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Foreward
Children’s Rights and Violence Prevention Fund (CRVPF) was
established in 2015 as a regional grant making child rights and social
justice organization. The organization provides grants and capacity
development support to community organizations and local NGOs
working at community levels with a focus on prevention of violence
against children and building the power of adolescent girls. CRVPF
believes community organizations and local NGOs are closer to
the community and understand their needs better than other
development actors. CRVPF is currently working in Uganda, Tanzania
Kenya and Ethiopia.
Violence against children includes all forms of violence against
people under 18 years old, whether perpetrated by parents or other
caregivers, peers, partners, or strangers. Violence against children
and adolescents has long term effects. Global evidence indicated
that violence against children and adolescents is preventable
through a number of interventions including financial inclusion.
Financial inclusion connotes all initiatives that increase access to
and affordability of formal financial services, primarily to low-income
people. It is a key element of social inclusion, particularly useful
in combating poverty and income inequality by opening blocked
advancement opportunities for disadvantaged segments of the
population (World Bank, 2016)
Due to insufficient income levels and market discrimination in
Uganda, there are millions of people involuntarily excluded from the
financial system, which creates potential loss of savings, investable
funds, and accumulation of wealth (BOU, 2018). To address
these gaps, CRVPF has developed this VSLA Manual to guide the

establishment of sustainable community based Savings and Credit
Associations and provide households with children and adolescent
girls greater access to suitable financial services.
One of CRVPF core programs is the VAC Prevention Program which
focuses on children and adolescents to ensure they live in a secure
and enabling environment free from violence in homes, schools and
communities. One of the objectives of the program is to increase
access to financial services to reduce family financial stresses that
accelerate violence against children. This will be achieved through
the promotion of village savings and lending associations.
The CRVPF strategic plan 2020-2024 mainly outlines the need to
build the capacity of partners, by developing manuals and guides
in addition to mentoring and coaching. This VSLA manual has been
developed through a participatory approach by engaging partners
and the technical support of a consultant in Uganda. I am confident
that this manual will adequately guide CRVPF and its partners
in implementing VSLA activities as means to increase household
incomes and reduce the triggers of violence against children,
adolescents and women.
I therefore call upon CRVPF partners to embrace it and utilize it in
program implementation.

Fassil W. Marriam
Executive Director
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Introduction
This VSLA Manual was developed to guide sensitization, training, supervision, monitoring and community
mobilization of target beneficiaries of the CRVPF VAC program. The manual has been tailored to ensure VSLA
products are relevant to the needs of families with children and adolescent girls to improve household financial
income and resilience to prevent violence against children triggered by poverty among others. The intended main
users of the Manual are Community-Based Facilitators (CBF) and supervisors from CRVPF partner organizations who
are implementing VAC programs in different clusters in Uganda.

This customized manual maintains the traditional VSLA format, core
functions of VSLAs, best practices and processes but includes new
features, strategies and tools specifically designed to increase family
financial resilience aimed at reducing household conditions that
perpetuate Violence against Children and adolescents (VAC).
As a new feature, this manual provides guidance on how to support
the traditional VSLAs to take on new functions and other services
that would maximize family financial income and resilience and
purposively ensure the proceeds are used to meet the basic needs
of children and adolescents.
New features and concepts include:
•

Deliberate promotion of savings to meet basic needs

•

Financial literacy to ensure family joint goal setting to cater for
basic needs of children and emergencies

•

Promotion and scaling up of the Children Welfare Fund (CEF) as
a community-based mechanism for providing emergency
support to destitute children and adolescent girls who are
struggling to meet their basic needs

•

Health insurance concepts (Savings for health)

•

Enterprise selection

•

Planning and management (SPM) of Income Generating
Activities(IGAs) Integrated and layered within the VSLA plus
methodology to empower parents of children to invest in viable
enterprises

•

Piloting of youth (18-24 years) into caregivers VSLAs to inculcate
positive financial behaviour and increase their access to
integrated financial services

•

Fees for service model (VA model) as an exit and sustainability
strategy to enhance self-replication of the methodology

•

Promote strategic timing of share-out to coincide with
agricultural and school calendars through mentoring and
community dialogues

The manual includes sessions on methodology, content and
adaptation that will guide formation of new groups and support the
refresher and harmonization of practice by existing VSLAs in the
various clusters where VAC program will be implemented.
Violence against Children Program - CRVPF
November 2020
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PRINCIPLES OF VSLAs IN VAC PROGRAMMING
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Principles of VSLAs in VAC Programming
cashbox secured with three padlocks. The three keys are held by
three members, none of whom is a member of the 		
Management Committee.

