
advantages and disadvantages on a flip chart.

Required Materials

•Pens & Markers

•Flip Chart Paper

•Note to Trainer: Make the point that disability and/or HIV/AIDS should not be
regarded as barriers to holding office in a WEA or any other organization.
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Module 6: Membership Strategies

Key Areas

•Attracting New Members

•Enrolling New Members

•Keeping Existing Members Motivated

•Guidelines to Effective Membership Strategies

Duration: 90minutes

Key Activities:

1.Good Practices in Membership Strategies (Panellist/Guest Speaker or DVD Screening –

40minutes)

2.Posters for Advertising Membership (only if you cannot get a speaker or show a DVD for the

previous activity Plenary Session – 40minutes)
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previous activity Plenary Session – 40minutes)

3.Keeping existing members motivated (Open Session – 20minutes

4. Advantages and Disadvantages of big WEAs versus small WEAs (Plenary Session – 20minutes)

Materials Required

•Flip Charts

•Pens and Coloured Makers (avoid red as people with visual impairment find this hard to see)

•DVD Player

•Tape or Blue Tack to display the posters

Special Notes to the Trainer

•This module covers the essentials in membership criteria and obligations, attracting new

members, as well as encouraging and facilitating existing memberships. These are important

points, because after all, running a WEA is about optimising the collective interests of its

members.

•Refer Participants to the sample of a basic membership form in Annex F

Additional Reading Materials

(2006) DVD, Building a Successful Small Business Association: The Case of Amhara Women

Entrepreneurs’ Association, ILO, Sub Regional Office, Addis Ababa, Ethiopia
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Membership Strategies

•This module covers the essentials in membership criteria and obligations, attracting new
members, as well as encouraging and facilitating existing memberships. These are
important points, because after all, running a WEA is about optimising the collective
interests of its members.

Activity: Good Practices in Membership Strategies

•Before showing the slides, if possible it is advisable to show a DVD or a written case
study on a successful organization, or invite a speaker from an organization that has
succeeded in expanding its membership to address participants.

•The participants can then in a plenary session, identify good practices (based on a case•The participants can then in a plenary session, identify good practices (based on a case
study, DVD or guest speaker) in attracting new members and maintaining existing
members. For example:

•How they identified the needs of existing or potential members;

•The different roles people played in attracting new member;

•The success factors in attracting and retaining members; and

•How they communicated with the target group.

•The trainer can also relate the next 3 slides to the video or to what the speaker has said
as they go through the module.

•If the DVD or case study is not available the same information can be elicited from
participants by a discussion about why they joined and association and why they remain
members. This information should be documented on flip charts and can then be used to
illustrate the points on the next 3 slides.

Additional Resources

(2006) DVD, Building a Successful Small Business Association: The Case of Amhara
Women Entrepreneurs’ Association, ILO, Sub Regional Office, Addis Ababa, Ethiopia
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Attracting New Members

•The most effective way to ensure an organization's sustainability is by attracting and
keeping new members.

•In relation to the points on the slide:

•A “small victory” can be a trade fair, an appearance on television – any single
event that provides a boost to the profile of the organization.

•Ensuring the association is accessible may be interpreted quite literally, i.e.
ensuring the building is accessible for disabled persons (e.g. wheelchair access
etc.) However provision for women with sensory impairments will also help attract
new members. This also requires disability sensitive recruitment policies.
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new members. This also requires disability sensitive recruitment policies.
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Enrolling New Members

•In relation to the points on the slide:

•The rights and obligations of members are decided by the general assembly and should be
included in the constitution of the association.

•A record of all the members of the association should be maintained. It should include at least
the following details:

•Enterprise name

•Contact person and contact details

•Date of membership

•Subscriptions and other financial obligations (amount, frequency & outstanding)

•Expectations•Expectations

•Highlight to the participants that:

•The success of a WEA is dependent on the interest, dedication and participation of its members.
If the members’ main motive is to access handouts through the association, the organisation is
unlikely to succeed.

•It is crucial that an association has a clear and structured method for admitting new members.
This method should be consistently applied to all prospective members.

•Ensure that new members are made aware of their responsibilities and entitlements.

•The following questions can guide the process:

−What are the eligibility criteria for prospective members?

−What enterprise size and type should members originate from?

−Are groups eligible for membership and what are the implications on membership fees
and other financial dues?

−Are government employees and staff of support agencies allowed to join given the
potential conflict of interest?

Note to Trainer: Refer Participants to the sample of the basic membership form in Annex F
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Keeping Existing Members Motivated

•Before showing this slide, ask the participants why they joined and remain
members of their associations. Write their answers on a flip-chart. Make it clear to
participants that their answers are the basis of a good membership strategy.

•Ask the participants whether they think that any of the reasons are related to
gender issues. For example:

•Increased understanding from other women about their business situations

•The services offered meet their specific needs as women entrepreneurs

•Complete the exercise by encouraging the participants to relate these gender
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•Complete the exercise by encouraging the participants to relate these gender
specific reasons to a possible membership strategy.

•In relation to the points on the slide:

•Seeing their businesses benefit is the simplest, most basic way that
members will be encouraged to participate in the association.

•As well as having regular meetings it is also important

•To ensure meetings are participatory.

•To ensure that the leader(s) regularly attend the meetings, as this
will give members a sense that they are being listened to.

•It is important that members get involved in what the association is
deciding, e.g. that they get feedback on any submissions that they may
make. This lets them know that their views are important and that they are
being taken on board.

•It is essential that the leadership is approachable and is seen to have time
for members.

•A social, fun dimension to an association is vital. It helps people get to know
each other and to work better together.
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Guidelines to Effective Membership Strategies

•In relation to the points on the slide:

•What are your core competencies? it is better to provide one service and do
it well than to try and do lots of different things in a patchy way.

•Who is the association for? Strictly women only? Registered, unregistered or
both? For a particular industry or many? For women within a particular area?
etc.

• A step by step approach works better than trying to expand at a pace that
the association cannot manage.

•Measures for cessation of membership should usually be outlined in the
Constitution.

Discussion
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- 20 min

•Split participants into groups of four and ask them to consider the advantages and
disadvantages of a big organization as opposed to a small organization. Afterwards,
ask them to share their opinions with the rest of the group. Ensure that the following
points emerge:

•Advantages of having many members:

•Where there is an advantage of scale, e.g. credit saving, health insurance.

•You can give the impression that yours is the association in a particular
industry.

•Advantages of a small association:

•Members can keep more control over decisions.

•It’s easier to reach consensus.

•Communication is easier.

•Note to Trainer: Refer participants to the Annex F containing a sample of a basic
membership form.
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Module 7: Leadership

Key Areas

•Defining Leadership

•Attributes of a good leader

•Leadership Styles

•Is leadership style gender specific?

Duration: 120minutes

Key Activities:

1.What is the most effective style of leadership and why (Plenary Session – 40minutes)

56

Materials Required

•Flip Charts

•Pens and Coloured Makers (avoid red as people with visual impairment find this hard

to see)

•Paper

Special Notes to the Trainer

•Make the point that disability and/or HIV/AIDS should not be regarded as barriers to

taking on a leadership role in a WEA or any other organization.

•Highlight that generally women fair better than men at more participative types of

leadership whereby they create leadership structures in which there is shared

responsibility. However, other women leaders show a preference for exercising control.

Men likewise, exhibit variation in the degree of openness and participation in their

leadership styles.

Additional Reading Materials

Additional notes on different leadership styles in annexure G
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Defining Leadership

•Before showing participants the next slide, ask the participants to list what they
think are the qualities of a good leader, and to give examples of women (and/or men) in
public life who possess these qualities. Write their answers on a flip chart. (Often
participants highlight male leaders during this session, if that is the case highlight the
issue and ask if women can be good leaders)
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Attributes of a Good Leader

•If any of the above traits were not mentioned, ask participants whether they think they
are important and why.

•Ask participants to consider whether any of the above traits are more or less common in
women than in men. Discuss what ‘feminine’ traits make good leaders.
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Leadership Styles

Begin the next set of 4 slides by very briefly introducing the above three leadership
styles in the context of emphasis and defining what is meant by leadership styles.

•Leadership style is the manner and approach of providing direction, implementing plans,
and motivating people.

•Whether you are managing a team at work, captaining your sports team or leading a
major corporation, your leadership style is crucial to your success.

•By understanding these leadership styles and their impact, you can become a more
flexible and better leaderflexible and better leader

Different Leadership Styles

•the participants which they think is the preferred style of leadership. Ask them to think
of advantages and disadvantages in respect of each as well as when each style would be
most effective/applicable to their association. Write their responses on a flip chart.
Augment them with the points on the next three slides.
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Autocratic Leadership

•In relation to points on this slide:

•Ensure that the following points emerge:

•Autocratic leadership can result in the staff resenting the leader; they feel excluded
from things as they simply do what they are told, often without explanation. This
can, and often does lead to low morale and, consequently, low productivity.
However the advantage is that it is simple and clear: everybody knows exactly what
they have to do.
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•Autocratic Leadership is most effective when:

● Leader is in possession of all the necessary information

● New, untrained staff require guidance on the tasks to be executed and
procedures to be followed

● Effective supervision/management can only be performed through issuing
detailed orders and instructions

● Available time in which to make a decision is limited and the members of the
team are highly motivated

● Urgent action is required;

● A leader’s power is challenged by subordinates; and

● The nature of the work requires interdepartmental/organisation coordination
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Democratic Leadership

•In relation to points on this slide:

•Ensure that the following points emerge:

•Democratic leadership is based on participation and consensus. Staff is consulted on
everything, and decisions are reached, not just by the leader in isolation, but by
consensus. The advantage is that staff will feel very much part of what’s going on.
The disadvantages are that it can lead to uncertainty as to what people’s roles are,
and crucial decisions can be delayed by the process
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•Democratic leader most effective:

• When the leader is in possession of only certain components of the
required information and employees the other; and

• Where quality is more critical to success than productivity or any other
factors
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Laissez Faire Leadership

•In relation to points on this slide:

•Ensure that the following points emerge:

•Laissez Faire leadership is a variant on democratic leadership. Rather than
everybody being consulted on everything, the leader delegates particular tasks to
particular people and lets them make the day to day decisions. The leader simply
articulates the vision. The advantage is that the staff feel involved and decisions
can be reached quickly. However staff become very departmentalised, i.e. they
become overly concerned with their own area of work and stop seeing the bigger
picture.

•Laissez Faire leadership is most effective when;
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•Laissez Faire leadership is most effective when;
● The leader entirely trusts and has full confidence in his/her

subordinates;
● The team has the ability to assess the situation and determine the

needs and how they should be addressed
● The team has high education, skills and experience levels
● The team members take pride in their assigned roles such as to want

to see it through
● Services of experts external to the organisation (such as consultants)

are employed.

•Note to Trainer: Make the point that disability and/or HIV/AIDS should not be
regarded as barriers to taking on a leadership role in a WEA or any other organization.

Activity: Leadership

- 30 minutes

•Ask participants to sit with members of their own associations, and examine the styles
the associations’ leaders demonstrate. They should answer the question: “How well does
our style of leadership match our WEAs/SBAs structure and function?

•If appropriate feed back the group findings in a plenary
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Module 8: Stakeholder Analysis and Management

Key Areas

•What is a Stakeholder

•Stakeholder Management

• Stakeholder Analysis

• Identifying your Stakeholders

• Understanding & Prioritising your Stakeholders

• Stakeholder Planning

• Stakeholder Engagement

Duration: 120minutes

Key Activities:

1.Stakeholder Identification (Open Session – 30minutes)
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1.Stakeholder Identification (Open Session – 30minutes)

2.Understanding & Prioritizing Your Stakeholders (Plenary Session – 30minutes)

3.Ask participants to list the advantages and disadvantages of forming an umbrella organization.

(Open Discussion – 30minutes Write the answers on a flip chart)

Materials Required

•Flip Charts

•Pens and Coloured Makers (avoid red as people with visual impairment find this hard to see)

•Paper

Special Notes to the Trainer

•It is very important to make contact with organizations who perform similar work to your

association, such that you can join forces for certain activities and/or share experiences and

knowledge. In particular disabled persons organizations should be considered.

•Suggest that Employers’ Organizations can often provide a pre-existing forum for associations to

work together. Bringing in the National Employers’ Organisation to talk about what their

organisation does may be an addition to this session.

Additional Reading Materials

General guidelines on stakeholder planning provided in annexure H
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What is a Stakeholder?

•Before showing participants this slide, begin by asking the participants what, in their view, the word
“stakeholder” means, and who their stakeholders are. Write their answers on a flipchart.

•In relation to the points on the slide:

•Compare the flipchart answers with the notes on this slide.

•Discuss stakeholders in the context of primary, secondary & key stakeholders, as well as internal &
external stakeholders.

Primary stakeholders : are those ultimately affected, either positively or negatively by an
organization's actions.

Secondary stakeholders : are the ‘intermediaries’, that is, persons or organizations who are
indirectly affected by an organization's actions.

Key stakeholders : (who can also belong to the first two groups) have significant influence upon or
importance within an organization.

•Internal (Members): Your members are clearly your most important stakeholders: they are the
reason that your organization exists and must be treated accordingly.reason that your organization exists and must be treated accordingly.

•External (Non-members): People who receive particular services from the association clearly also
have a ‘stake’ in the association.

•Other Associations: It is very important to make contact with organizations who perform similar
work to your association, such that you can join forces for certain activities and/or share experiences
and knowledge. In particular disabled persons organizations should be considered. It is also
important to be aware of organizations whose interests are opposed to what you are doing. This may
be done by monitoring what they are doing in the media etc.

•Government: Having contacts with the Gender Bureau or the Ministry of Labour and/or Trade and
Industry gives you a channel into policy making and may provide access to training and grant
possibilities (Alert participants to the fact that Module 14 deals with advocacy where this topic will be
dealt with in more detail).

•Media: The media are particularly important if you are getting involved in advocacy or advertising
(This is covered in Module 10).

•Donors: Sponsors or donors are of course very important in that they often supply funding for
activities that you may carry out.
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Stakeholder Management

•Before showing participants this slide, begin by asking the participants what they
understand to be the different components of Stakeholder management, and why it is
necessary.

•In relation to the points on the slide:

•Explain to participants that Stakeholder management comprises three main components:
Stakeholder Analysis, Planning & Engagement.

•Stakeholder analysis is the first step of a three step process:

•Finding out who the stakeholders are and how important they are to you
achieving the association’s objectives.achieving the association’s objectives.

•Developing and a strategy to engage stakeholders to achieve the association’s
objectives.

•Engaging the stakeholders
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Stakeholder Analysis

•Before showing participants this slide, brainstorm with participants what 
stakeholder analysis is and why a WEA or SBA  may want to analyse their stakeholders.
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Identifying Your Stakeholders

•Highlight to the participants that correct individual stakeholders within a stakeholder
organization have got to be identified. The person has to have sufficient power to
influence and act on decisions. Table above provides a list of some of the common key
stakeholders to WEAs

Activity: Stakeholder Identification

- 10 minutes

•Ask participants to sit with members of their own associations, and to brainstorm all•Ask participants to sit with members of their own associations, and to brainstorm all
their stakeholders these can include the ones already noted above. Its important for the
participants to identify individual stakeholders rather than groups of stakeholders. (I.e.
Rather than saying ‘government’ they should say which department of government.

•Emphasize that that they have to identify the correct individual contact at the right level
within a stakeholder organisation.

Note to Trainer: The next 3 activities are the core to achieving the learning objectives
of this module and as such should be given extra attention.
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Understanding & Prioritizing Your Stakeholders

•Now that all stakeholders have been listed, you have to make the participants
understand that each of these stakeholders has different levels of influence/power either
to block or advance their work, and as such, should be prioritized. Explain to the
participants the key points for consideration when prioritizing your stakeholders.
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Understanding & Prioritizing Your Stakeholders – Stakeholder Chart

•Show (or draw on a flip chart) the sample stakeholder chart (interest - power grid) to give the
participants a broad idea of what is involved. Explain to the participants how someone’s position on
the grid determines the general actions you must take where they are concerned.

•High power – High interest: This category of stakeholders requires your full
engagement, and you should dedicate the most effort and resources (relative to the other
positions on the grid) to ensure that they are satisfied.

•High power - Low interest: This category of stakeholders requires that you dedicate
only sufficient effort and resources such that they are kept satisfied, but without overloading
them with attention such as would push them away or make them lose interest.

•Low power - High interest: It is important that you keep this particular stakeholder•Low power - High interest: It is important that you keep this particular stakeholder
segment adequately informed, and maintain regular contact with them for purposes of
addressing early any issues that may arise.

•Low power - Low interest: Finally, this segment requires monitoring, for instance to
check for change of status. Keep them informed, but note that this information should be
minimal.