H o w V S L A s operate
A Village Savings and Loan Association (VSLA) is a group of 15-30
people who save together and access micro loans against their
savings. VSLA+ builds on the traditional VSLA methodology and
supports then to take on new functions and other services that
would maximize CEF outcomes like health and education.
•

VSLAs are member-owned and managed. Program staff (CBTs)
train members, but do not manage the VSLA, or manage money
belonging to the members.

•

The first cycle of VSLA is a training and supervision cycle lasting
at least 36 weeks. During the first cycle, the groups will meet
weekly. This may change, as the group sees fit, thereafter.

•

Members save through the purchase of between 1– 5 shares every meeting. The share-value is decided by the VSLA at the start
of each cycle and puts into consideration the situation of the
most vulnerable members; it cannot change during the cycle.

•

Members can choose to have a Welfare Fund, to be used for
small grants when members are in distress. This is mandatory in
the first cycle, but optional in future cycles.

•

Members also contribute to CEF meant to support children
living in destitution, it is a uniform amount and taken as a grant
subject to the criteria that the group members set. This should
be mandatory and included in the constitution, but members
need to be convinced.

•

All VSLA transactions are performed at meetings in front of all
the members. To ensure that transactions do not take place
outside VSLA meetings, cash and pass books are locked in a

•

All members have an individual passbook. Share purchases are
recorded in the first half of the passbook using a rubber stamp.
Loans are recorded in the back of the passbook. Loan, welfare
and CEF balances are noted by the Record-keeper in a 		
notebook and memorized by all members at each meeting.

•

Passbooks remain locked in the box between meetings. This is
important, to prevent tampering with the records of shares
purchased by the members, or alteration of loan records.

L oan management
•

The Loan Fund comprises the money contributed in the form of
shares, fines, and loan profits (from service charges).

•

All members have the right to borrow up to a maximum of 3
times the total value of their shares. However, there may be
some flexibility as required.

•

The monthly service charge for loans is determined by the
members at the beginning of the cycle in the form of a 		
percentage value. It cannot be changed during the cycle.

•

Loans are taken and repaid once every-4 weeks. All loans should
be repaid within a maximum of 12 weeks during the first cycle.
The borrower is free to pay in whatever amounts s/he wishes at
each loan meeting but must repay the total sum owing within
the agreed-upon period.
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•

At the end of every annual cycle, all outstanding loans are
recovered, and the Loan Fund is shared out. The Loan Fund
(which includes profits) is divided by the total number of shares
purchased by members during the cycle, to calculate the share
value. Each member then receives his or her pay-out according
to the number of shares purchased. In this way no complicated
calculation of profits is needed.

V S L A group management
•

The group has a 5 person Management Committee elected for
1 cycle. Groups develop a Constitution that contains the Social
Fund, CEF, Share-purchase and Loan policies of the group.

•

The group also appoints the Welfare fund Treasurer, CEF focal
person and 3 key keepers.

•

Each member has one vote in electing the Management
Committee and developing the constitution

•

After 3 years, the CBT will select other Trainer-Village Agents
(VAs) from the VSLAs to carry on this work for a fee. This will
create new local jobs and ensure that VSLAs have a person in
the community who can help them solve their problems.

F inancial literac y s k ills
•

Saving for a Purpose: To avoid misuse of the savings at the end
of the cycle, members will be supported to set savings plans
at the beginning of the cycle and the goals are included in the
ledger. At the end of the cycle, members monitor if the money
was used for the intended purposes

•

Deliberate efforts to provide basic needs to children using the
proceeds from the VSLA by members. Integration of sessions to
discuss prevention of violence against children and encouragement of members to practices that lead to violence free homes
and communities.

NOTE TO The trainer:

The CBT should be able to explain the main purpose
for the VSLA+ establishment is to empower parents/
caregivers of children to provide basic needs to children
and use the VSLA platform to discuss VAC prevention
and practices that promote violence free homes and
communities.
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N e w V S L A F eatures under V A C &
A dolescent ’ s P revention P rogram
•

Promoting savings to enhance education, nutrition and health
outcomes by mentoring beneficiaries in goal setting and tracking outcomes for education savings plan and health insurance.

•

Exploring opportunities for linking mature VSLA + groups to
formal financial institution for education loans.

•

Introducing, promoting, and scaling up the Children Emergency
Fund (CEF) as a community-based mechanism for providing
TCS to families in destitutions struggling to send their children
to school.

•

Piloting the health insurance scheme (Savings for health)Integrated within the VSLA+ methodology.

•

Piloting youth/caregivers’ model to address the legal 		
complication of youth under 18 years not being allowed to
borrow.

•

Promoting strategic timing of share-out to coincide with
agricultural and school calendars through mentoring in goal
setting and community dialogues.

•

Selection of families where there is violence against children
and adolescents /or prone to violence to enrol in VSLAs so that
they participate in savings and investing in IGAs to enable them
to meet the basic needs for children.

•

Integration of youth (18-24 years) into the VSLAs to inculcate a
positive financial behaviour to meet basic needs. Promoting the
fees for service model (VA model) as an exit and sustainability
strategy in year 4 to enhance self-replication of the 		
methodology.

•

Provision of additional add on trainings in financial literacy and
small business management skills to economically empower
parents to plan and provide basic needs to children and
adolescents in a timely and consistent manner.

•

The Health Insurance Scheme. The program staff (CBTs) shall
Introduce and pilot the community based health insurance
scheme (Savings for health)-Integrated within the VSLA+
methodology to improve access to health services and health
outcomes. Members can save slowly within for health and when
the full or biannual amount is reached, then they pay for other
benefit packages i.e. free screening and complete physical
examination annually.
Add-on trainings:

In addition to the traditional VSLA training, the VSLAs
will be trained on:
•

Selection Planning and Management (SPM) of
IGAs.

•

Financial Literacy.

•

Layering on parenting skills and VAC prevention activities.

•

Linkage Banking.

•

Promoting linkages to other essential socio-economic services
to prevent VAC and adolescents.

•

Other group-based education-parenting skills,
child-protection etc.
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G uidelines on T argeting
The main target beneficiaries to be mobilized to join the VSLAs will be parents or caregivers of children preferably leaving in the same
community, or villages in a radius of not more than 4 kms (walkable distance). Other community members interested will be allowed in case
the number of target beneficiaries is less than 15. This may be done through door to door mobilization and sensitization in addition to
community entry meetings.
Public meeting arrangements: The IPO notifies the local leaders that community level meetings will be organized to mobilize and
sensitize communities to form VSLA groups.

NOTE TO The trainer:

The CBT promises the following to the community:
•

Reliability

•

Integrity

•

Establishment of a sustainable service that needs community support and has an important economic impact.

•

Permission for the CBT to work in the area. (Applicable only when it is a new project/partner launching its operation for the
first time in an area).

•

Participation/support in Mobilization of the community to attend meetings, at which the VSLA + Methodology will be
explained; even other community groups are invited to participate.

•

Feedback: The Supervisor should take questions and ask for feedback.
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PREPARATORY MEETINGS

9

Preparatory Meetings
These are only applicable to new partners /projects being launched in new administrative units. The Preparatory Phase
has three purposes:
• To obtain permission from local authorities and leaders to work in a particular area and to enlist their support in
organizing a public meeting to outline how the program works.
• To describe to a public gathering how Violence Against Children Prevention Program works and how people may
get more information.
• To provide a detailed description of how a VSLA + works; what people must do to participate and what the FO/
CBT promises to do.
Order for Preparatory Meetings & their Purposes

1

Meeting A: Implementing Agency/
Supervisor orients Local Leaders & Gov’t
Officials. (Integrated during Community
Entry Meeting by the Partner)

•
•
•
•

2

Meeting B: Interacting with Structures
for Children Youth, Caregivers & Dev’t
Partners

• How the VSLA+ methodology works.
• How interested individuals can form VSLAs.
• Role of beneficiary structures e.g. women groups, youth
clubs, parents’ groups etc.

• This will involve meetings with community
structures such as Women Groups, Youth
Clubs, Parents/caregivers of children, etc.

Meeting C: Introduction of VSLA+ to
targeted grass root Community.

• How the VSLA+ methodology works.
• Services offered by the program
• Training: Community commitment to attend all the
VSLA+ Sessions.
• How interested individuals can form VSLAs.

• These meetings are usually conducted by
CBTs and their supervisors.
• Targeted door to door mobilization should
be done to ensure that target beneficiaries
are part of these meetings.

Meeting D: First Meeting with potential
VSLA+ Members - formed into groups.

•
•
•
•
•

• This meeting is attended only by people who
are committed to joining a VSLA and who
show this by having formed themselves into
a group.