•Explain to the participants as a way of facilitating easy identification of the blockers/critics,
advocates/supporters or those whose interests are neutral to the project, the stakeholders can be
colour coded. For example:

•Green: advocates/supporters

•Orange: neutral

•Red: blockers/critics

Activity: Understanding & Prioritizing Your Stakeholders

- 20 minutes

•Ask the participants to map their stakeholders on an Interest - Power Grid. Annex H contains a
guide for participants to help fill in the grid.
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Stakeholder Planning

•Explain Stake holder planning to the participants giving general guidelines on how this
should be done. See annexure H

Activity: Understanding & Prioritizing Your Stakeholders

- 40 minutes

•Ask the participants to populate the planning sheet in Annex G with information from
the Interest – Power Grid and other required information including identify the specific
required actions and communications for each stake holder

Required Materials:

•Flip Chart Paper•Flip Chart Paper

•Coloured pens

•Tape to display brainstorming charts

•Ask the participants to identify:

•Which of the organizations they work with are actively responsive and
knowledgeable about the different needs of male and female operated MSEs;

•The gender specific challenges they face when interacting with different
organizations. What does this mean for the association? For example: are some
of the stakeholders male dominated with little knowledge of gender issues or
women’s needs. Does this require a different approach than a ministry of gender
as a stakeholder?

•Ask the participants to compare time spent dealing with individual stakeholder with their
importance to your activities (The point of this question being: is the association using its
time and energy wisely?).

•Once each group has completed the exercise they should present it to the plenary and
compare stakeholders.
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Networking with Stakeholders

• Ask participants to share their experiences of networking, either positive or negative.

• In relation to the points on the slide:

• It is a good idea to have a database of all your stakeholders and to share important
information with them by post or email. A regular, structured meeting is a good idea with
important stakeholders.

• Informal meetings, such as organising a social event can be a good way to network with
stakeholders. It builds interpersonal relations.

• Often groups of stakeholders with a similar agenda form an umbrella organization in
order to advance their interests.

Discussion:

- 20 minutes- 20 minutes

• Ask participants to list the advantages and disadvantages of forming an umbrella organization.
Write the answers on a flip chart. Ensure that the following ideas emerge:

• Advantages of forming in a federation of associations include:

• Larger membership base with more expertise.

• Bigger potential for lobbying national government.

• Bigger presence in the media.

• Associations can learn from each other.

• Disadvantages include:

• Your association may lose its freedom of action in defining policies and
strategies.

• One may be attempting to bring organizations that are entirely different
together.

• One may end up rushing into an umbrella organization before the organizations
themselves are fully functional.

• Before moving to the next session suggest that Employers’ Organizations can often provide a
pre-existing forum for associations to work together. Bringing in the National Employers’
Organisation to talk about what their organisation does may be an addition to this session.
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Module 9: Communication Strategies

Key Areas

•Defining Communication

•Guidelines to Effective Communication

•Ways of Communicating

•Types of Communication

•Negotiation

Duration: 110minutes

Key Activities:

1. Categorising types of communication and understanding that people with hearing and visual
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1. Categorising types of communication and understanding that people with hearing and visual

impairments communicate differently.

2. Negation role play (plenary- 15 minutes)

3. Relating the lessons from the role play to good practices in negotiation

Materials Required

•Case study of a negotiation situation

•Flip chart

•Pens and Coloured Makers (avoid red as people with visual impairment find this hard to see)

Special Notes to the Trainer

•The trainer should try to highlight that communication channels and methodologies should suit the

target group and objectives of the association.

•Gender based differences in channels used and ways of communication should be highlighted

throughout this module

•The negotiation activity is a good way to demonstrate good practices and should be the main

focus of the negotiation session.

Additional Reading Materials

A sample press release is in Annex I
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Communication

•It is important to send out a clear message on the goals and activities of your association
to the members and leaders of your communities. This module will give you some advice
on how to communicate within your association, outside the association, and to the
media. We will also go through the steps of conducting a meeting, as well as learning
effective negotiation skills.

Activity: Communication game

- 10 min

•Ask the participants to sit close together. You (the trainer) will whisper the following•Ask the participants to sit close together. You (the trainer) will whisper the following
sentence in the ear of a member at the front of the room: “Success is not the key to
happiness, happiness is the key to success. If you love what you are doing, you will be
successful.” The participant will then whisper the sentence (only once) to their neighbour
and so on, until every one in the room has had the message passed to them. The last
person that hears the sentence says it out loud to the rest of the group.

•It is very likely that the last participant has said something completely different to what
the trainer whispered to the first person. This activity demonstrates the importance of
being very clear when communicating, because by the time the message passes through a
few people, it can be mixed up or altered.
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Defining Communication

•Link this slide to the game and use it to emphasise that for communication to be
effective, the message must mean the same thing to both the sender and the recipient.

Why Communicate?

•Before showing participants this slide, ask the participants to state why
communication is necessary particularly in the business context and write the answers
on a flip chart.

•Compare this to what is on the slide, and add points that may have been missed, as
well as augment the points that have been listed (should it be necessary). Somewell as augment the points that have been listed (should it be necessary). Some
examples;

●Information exchange

●Giving and fulfilling orders

●Reaching consensus

●Exchanging options

●Planning and developing proposals

●Executing decisions

●Conducting sales

76



Guidelines to Effective Communication

• In relation to the points on the slide:

•What?: One must be very clear on the message being communicated. Each
member of the organization must be communicating the same message. It should
be simple and straightforward.

•Why?: One must have a very clear idea as to why this message needs to be
communicated – or why things need to be changed as you are advocating. Again
there must be consistency among all members on this point.

•Who?: Being aware of with whom you are communicating is very important.
The same message will be conveyed differently depending on who you are talking
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The same message will be conveyed differently depending on who you are talking
to. For example when talking to a journalist, a group of people, or a politician you
will need to change the style, detail and content of what you communicate.

•How?: Is your message best communicated by word of mouth, in the
newspapers, radio, etc. It depends on who you are communicating with – for
example, there is no point trying to address a group of villagers on TV as for the
most part they do not have TVs.

•When?: One must decide what time of day, time of week, or indeed time of the
year is a good time to put the message out. People are more available at
particular times of the day or week – and indeed particular times of the year, due
to harvesting or holiday times.

•Where?: Being aware of where you are communicating is very important. The
same message may need to be expressed in very different ways depending on
the particular forum you are in. How formal is the environment? Do different
regions demand a different language, dialect, manner of speaking etc?

•Note to trainer: it is important to highlight the fact that people with sensory disabilities
can and are good communicators if provided with the necessary tools.
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Ways of Communicating

•Before showing participants this slide, ask the participants to state the different
ways in which a WEA or any business would communicate to its stake holders. List these
on a flip chart. Add any key forms of communication that they may have omitted.

•Highlight that some broad categories are emerging from the list (media, written, verbal,
etc) and ask the participants to categorise them. Mark each form of communication on the
list with the first letter of the category. For example M for media, V for verbal and W for
written. Make certain that the different ways people with hearing and visual impairments
communicate. (I.e. Using Braille, recordings and sign language)

•Ask the participants which broad communication categories would be most suitable to
the WEAs and why, highlighting the importance of understanding the targeted audience
and tailoring the communication for effectiveness and reach. During this exercise the
trainer should encourage participants to discuss if women entrepreneurs use different
ways of hearing about things than men and what these differences mean for an
association?
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Types of Communication

•Linking back to the flip charts, tell the participants that a different way of categorising
communication would be internal and external to the organisation, whereby some (and
not all) forms of the listed ways of communicating will be applicable.

•Create a link for the participants between this and the stakeholder module whereby
internal and external stakeholders were identified.

In relation to the points on the slide:

•Draw attention to the different ways in which WEAs can communicate with stakeholders
external to the Association, some examples are:external to the Association, some examples are:

• Sending “mail shots”, where one builds up a data base of people and sends
them information can be a good way to advertise the activities of the
association.

• Posters, strategically placed, can be a good means of making people aware of
your existence, your name, and the services that you offer.

• A newsletter is an excellent way of keeping members and the public updated
on developments in the organization and on other relevant external.

• Open days are where members of the public are invited to see and hear what
the association does.

• Having members of your association attend conferences and workshops is an
excellent way to let people know of your existence and of what you do, as well
as finding out what other people and associations do.

• Having a website has become increasingly important and is now an essential
element of communicating your message and upcoming events. More crucial
than having a website is ensuring that it is regularly updated.

• Newspapers, radio, and television are crucial in getting your message across.
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Factors Influencing Negotiations

•In relation to the points on the slide:

•Ensure the participants are familiar with the various factors that may influence a
negotiation, i.e.