3
4

Introduction of the Implementing Organization.
Target group to be served
Services offered
Role of Local Leaders

Step by step description of how VSLA+ works.
Qualities of good members.
VSLA+ and CBT obligations
Training schedule.
Date and place for first training

• This may take more than one meeting and
may involve Regional, District, sub-County
and Parish Officials before reaching the
community
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M E E T I N G A : O rient I N G L ocal L eaders & G overnment O fficials
Objectives

At the end of the session:
•

The project is given permission to operate in the area and the FO becomes familiar with local leaders, government officials and their
respresentatives.

•

Leaders and officials understand the implementing organization, what the project is trying to achieve and how it works; while the
FO develops a better understanding of the area and where the programme might start to work

•

Community leaders and administrative officials agree to convene a public meeting to introduce the project to the community.

•

An implementing agency should inform government administrators and line ministries at different levels about what it wants to
do. Usually this will start at the district (or its equivalent) and continue downwards from there to the targeted local community. This
may take more than one meeting.

•

Meetings at the district level include both the political leaders and technical staff. The political leaders include District Chairpersons,
Resident District Commissioners (RDC), Youth leaders and Councillors representing the different sub-counties. The technical staff
includes the Chief Administrative Officer (CAO), District Community Development Officer (DCDO), and other departments including
production. District meetings are also attended by management staff, at CSO level. These include the CEOs / Coordinators and
Program Managers.

•

The community level administrators and local/opinion leaders play an important role as they are the people who can contact
influential community leaders and arrange public meetings.

•

Sub-county meetings are attended by Local Council Chairpersons, Parish Councillors, Sub County Chiefs, CDOs and Parish Chiefs, if
possible. They are also attended by Program Officers, Community Based trainers (CBTs), and CSO staff.

f o r m at

•

The Supervisor introduces themselves, cluster, implementing organization(s) and Program, and other Program staff.

•

The Supervisor introduces the program goal/objectives and activities of the VAC and the AGPP overview. while focusing on children,
caregivers, youth, and adolescent girls.
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M E E T I N G B : I nteracting w ith the y outh , C E F , caregivers & development organi z ations
W h at i s c o v e r e d i n t h i s m e e t i n g ?

•

Similar to the meeting with district officials the objective of the meeting is to inform the leaders about the Program and request for
their support during mobilization of the CEF, Youth and Care givers at the community level.

•

The CBT should obtain contacts of the community leaders at the community level and plan with them to mobilize the CEF, youth
and caregivers.

NOTE TO The trainer:

The program will mobilize and work with Youth structures as per CEF guidelines at different levels and mobilize through other
development organizations such as Faith Based Organizations, Community Based Organizations, Clubs, places of worship, etc.
Efforts should be made to mobilize CEF, Youth and caregivers using other existing community structures including women
councils.
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M E E T I N G C : I ntroduction of V S L A + to the targeted communit y
O BJECTIVES

At the end of the session:
•

Members of the community will be aware of the services offered by the project.

•

The community will understand that the sole source of loan funds will be members’ savings, with no external loans being provided.

•

The community will understand that the VSLA+ methodology depends on the formation of groups of no less than 15 and no more
than 30 members (preferably 15‐25).

•

The community will understand that training is required and will call for reliable attendance at each of the six sessions.

•

The community to appreciate the need to end or reduce violence against children

•

The community understands what next steps they must take to register with the project and participate further.

THE FIRST STE P S

The trainer’s first step is to organize a public meeting with the community to explain their presence in the community and what they
are is doing::
1. The name of the organization and the program: The purpose of supplying these details is to avoid confusion with other 		
organizations, especially those offering other financial services.
2. The nature of the organization: i.e. non-religious, non-political, and non-profit, its history in the country. List other programs
implemented by the organization.
3. The source of loan funds: All the funds used to provide loans to the members of an Association come from the members’ own
savings and not from an outside agency, Micro Finance Institution (MFI) or bank. It is important to emphasize this because many
people who attend are likely to want to receive loans. Others will react negatively to this piece of information, but the Field Officer
can tell stories of the success of VSLA in other countries or districts in the region.
4. The aim and the spirit of VSLA: VSLA is a program for participants.; assistung in the creation and training of associations using the
participants’ own resources, with the objective of supporting income-generating activities. The trainer help will stop when the
participants take charge of the Association themselves. The goal is independence and viability of the Association, through
self-management within a year. The trainer emphasizes that it is more desirable for existing groups/CBOs to undertake
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M E E T I N G C : I n t r o d u c t i o n o f V S L A + t o t h e t a r g e t e d c o m m u n i t y ( CONT . )
the Welfare Fund, Children Emergency Fund (CEF), Health insurance fund, savings, and loan activities than for new groups to
be formed for this purpose. If no such groups exist, then new ones can be formed, but great care must be taken in the selection
of members, who know and trust each other and who have a reputation in the community for honesty and reliability. It is not
necessary that members of an Association are rich and prominent; indeed, it is preferable for groups to be composed of members
who are of a similar economic status.
5. The operating principles:
•

A VSLA association is concerned with savings and lending.

•

The savings consist of regular cash deposits contributed by all members at each meeting.

•

Members of a VSLA are self-selected.

•

The size of the Association must not be less than 15 members and not exceed 30. Existing groups are encouraged to participate,
amalgamating or dividing where necessary to achieve the recommended size. The attendees should be informed that the most
important aspect of the program relates to the savings activities and that they should expect a better return on their money
saved in this way than in any bank. It has been shown in other programs that if a person saves for a year, they will get back at
least 30% more than they saved or more. They should also be informed that loans start off with small amounts but grow
according to the rate at which the loan fund grows.

•

The saving deposits constitute the fund from which very short-term loans (of 1-3 months), payable with interest. VSLA loans are
given to members only.

•

The loans given are for productive purposes not consumption

•

VSLAs are autonomous and self-managing.

•

VSLAs are made up of the General assembly i.e. the supreme body from which the 5 members of the Management Committee
are elected.

•

VSLAs hold weekly meetings.

•

All transactions are operated in front of the association members to ensure accountability and transparency.

•

VSLAs operate with a lockable cash box to prevent unauthorized movement of funds.

•

VSLAs operate in a cycle of 8 to 12 months. At the end of this period the accumulated savings, interest earnings and earnings,
are shared out amongst the members in proportion to the amount that each member has saved throughout the cycle.
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M E E T I N G C : I n t r o d u c t i o n o f V S L A + t o t h e t a r g e t e d c o m m u n i t y ( CONT . )
•

VSLAs keep written records.

•

VSLAs set rules and regulations that guide the operations of the association.

•

VSLA associations also contribute to a Welfare Fund to help cope with unexpected emergencies.

•

No outside funding is provided to the group in the first 6 months.

6. Where meetings are held: The members of the proposed Association choose where the meetings are to be held. The location can
be the compound of a local mosque or church, a local school or other public building, the home of the Chairperson of the
Association, or elsewhere. The important thing is that the location is big enough for all the members to be seated comfortably and
that it is quiet, not too breezy and with enough space. It is the custom for mats to be laid on the ground and for refreshments to be
provided, even if only fresh water.
7. Participation in meetings: The members’ participation in meetings is of the utmost importance for the success of the Association.
To participate means to attend the training meetings and all the other regular operational meetings and to be active in speaking
out. The attendance of all members guarantees the correctness of the accounts. Likewise, meetings should not be interrupted by
outsiders except under urgent circumstances.
8. Training: The trainer explains that for the methodology to work, the Associations must be trained. They need to elect leaders and
develop a Constitution and rules that relate to their savings and loan activities. In addition, they need to keep records, which are
simple, managed by the committee but monitored by the general assembly. The training is divided into six separate sessions and
each training session lasts for between 1 ½ to 2 ½ hours. The meetings can take place on consecutive days or can be organized twice
a week or on a weekly basis. In each meeting one major topic will be covered, but some topics may need more than one meeting.
9. Contact with the trainer: The trainer tells the assembly that she/he will return to the community at an agreed time to determine
if people are interested in participation. The purpose of this second meeting is to explain the methodology in detail and to outline
the course of training that a group must undertake to become a fully-fledged Association. The result will be a decision as to whether
the groups that decide to attend this second meeting will participate and undergo the training. If they do so they must decide on a
convenient schedule of meetings for the training and obligate everyone in the group to attend.
10. Group responsibility prior to joining the program: Anyone who wants to join the Program should, before the next meeting,
participate in forming Associations of a suitable size. The trainer stresses the importance of members being selected based on
knowing and trusting each other, to avoid conflicts getting out of hand, because dealing with other people’s money is a sensitive 		
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M E E T I N G C : I n t r o d u c t i o n o f V S L A + t o t h e t a r g e t e d c o m m u n i t y ( CONT . )
issue. The trainer will be ready to hold meetings when there is evidence that the Associations are formed and ready to participate.
The Associations should not have elected a Chairperson or other officers at this point unless it is a pre-existing one. The trainer makes
it clear that leaders of VSLA Associations have to have specific skills and characteristics, and that leaders of groups that are doing
other activities (such as agriculture) may not be best qualified to lead a VSLA. It may then, be the case that the Associations will
choose a different leadership committee for VSLA activities and may not include all the current membership (because some may
not want to participate).
11. Invitations: The trainer calls upon individuals who are interested to register and act as contact persons for the next meeting/ future
contacts.
The trainer should inform any member who is interested in forming a VSLA, to endeavour to include: youth, CEF caregivers, and any
other person whose participation in community development activities is minimal or non-existent.
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M E E T I N G C : I n t r o d u c t i o n o f V S L A + t o t h e t a r g e t e d c o m m u n i t y ( CONT . )
THE 8 TRAINING M O D U L ES