•Goals and interests of the parties involved

•Perceived interdependence between the parties

•Existing history between the parties

•Personalities of the people involved

•Persuasive ability of each party•Persuasive ability of each party

•Ask participants to add any other factors that they feel have an impact on negotiations
including gender. Are women at a disadvantage when negotiating, for example: due to a
subordinate position in society or deference to male members of society?

•Solicit examples from the participants where they think their gender influences their
ability to negotiate. Women often feel disempowered during negotiations. Their levels of
confidence and their status in society can put them at a disadvantage when negotiating.

Activity: Negotiation Role Play

-35 minutes

•The trainer should choose a situation for negotiation and describe it. After splitting the
participants into two groups give opposing sides of a negotiation scenario to each group with two
different preferred outcomes for the negotiation. Give the group ten minutes to prepare their
negotiation strategy and nominate a spokes person. Carry out a role play for 15 minutes where
each spokes person has to achieve their preferred outcome.

•Discuss the outcome with the participants and over the next 5 slides briefly link the findings from
the discussion from this exercise.
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Tips For Successful Negotiation

•In relation to the points on the slide:

•If possible it is best to negotiate on neutral ground, such that one party does not
feel disadvantaged.

•Having a structured agenda averts the possibility that the discussions can get
bogged down on one point, end up on irrelevant tangents.

•Setting a time-limit helps to focus minds. It is also important to note that one
does not need to agree to everything on the first meeting; it may take a series of
meetings.

•Flinching has the effect of making the other party uncomfortable about the offer
they have presented, resulting in them rationalising their offer to your advantage.

•Always be cognisant of the fact that people often ask for more than they expect
to get, and as such you should not quickly yield to their demands.

•The more information you have about the issue under negotiation, as well as the
party with whom you are negotiating, the better.

•The more you negotiate, the better you get at it.

•And finally do not feel obliged to settle to an agreement you are not entirely
happy about. Always maintain your walk away power by setting boundaries within
which you can settle a negotiation.
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Phases of Negotiation

• In relation to the points on the slide:

• For purposes of conducting a fruitful negotiation, one must go through the various
phases of the negotiation process. These include:

1. Preparation & Planning,

2. Negotiation,

3. Closure & Implementation, and

4. Reviewing the Negotiation.
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Preparation and Planning for a Negotiation

•In relation to the points on the slide:

• It is important to identify things that your association wants and what the
members will definitely not be happy with. You should be well prepared
before you enter into the negotiation stage. You must make an assessment
of what you want, what you do not want, and what you deem to be
achievable.

• It is important to conduct research to try and figure out what the people with
whom you will be negotiating want. Identify things that you and otherwhom you will be negotiating want. Identify things that you and other
groups want in common. You can then work out how far you are prepared to
go in accepting such things in return for gaining other issues that you do
want. Negotiations are about give and take and, while you are looking to
maximize your gains, this may require some compromise. All members must,
however, be in agreement as to how much compromise the association is
prepared to make.

• Specialising in and dividing up topics among your delegation is a good idea.
It makes it easier to prepare as not everybody needs to know everything
about everything. However one must be careful not to over-specialise. Each
member of the team must still have a good basic knowledge of all issues.

• All the time be cognisant of what, other than cost is valuable to your
organisation as there is a chance that you may end up losing something in
the negotiation that is more valuable to your business than money.
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Negotiating

•In relation to the points on the slide:

•When bargaining it is important to concentrate on the issues and not on
personalities.

•Try to present your preferences on their terms, highlighting how what you want
will contribute to their agenda.

•It is imperative that you keep the negotiation in your control, i.e. within certain
specific frames for example a price range that you would have set for yourselvesspecific frames for example a price range that you would have set for yourselves
during the planning phase.

•Maintain flexibility throughout the negotiation for purposes of quickly adapting to
changes in terms under negotiation, albeit without compromising on your
objectives.

•Understand that you should aim as high as possible (within reason of course). It
is always easier to compromise downwards than it is to gain ground.

•Always be aware of the gender based or cultural communication differences that
may exist.
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Closure & Implementation

•In relation to the points on the slide:

•Agree the details – make sure that you have the same understanding of
all the elements of the agreement to avoid having to re-negotiate at a later
stage.

•Handle final objections and doubts – on summarizing and agreeing to
the details, watch out for any gestures indicating that the other party may be
uncomfortable with certain aspects of the agreement. Use this opportunity to
address any remaining concerns. However, note that depending on the
negotiation, uncovering doubts may be very important or something to be
avoided.avoided.

•Confirm the agreement - run through the aspects of the agreement, once
more and ensure consensus.

•Shake hands - shaking hands is a powerful social symbol across many
cultures and in a negotiation, it symbolizes agreement and closure.

•Sign The Contract - the negotiation is not over until parties involved have
signed. At this stage, it is important to avoid any conversation that may stop
or derail the signing. Note that depending on the situation and the value of
what is being exchanged; written confirmation can take the form of an email,
a letter or a formal contract.

•Propose am informal get together - to establish relationships with each
other.
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Module 10: Lobbying and Advocacy 

Key Areas 

•What is Advocacy? 

•The Advocacy Process 

•The Media 

•Designing a Press Release    

Duration: 90minutes 

Key Activities:  

1.Lobbying versus Advocacy what are the differences (Plenary Session – 30minutes)

2.Designing a Press Release Statement (Plenary Session – 30minutes) 

3.Mock Radio interview on a topical issues provided (Role Plays – 30minutes). Can be between 

member and politicians/academic/media etc. 
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member and politicians/academic/media etc. 

Materials Required 

•Flip Charts 

•Pens and Coloured Makers (avoid red as people with visual impairment find this hard to see)

•Paper

•Any Additional materials to allow participants be more creative 

Special Notes to the Trainer 

•Sample Press release provided in annexure I

•Make this session more lively to demonstrate the importance of this module. Allow participants to 

be more creative and innovative by providing some incentive for the best group.

Additional Reading Materials
•Decent Work and Poverty Reduction Strategies (PRS) - An ILO Advocacy Guidebook: A supplement 
to the PRS reference manual, Module 3, Ways of Achieving Change, Policy Integration Department, 
ILO Geneva
•ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building Guide, Enterprise 
and Employment Department, WEDGE Theme, ILO, Geneva. Module 4 
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Advocacy

• The women entrepreneurs’ association may wish to bring attention to issues concerning
women entrepreneurs, and initiate change. This is advocacy. In this module, we will go
over what advocacy is, learn about the advocacy process, and look at how to deal with
the media.

•The women entrepreneurs’ association may wish to bring attention to laws on property
rights which discriminate against women. They want the existing laws to be repealed , is
this advocacy or lobbying?

• Before you show participants the next slide, ask them to describe what advocacy means• Before you show participants the next slide, ask them to describe what advocacy means
to them. Write their answers on a Flip Chart. Ask them to describe what lobbying is and to
jot down the differences between the two.

Materials:

Flip Chart Paper and Markers
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Advocacy

• In relation to the points on the slide:

• It may be necessary to put pressure on institutions to make changes in property laws,
business registration procedures, or bank lending procedures that discriminate against
women, including women with disabilities hence making it more difficult for women to
start, formalize and grow their own enterprises.

• Attention can be drawn to an issue by holding public meetings; obtaining media
coverage on radio, TV or in the newspapers; or by meeting with elected
representatives or government officials to make a case for change. Once aware of the
need for change, policy-makers and officials are often open to ideas that can help
them to make the necessary changes.

• Local and national governments work most effectively when they are informed of the• Local and national governments work most effectively when they are informed of the
views and needs of their constituents and of the public in general. In turn, people can
become empowered by feeling that they can influence decision-making processes. It
is important that women entrepreneurs and their representative associations
participate fully in decision-making processes that affect them and their enterprises.

• There are two chief methods of advocacy:

• Lobbying: This is where an association contacts the decision makers directly. It
involves contacting the law makers to enact specific legislation that addresses the
issues raised by WEAs

• Media Campaigns: This is where an association makes its case in the newspapers,
on the radio, and on TV. Through getting messages in the media, interest groups
(such as WEAs) seek to influence public opinion and thus put pressure on government
to implement change.

Additional Reading Materials

• Decent Work and Poverty Reduction Strategies (PRS) - An ILO Advocacy Guidebook: A
supplement to the PRS reference manual, Module 3, Ways of Achieving Change, Policy
Integration Department, ILO Geneva

• ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building Guide,
Enterprise and Employment Department, WEDGE Theme, ILO, Geneva. Module 4
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The Advocacy Process

• Before showing participants this slide ask them if they know of any successful advocacy
campaigns and why they were successful.

• Identifying the issue involves:

• Selecting your client group; engaging them in the advocacy process (WEs).

• Researching the clients’ problems; discussing their hopes & fears. Search for
evidence to support the case for change.

• Prioritizing the issues: What is most important? What is achievable? Is it better
to achieve one important change than to try to achieve many and get nothing?

• Devising solutions involves:

• Exploring potential solutions to the issue with the client group (i.e. WEs).• Exploring potential solutions to the issue with the client group (i.e. WEs).

• Checking the feasibility of the proposed solutions – how achievable are these
proposals? How acceptable will they be to decision-makers? How realistic are the
resource requirements etc.?

• Agreeing objectives & outcomes – What should happen as a result of the
planned actions if they are successful?

• Planning advocacy actions:

• The audience: Identify the relevant decision-makers: Who has the power to
implement your proposed solution? Anticipate the attitudes and responses of
these decision-makers to your proposed solution.

• Alliances: Identify allies. Who else is likely to share your interests? Agree joint
actions. Be clear about who will do what. Share information, media plans and
messages with your allies. It is important to identify opponents and to be aware
of their strategies.

• The message: Be clear and concise. Provide evidence to back your case. Ask
your audience to take action. Be specific about what you want to happen, and
when you want it to happen.

• The media: Select media and method. What is the most effective way of
reaching your audience? What are their media preferences? Prepare a
presentation. Plan each stage (See the next slide)
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The Media

• Press Releases - making a statement to the press:

• The information should be consistent with any official position your association has taken.

• Do not use overly technical language - otherwise people reading, listening to, or watching
the interview won’t understand.

• Ensure that each point makes sense on its own. The journalist may only use one point.

• Make things easy for a journalist:

• The main point may appear as a quote from your chairperson; this makes it easy for a
journalist to quote her in a newspaper.

• Support your ideas with real life examples or stories.

• Be available to speak with journalists if they call for further information.

• On radio or television:

•Try to anticipate questions.•Try to anticipate questions.

• Have some key points you want to get across and try to direct the interview toward these.

• Remember that you are communicating with the general public.

Activity: Designing a Press Release

- 60 minutes

• Divide participants into their respective associations. Ideally speaking try and find current topic of
relevance to women’s entrepreneurs that WEAs should be lobbying on then ask them to do up a
press release on this. Alternatively use the following scenario:

“A new SME bill is being debated in parliament. Despite assurances from the Ministry of
Trade and Industry there is no specific mention of women in the bill, either in respect of
membership of different committees, access to funding, or their specific business needs. The
bill uses words such as ‘chairman’, and ‘his’ throughout. Furthermore in his inauguration
address the President committed the country to 30% female representation at all levels”

• On a flip chart do up a press release on the issue, and report back to the larger group on its
content. Each press release should be presented and discussed by the plenary group.

• If there is time conduct a mock radio interview with a member of the group in relation to the same
topic.

Required Materials

- Paper for writing down interview questions.

• Note to trainer: after the exercise distribute the press release in the Annex I as a practical
example.
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Module 11: Service Provision in WEAs

Key Areas

• Types of Service

• Deciding on WEA Services

• Business Counseling Services

Duration: 120minutes

Key Activities:

1. Key services offered by WEAs and emerging issues (Open Floor Session – 30minutes)

2. Challenges with donor driven training services (Open Floor Session – 20minutes)

3. Advantages of offering Business Counselling Services (Plenary Session – 30minutes)

Materials Required
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Materials Required

• Flip Charts

• Pens and Coloured Makers (avoid red)

• Paper

Special Notes to the Trainer

• Make this session more participatory to demonstrate the importance of this module.

• Try to link the session on training services to the rest of the training. Service offering like

membership strategies is a critical source of funding for WEAs. It is also pivotal in enabling

WEAs to maintain their relevance to members.

• Also make reference to Module 7 on stakeholder management in formulating service

strategy

Additional Reading Materials
• Decent Work and Poverty Reduction Strategies (PRS) - An ILO Advocacy Guidebook: A

supplement to the PRS reference manual, Module 3, Ways of Achieving Change, Policy
Integration Department, ILO Geneva

• ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building Guide,
Enterprise and Employment Department, WEDGE Theme, ILO, Geneva. Module 4
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Types of Services

•A women entrepreneurs’ association will offer certain services to its members and
perhaps to non-members as well. Each association will have to decide which services
they choose to provide.

Discussion

- 20 minutes

• Ask participants to list the services their associations carry out, and how successful
they have been. The responses should be written on a flipchart and a discussion shouldthey have been. The responses should be written on a flipchart and a discussion should
ensue in respect of common successes, problems etc.

Additional Reading Material

ILO, 2006, Managing Small Business Associations: Trainers Manual, ILO Small Enterprise
Development Programme, ILO, Geneva, module 10

ILO, 2006, FAMOS Guide and Methods: A gender based service quality check for
supporting small enterprises, ILO Small Enterprise Development Programme, ILO,
Geneva
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Types of Services

• There is a variety of services that a WEA can offer to its members. Use this slide to
introduce different types of services, pointing out that the subsequent module will cover
training as one of the most common services offered by WEAs and SBAs.

Activity: Gender issues in service provision

- 20 minutes

• Ask participants to consider whether there is a gender dimension to any of the• Ask participants to consider whether there is a gender dimension to any of the
services listed? (For example: Are women entrepreneurs more likely to need certain
services rather than others? Should the provision of services to women entrepreneurs
be carried out by other women? What are the specific needs of women entrepreneurs
with disabilities?)

•Ask participants how can WEAs and SBAs address these gender issues in service
provision?

Additional Reading Material

ILO, 2006, Women’s Entrepreneurship Development: Capacity Building Guide,
Enterprise and Employment Department, WEDGE Theme, ILO, Geneva, Module 3

93



Deciding on WEA Service(s)?

• In relation to the points on the slide:

• See what service(s) members want/need. It must be demand driven and financially
sustainable. This will involve finding out what women want and need and what other
service offerings are available in the market before one offers services. It is a mistake
to simply offer a service because you can do it. If you don’t have the capacity within
the organization – outsource.

• It is important that, whatever you decide, you ensure that the association has the
capacity to carry out the service(s) (e.g. financial, human resources, technical, and
premises). Remember that it is better to deliver one service well than a number ofpremises). Remember that it is better to deliver one service well than a number of
services in an incomplete manner.

• Sometimes contracting out certain services can be a better solution – particularly if
your own organization does not have the requisite skills. It is important to remember
that if approached by WEAs, government agencies, international agencies and
academic institutions may offer some of these services for free.

• By not tailoring one’s services to all persons who may request them, WEAs may lose
potential business. However providing’ reasonable accommodation’ for persons with
disabilities to access services is a key component of the UN Convention of Persons with
Disabilities (2006) and should be encouraged at all times.

• Ask participants if they have any experience of an association delivering a particular service
simply because that is what a particular donor was prepared to fund. What was the outcome?

• Refer participants to the stakeholder analysis conducted in Module 8 to formulate service
strategies that can potential serve clients outside of the WEA membership for a fee.

Additional Reading Material

ILO, 2006, Managing Small Business Associations: Trainers Manual, ILO Small Enterprise
Development Programme, ILO, Geneva, module 10
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Module 12: Training for Members  

Key Areas 

• The Training Cycle 

• Training – Needs Analysis 

• Training – Design and Development

• Training – Delivery and Evaluation  

Duration: 90minutes 

Key Activities:  

1. Differences in approaching training for women entrepreneurs versus men (Open 

Floor Session – 20minutes)
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Floor Session – 20minutes)

2. Advantages and Disadvantages of women only training (Open Floor  Session –

30minutes)

3. Gender differences in training needs  (Open Floor – 20minutes) 

Materials Required 

• Flip Charts 

• Pens and Coloured Makers (avoid red)

• Paper

Special Notes to the Trainer 

• Refer participants to the sample training evaluation in the process materials

• Establish a link between the training process and gender differences in 

approaching training

Additional Reading Materials
• ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building 

Guide, Enterprise and Employment Department, WEDGE Theme, ILO, Geneva. 
Module 4 
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Training

• Ask the participants if they have already received training or instruction on running a
business.

• Explain to them that access to training can be an important resource for a WEA to
provide to its members. Through training, members will have the skills and knowledge to
be able to continue improving their businesses and business strategies.

• Before moving to the next slide ask participants what they see as the various stages in
the training cycle.
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The Training Cycle

Before showing this slide participants should brainstorm around what they understand as a training
cycle. The facilitator should write the participants ideas on a flip chart.

•Before embarking on providing training, it is important that the WEA understands the training
cycle. In order to explain this cycle it is useful to explain how this WEA training evolved.

•In relation to the points on the slide:

• Analyse– Research and understand the training needs of the target group(s) of women
entrepreneurs.This assessment is to gather a basic understanding of how training may
have an impact on the needs of WEs.

• Design – Develop the training objectives and design: the components include time,
resources, facilities and methods.

• Develop – Produce a training programme detailing the training methods and materials to
be used, and a timetable for delivery.

• Deliver – Conduct the training programme, monitoring its progress and the feedback
from WEs.

• Evaluate – Review the training programme with the participants. Did it achieve its
objectives? Did it address the WEs’ needs? How can it be improved?

Discussion

-40 minutes

-Divide participants into two groups to consider the following question: “At what stages of the
training cycle (if any) do the needs of women differ from those of men? How can these differences
be incorporated into the training cycle?

One group should ask the question posed above to the stages: analyse, design and develop, the
second group ask the question posed to the stages: deliver and evaluate.

After the discussion run through the next 3 slides as a way of reinforcing the points brought out in
the previous discussion.

Additional Reading Material

ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building Guide, Enterprise
and Employment Department, WEDGE Theme, ILO, Geneva. Module 3
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Training: Needs Analysis

• In relation to the points on the slide:

• It is important to remember that women and men are likely to have very different
educational, training and employment backgrounds. Women may have very specialized
training needs, such as learning how to deal and negotiate with men (maybe for the first
time). In addition to running their own enterprises women frequently have multiple roles
and responsibilities such as household and reproductive roles.

• Concentrate on the differences in attitudes towards training in particular motivation and
confidence as well as skills and knowledge. Ensure that the timing, duration, flexibilityconfidence as well as skills and knowledge. Ensure that the timing, duration, flexibility
and costs of training are amenable to women, people with disabilities and those living
with HIV/AIDS.

• One gender difference in market sectors may be defined by where the business is
located, e.g. women may be more likely to run a home-based business. The training
should take account of this.

• It is important not to view and treat women as a homogeneous group. Women are
involved in very different types of businesses, have different sized businesses and operate
in different social environments. Moreover women with disabilities may have particular
training needs, or may need reasonable accommodation to ensure that they can attend
and benefit from the training. Women’s businesses are different, and as a result their
training needs are diverse.

•Therefore before embarking on any training, first establish if women aware of the
benefits of training. Explore if there are differences in their willingness or ability to pay for
training. Find out if women are able to attend training delivered away from home. All
these may be potential barriers towards women receiving training and therefore need to
be addressed when dealing with women entrepreneurs.
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Training: Design and Development

• In relation to the points on the slide:

• The trainer should highlight the difference between design and development of
training programmes briefly.

• Gender and disability issues should be reflected in the design and development
of training materials.

Additional Reading MaterialAdditional Reading Material

Access to SIYB training for people with disabilities: A handbook for organizers and trainers
in China.

http://www.oit.org/wcmsp5/groups/public/---ed_emp/---
emp_ent/documents/instructionalmaterial/wcms_101311.pdf
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Training: Delivery & Evaluation

• Emphasize the importance of having an evaluation after a training session. It will help
you to develop the training so that it is continually getting better.

• Trainer to provide the participants with a model evaluation form.
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Module 13: Financing a Women Entrepreneurs’ Association

Key Areas 

• Financing a WEA

• Different Sources of Funds for WEAs

• Collecting Membership Fees

• A Transparent and Accountable System

• Audits  

Duration: 90minutes 

Key Activities:  
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1. Sources of funds for WEAs (Open Floor Session – 20minutes)

2. Short-term versus ling-term sources of funds and sustainability  (Open Floor  

Session – 20minutes)

3. Collecting member fees – keeping members informed (Open Floor – 20minutes) 

4. Advantages and disadvantages of having either an internal or external auditor 

(Open Floor Session – 15minutes) 

Materials Required 

• Flip Charts 

• Pens and Coloured Makers (avoid red)

Special Notes to the Trainer 

• Remember the best way to ensure membership payments is to remind everyone 

that the association belongs to the members. Keep them informed; give them value 

for money and members are more likely to pay. 

Additional Reading Materials
• (2006) Managing Small Business Associations: Trainers Manual, ILO Small 

Enterprise Development Programme, ILO, Geneva. Module 11.
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Financing a Women Entrepreneurs’ Association

• An association needs money to function, e.g. funds for renting the association’s
premises, paying salaries, utilities, stationary, etc. Consequently funds must be raised
and managed effectively to ensure the smooth running of the association. This module
will cover tips on fund-raising and financial management.

Discussion

- 20 minutes

• Ask the participants to list the sources of funds for their organizations. Ask them to say• Ask the participants to list the sources of funds for their organizations. Ask them to say
whether each source is:

• Long term or short-term?

• Internal or external?

• To help visualise this exercise the trainer should divide a sheet on a flip chart into four
sections. In the top left hand corner record ‘external short-term; and top right internal
short-term. In the bottom left record external long-term; and bottom left external short-
term (See the next Slide).

Discussion

- 20 minutes

Ask participants for their opinion on the sustainability of the sources of funding they have
cited. Which funds should be considered long-term and which should be considered
short-term? Is there an over-reliance on donor agencies?

Additional Reading Material

(2006) Managing Small Business Associations: Trainers Manual, ILO Small Enterprise
Development Programme, ILO, Geneva. Module 11.
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Sources of Funds

• This slide is designed to round off the discussion on funding and donor dependency. Make clear
to participants that the categorizations are not rigid. What one person may consider long-term
another may consider short-term.

• It is important to inform participants that funding from external sources should always be viewed
as temporary. The association should always strive to be self-sufficient. This gives the association
greater control over its own activities and direction.

• In relation to the points on the slide:

• Internal Sources of Funds:

• Membership fees are the simplest and most basic way of accessing funds. People
pay their membership fees and the money is used to run the organization.

• An association may chose to charge members for specialized services. They can• An association may chose to charge members for specialized services. They can
use this extra money to run the association.

• An association, once it becomes more structured, may begin to invest money in
various projects, or to conduct business and use the profits to run the association.

• External Sources of Funds:

• An association may chose to charge non-members for services. They can use this
extra money to run the association.

• Many organizations receive funds from donors and/or from government, either
for specific activities (e.g. training) or as core/operating funds. It is important that
such funds are used in order to enhance the long-term sustainability of the
organization such that it can eventually become self-sufficient.

• The same principle of sustainability applies to funds being received from private
sources.

• When borrowing from a bank or a microfinance institution it is important that the
association has conducted a feasibility study and that it has a structured and
realistic plan for repayment.
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Collecting Members Fees

Discussion

- 20 minutes

• Ask participants how they ensure that people pay their fees, and what they do if people
do not pay? Is applying social pressure such as a ‘Who's’ Paid List’ an effective means of
ensuring payment?

The best way to ensure payment is to remind everyone that the association belongs to the
members. Keep them informed; give them value for money and members are more likelymembers. Keep them informed; give them value for money and members are more likely
to pay.
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A Transparent & Accountable System

•While the first part of this module looked at how associations can access funding, this
section looks at how associations can successfully manage the funds that they have.

•It is importance to emphasize that managing finances of WEAs well is critical for member
retention hence the lifespan of WEAs.

• Remind participants of the concepts explored when discussing governance in module 4
in particular the principles of transparency and accountability. Point out that these are
central to sound financial management.

• Ask participants to reflect on their own accounting systems, both generally and in light
of the points on the slide.of the points on the slide.

• In relation to the points on the slide:

• It is important that accounting systems remain as simple as possible. Clearly as
an association expands, and particularly if it gets involved in capital investments
and/or borrowing, the system will become more complex. However, it is important
that an accounting does not become unnecessarily complex.

• There should be one method of recording all incoming money, and one method
for recording all outgoing money.

• Recording transactions when they occur makes human error and corruption less
likely.

• Maintaining a bank account ensures that there will always be information
available as to the financial situation, past and present.

• In order for the system to be transparent there must be periodic reporting on
finances to the board (for example, during meetings).
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Audits

• An auditor may be internal, in which case s/he must be chosen or elected from within
the organisation, or external, which requires hiring an independent auditor.

Discussion:

- 10 minutes

• Ask the participants to share their opinions on the advantages/disadvantages of having
either an internal or external auditor.
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Module 15: Strategic Planning for WEAs

Key Areas

• SWOT Analysis

• PESTLE Analysis

• What is an Action Plan?

• Devising an Action Plan

• Steps in an Action Plan

Duration: 120minutes

Key Activities:

1. Ask participants to conduct a SWOT and PESTLE analysis of their association

(Plenary Session – 90minutes)
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(Plenary Session – 90minutes)

2. Advantages of an Action Plan (Open Floor Discussion – 20minutes)

3. Prioritising an Action Plan 80/20 Rule (Plenary Session – 30minutes)

4. Preparing an Action Plan (Plenary Session – 90minutes)

Materials Required

• SWOT Analysis Form

• PESTLE Analysis Form

• Flip Charts

• Pens and Coloured Makers (avoid red)

Special Notes to the Trainer

• It is important to convey to the participants that the development of the action plan

is not a substitute for a proper constitutional process. Hence the draft action plan is

presented as a tool for preparation for subsequent Executive and General Meetings.

Additional Reading Materials
• (2006) Managing Small Business Associations: Trainers Manual, ILO Small Enterprise

Development Programme, ILO, Geneva.
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Note for facilitator:

At this stage of the training the facilitator should refer to the outputs that participants
have produced during the training to help inform their SWOT and action planning.
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SWOT Analysis

Before drawing up an action plan, or doing up a project proposal it is a good idea to do a
SWOT analysis. It helps you to get a broad picture of the internal situation of the association.
By complimenting the SWOT analysis with a PESTLE analysis WEAs get a good idea of the
external environment which they operate it.

• Strengths and Weaknesses: This is an analysis of the internal aspects of the association.
One looks at the following aspects, identifying the strengths and weaknesses in each case:

• Personnel: Members, staff, leaders, etc.

• Services: Advocacy, services, knowledge base, etc.

• Structure: Finances, governance, etc.• Structure: Finances, governance, etc.

• Opportunities and Threats: This is an analysis of the external factors affecting the
association, i.e. the political, economic, social and cultural environment:

• Political: Is the country stable? Is democracy embedded? Is there
civil/religious/ethnic unrest? etc.

• Economic: Is the country business-friendly? Taxes and regulations? Infrastructure?
etc.

• Social and Cultural: Is there freedom of movement? Are women free to engage in
business? etc.

Activity: SWOT and PESTLE Analysis

- 90 min

•Introduce the next slide on PESTLE analysis before starting this exercise

• Ask participants to do a SWOT aided by a PESTLE analysis on their own associations. If
people from the same association are present they should work together. Each group should
each present their analysis to the group.

Materials

- SWOT analysis form.
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PESTLE Analysis (Optional extra exercise)

It is fairly easy for the association to assess its strengths and weaknesses, as these are
internal aspects of the association. The challenge comes in trying to understand the external
threats and opportunities as there are many factors at play. The PESTLE analysis enables
the WEAs to understand the big picture, that is to assess their external environment and
consider all factors that may potential affect the viability of the association.

• Political Factors - Likely changes in the political environment

•Is democracy embedded? Is the country stable?

•Is there any form of unrest (e.g. civil, religious and ethnic)?

• What are the regulation and de-regulation trends ?

•Are there any social and employment legislation ?•Are there any social and employment legislation ?

•What are the tax policy, and trade and tariff controls ?

•Economic – Likely changes in the economic environment

•Is the country business friendly?

•Are there any unfavorable trade agreements that may affect WEAs?

•Changes in taxes, tariffs and exchange rates that may affect WEAs?

•Socio-cultural – Socio-Cultural changes, health, education and social mobility

•Are women free to engage in business?

•Are there any business barriers that affect women, people with disabilities and those
living with HIV/AIDS?

•Technological – Impact of emerging technologies and technology transfer

•Do women have access to modern technology to conduct their business?

•How can technology be used to benefit WEAs?

•Legal – What are the impending legal and policy changes

•What legislation may affect WEAs?

•What regulatory statutes may affect operations of WEAs?

•Environmental – Likely changes in the environment

•What is the impact of the natural occurrences such as droughts and famine on
WEAs?
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What is an Action Plan?

It is vital for an association to look at its short-tem and long-term financial and
management plans and to plan strategically. This module introduces a methodology for
doing this.

• In relation to the points on the slide:

• It is a practical tool.

• What do we actually need to do?

• What can we do?

• The plan must reflect the association’s key values; must take into account the• The plan must reflect the association’s key values; must take into account the
way that the organization works; and, very importantly, must be financially (and
otherwise) realistic.

• A small team of people who work in the association are best placed to prepare a
strategic plan. It is essential that the finance officer is on the team as s/he knows
what is plausible. It may also be a good idea to have an outside person on the
team, someone who can bring a fresh perspective.

• The association looks at where it is now and where it wants to go.

Discussion

- 20 min

• Ask the participants if they have had experience creating an action plan, and what they
suggest could be the advantages in preparing one.
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Devising an Action Plan

• In relation to the points at the top of the slide:

• There must be a clear understanding among all involved as to what the
association’s main activities and objectives are. What is its remit? It is vital to
agree upon these points before trying to do any planning.

• Who are its members? What are their interests? Where do they live and
work?

• A good strategic plan:

• Outlines very clearly, the objectives that it intends to achieve.

• Has a clear time-frame for activities.

• Is based on the interests of members:

- It should emerge from ideas discussed in working groups.

- It should be voted on and agreed to by members.

• Contextualises activities in the environment within which the WEA is
operating.

• Takes resource availability into account.

• Uses simple language.
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Prioritizing Action Planning

•In prioritizing Action Planning, WEAs need to ask the following questions:

•What do we want to achieve? 

•What must we achieve?

•What steps need to happen?

•Who will be responsible?

•Who should be involved ?

•Who will be responsible? 

•What inputs and resources are required?•What inputs and resources are required?

• WEAs must spend only 20% or less of their resources on short-term goals. 

•For sustainability WEAs need to spend 80% of their time and resources 
working on sustainable objectives aspects.

•Participants should spend time debating what is urgent and important versus 
what is important but not urgent . They should debate why there is a distinction 
between the two sub-groups  and what implication this will have if the 
association was to spend all its resources on either. 
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Steps in an Action Plan

Activity: Preparing an action plan (including monitoring and evaluation information, see next
slide)

- 90 minutes +

• Using what they have learned in this module, and based on the SWOT and PESTLE analysis,
the Stakeholder analysis from module 7, and the Situational Analysis in module 3, participants
should draw up a draft action plan for their associations. Participants should work with
members of their own association.

• It is important to convey to participants that a very important aspect of this exercise is
simply to see the process in action. Thus people who are the sole representatives of ansimply to see the process in action. Thus people who are the sole representatives of an
association should join up with a group so as they can participate and bring the ideas learned
back to their organizations.

• Remind Participants that the action plans should be SMART (Specific, measurable,
achievable, relevant and time bound).

• One member of each group should then present their strategic plan to the plenary and
receive feedback from their peers.

See Annex L for a sample format of an action plan. This action plan follows a logical
framework approach, which may take some time to explain but will make for much more
comprehensive action plans. It also will help with clarifying the next slide on measurement of
success by explaining the difference between activities, outcomes and objectives.

Note to trainer: It is important to convey to the participants that the development of the
action plan is not a substitute for a properly constitutional process. Hence the draft action
plan is presented as a tool for preparation for subsequent Executive and General Meetings.
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Measuring Progress

Increasingly donors and other stakeholder use monitoring and evaluation data to learn from
and assess performance.

Note for the facilitator:

Measurements of success for action plans should be considered in relation to the points in
this slide. In reality, however, it should also be used to outline the importance and basic
process for monitoring and evaluation of activities for associations in general. Therefore, this
session should encourage participants to set indicators for success and plan to revisit them
during the action plan.during the action plan.

It may be useful to give participants extra resources on monitoring and evaluation.

Additional Reading Material

Various useful resources for monitoring and evaluation:
http://www.ilo.org/eval/Informationresources/external/lang--en/index.htm
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Note to Trainer: These next two modules are not compulsory. The training needs analysis 
should identify if they are of particular interest to the cohort of trainers.

116



Supplementary Module 15: Business Mentoring Services 

Key Areas 

• The Mentoring Framework 

• Setting up Mentoring Services 

• Tips for Mentors 

• Tips for Business Owners   

Duration: 90minutes 

Key Activities:  

1. Important considerations in establishing a mentoring program (Open Floor 
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1. Important considerations in establishing a mentoring program (Open Floor 

Session – 30minutes)

2. Tips for Mentors – perspectives from the business owners  (Open Floor  

Session – 30minutes)

3. Tips for business owners – getting the best out of the mentorship  (Open 

Floor – 20minutes) 

Materials Required 

• Flip Charts 

• Pens and Coloured Makers (avoid red)

• Paper

Special Notes to the Trainer 

• Refer to illustration to mentoring process in Annex K 

Additional Reading Materials
• ILO-ILO ITC, 2006, Women’s Entrepreneurship Development: Capacity Building 

Guide, Enterprise and Employment Department, WEDGE Theme, ILO, Geneva. 
Module 4 

117



Mentoring Services

Another very critical role that women entrepreneur’s associations play is that of counselling
and mentoring, i.e. facilitating peer advice and offering support and encouragement to
women in their business endeavours.
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Mentoring Framework

Before showing this slide, emphasise that mentoring is a method in which the WEs can
receive further learning and guidance from a more experienced business owner.

In relation to points on this slide:

The service package includes but not limited to the following points:

•Role Modelling – Inspiring WEs to follow in the footsteps of other successful
entrepreneurs. Offering a life model or guide to success.

•Coaching – to develop leadership and promote excellence in WEs

•Learning – Helping businesses formalise and adhering to the legal requirements•Learning – Helping businesses formalise and adhering to the legal requirements

•Networking – Facilitating access to networks and making referrals to service providers

•Sound Board – Be an active listener to ideas and offer constructive criticism and
assessment of ideas of WEs. Being a brain WEs can pick on.

•Counselling - offering guidance and advise to WEs. Being a hand that can gently push
WEs in the right direction.

•Support and encouragement - Motivating and instilling confidence.
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Setting up Mentorship Services

Discussion

- 30 minutes

• For an association to establish a mentoring programme there are important questions
that the association needs to answer. In going through the points on the slide ask
participants to discuss whether their associations:

• Have the resources to coordinate a mentoring scheme (Financial, skills,
human resources and time)?

• Understand the mentoring needs of both our members and mentors (What is
the right mentoring process for our members and mentors)?

• Understand the mentoring needs of both our members and mentors (What is
the right mentoring process for our members and mentors)?

• Can match mentor and business owner? Do we understand the dynamics of
the mentoring relationship (For example setting up matches where
competitive conflict is not likely)?

• Understand the gender issues that may arise in a mentoring programme (For
example, men mentors and women business owners, is it acceptable in that
community)?

• Understand that women with disabilities may have specialised needs

• Have the potential to be involved in international mentoring opportunities, for
example web based mentoring?

Note to trainer: Annex J contains a mentoring process diagram which will help
participants understand the complexity of organising a mentoring
programme.
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Tips for Mentors

• Ask participants about what the characteristics of a good mentor are and what the risks
for a mentor may be. Write the responses on a flip chart. Ensure that the following
issues are raised:

•Sit with the mentee’ clarify objectives and expectations for both parties.

•Lay the ground rules

Points to remember:

•There needs to be boundaries to the mentoring relationship: Business owners•There needs to be boundaries to the mentoring relationship: Business owners
need not be over dependent on Mentors: Perhaps there needs to be a mentoring
contract?

•Do not tell entrepreneurs what to do! Help them come to their own realisations.

• Be open, friendly and honest: Level of formality in the relationship needs to
match the style of mentoring programme: Clear description of the processes prior
to starting?

• Ensure confidentiality: Sometimes good to match women working in different
sectors or different locations or the same businesses but different sizes.

• Allow an ‘Opt-out’ clause: If is not working there has to be a way of opting out
without consequences.
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Tips for Business Owners

• In relation to the points on this slide:

• Mentors are not there to judge but to offer support. They are there to build the
woman entrepreneur’s confidence.

• Mentors should help the woman entrepreneur access new networks of business
owners by acting as an intermediary.

• There should be clear agreement on:

•The duration of the relationship;•The duration of the relationship;

• Rules surrounding honesty with each other.

• Structures and logistics of the mentoring:

• Set dates for meetings;

• Have agendas for each meetings;

• Set targets and take responsibility for action plans;

• Keep in regular contact with mentors not just in times of crisis.

Note to Trainer: Diagram of a mentoring process in Annex K
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Supplementary Module 16: Preparing Funding Proposals

Key Areas 

• Preparing to write a proposal

• Key factors to take into account when writing a proposal

• Practice in proposal writing

Duration: 120minutes 

Key Activities:  

1. Group work in the preparation of a funding proposal (group work and plenary - 75 

123

1. Group work in the preparation of a funding proposal (group work and plenary - 75 

minutes)

2. Open discussion: Donor dependency (Discussion – 20 minutes)

Materials Required 

• Flip Charts 

• Pens and Coloured Makers

• Paper

Special Notes to the Trainer 

• Refer to Annex K for example of a project proposal format. 

Additional Reading Materials
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Project Proposals

• Knowing how to write up a good project proposal is essential for securing funding for
your women entrepreneurs’ association. This session will give you tips on how to write an
effective project proposal.

• It is a good idea to have copies of a successful project proposal that you can distribute
to participants after the session.
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Accessing Project Funds

• Before showing participants the slide ask them what they think makes a good project
proposal.

• In relation to the points on the slide:

• There are short-term objectives and long-term objectives. For example, if one is
establishing a project to help women to formalise and expand their businesses,
one’s short-term objective may be to get fifty women’s businesses formalised.
However the longer term objectives may include: promoting gender equality,
women’s empowerment, and poverty reduction.women’s empowerment, and poverty reduction.

• It’s important to know what the particular donor’s development priorities are, so
that you can know which donors to apply to, and can highlight how your
association’s proposed project will work on these. Which donors share your
objectives and strategy? Do these match your needs and wants? How do you apply
to these donors for funding? Looking at different donor websites is a good way to
answer these questions. Don’t be afraid to make contact and seek to clarify issues
etc.

• It is crucial that your proposal arrives with the donor on time.

• Do you have to report monthly, mid-term, or at the end of the project?

• Will your association need to implement the project directly, or will it need to hire
consultants?

Discussion:

- 20 minutes

Ask participants whether they know of any project and/or organization that has become
overly dependant on donors. What was the effect?
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What Donors Look For

• In relation to the points on the slide:

• The efficiency of the association will primarily be reflected in the experience and
qualifications of the personnel proposed to work on the project, and on the
governance structures of the association. This is why it is important to select qualified
people to work on your project and to have good governance structures.

• In differentiating between immediate impacts and how the project fits into wider
development goals, refer participants to the point made on the Slide: “Prioritizing
Action Planning” concerning short-term and long-term goals. For example, you may
wish to highlight the immediate benefits that a micro-finance project will have on the
local economy, but also link this to the longer-term goal of poverty reduction and
gender equality, i.e. by boosting women’s incomes, poverty will be reduced and
women will become more empowered. You may want to make reference to how yourwomen will become more empowered. You may want to make reference to how your
project links in with agendas such as the Millennium Development Goals, the
Convention on Persons with Disabilities etc.

• Donors are very keen that a project will develop structures and/or services that will
remain in existence after the project is complete. This is the key issue that donors
look for. Any project proposal must take this into account. It must be able to show
how the project will create an impact beyond the duration of the project itself.

Activity: Developing a project proposal

- 75 min

Split participants into groups of four. Go over the example of a the content of project
proposal in Annex K with them and instruct them to design the basic outline of a project
proposal in relation to one of the following:

A: To find out the needs of women’s business associations in your area.

B: To organise training in marketing for business women in your area.

C: To organise a trade fair for women entrepreneurs in your area.

Each group should then present its plans to the plenary and encourage discussion around the
viability of the proposals. A prize could be given for the best one.

Note to Trainer: The Project Proposal Format handout in Annex K should be distributed to
participants to help them through the exercise.
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Trainers Process Materials:

Section F contains the Trainers Process Materials which are used by the trainer to facilitate 
the training and should not be printed for trainees. 
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Duration and Timing

•All modules for this training can be delivered in 4 days.  However, because of the modular 
nature on the training, should some modules be considered irrelevant, they may be omitted.  
It is advisable that the WEAs decide which modules may not be a priority to them before 
selecting the modules to be delivered.

•On average each module can be delivered in 90 minutes.  The 4.5-day Course sample takes 
into account the time taken to deliver each module.  It is imperative that good time keeping 
and organizational principles be employed for purposes of keeping the modules on track. 
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and organizational principles be employed for purposes of keeping the modules on track. 

•The facilitator must create their own timetable based on the needs analysis they have done 
for participants.
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Note to trainer: See Annex M for the end of evaluation training form for the Building 
Women Entrepreneurs’ Associations training.
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