The trainer explains that there are 8 training modules:
• Session 1: Group Formation and General Assembly.
• Session 2: VSLA Concepts
• Session 3: Leadership and election of Association Leaders.
• Session 4: Development of Internal Rules and Regulations
• Session 5: Introduction written record keeping.
• Session 6: Meeting Procedures.
• Session 7: Conflict resolution.
• Session 8: Share out/ Action audit.
N O T E T O T h e trai n er :

The trainer will agree with the new groups on the meeting time and venue of the first training.

K e y p r i n c i pl e s o f t h e VS L A m e t h o d olo g y a s p e r t h e V i ol e n c e A g a i n s t C h i l d r e n P r o g r a m

• Self-selection: The basic principle of the VSLA methodology is that members are self-selected from among parents of children or
caregivers, group members save money, which is the source of loan capital from which they can borrow. The group uses internally
generated funds, thus there is no external funding.
• Children Emergency Fund (CEF): Members contribute CEF meant to support children living in destitution, it is a uniform amount
and taken as a grant subject to the criteria that the group members set.
• Health Insurance Fund: Members shall also contribute to the Health insurance fund to cater for the health needs of the members.
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M E E T I N G C : I n t r o d u c t i o n o f V S L A + t o t h e t a r g e t e d c o m m u n i t y ( CONT . )
• Membership size: VSLAs are made up of 15-30 members. Membership is open to parents and caregivers of children and
adolescents, (both women and men). If Associations are larger than 30 members, they are encouraged to divide into smaller sub
associations.
• Criteria for selecting VSLA group members: Members must be aware of the qualities that are needed in a member. So, The
trainer reviews the qualities of a good member, and suggests that anyone who is not able to meet these standards should probably
not join.
1. Know each other and be from same community.
2. Preferable members from families with children and adolescent girls
3. Not live too far from where the meetings will be held.
4. Have a reputation for honesty and reliability.
5. Be able to attend all meetings.
6. Attend all meetings on time.
7. Follow all rules.
8. Have cooperative personality. Someone who is known to create conflict should probably not join.
9. Be able to buy at least one share each week.
10. Be able to repay loans on time.
• Autonomy and self-managing: This is fundamental to their mode of operation and objectives. A VSLA Association’s goal is
financial independence.
• General Assembly and Management Committee: VSLAs comprise a General Assembly and a Management Committee. The
General Assembly is the supreme body from which the Management Committee is elected and from which it derives its authority.
Each member has only one vote.
• Management Committee Membership: VSLAs have 5 elected Committee members, which include: A Chairperson, Secretary,
Treasurer and two Money Counters. They are subject to annual re-election at the start of a new cycle and may be removed at
extraordinary meetings. At least two of the Committee members should be female in the case of mixed Associations.
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M E E T I N G C : I n t r o d u c t i o n o f V S L A + t o t h e t a r g e t e d c o m m u n i t y ( CONT . )
• Meeting schedule: VSLAs in Uganda meet on a weekly basis but can determine longer durations after their first saving out (action
audit).
• Transactions: All transactions are carried out at meetings in front of the Association, to ensure transparency and accountability. This
also ensures that all the members can witness who has saved and who has not, who has borrowed and who has not and what this
means in terms of net worth.
• Lockable Cash Box: The Association uses a lockable cash box to prevent unauthorized cash movements and risks of tampering
with records. The cash box also ensures that transactions do not take place outside Association meetings.
• Saving Cycle: The cycle of savings and lending is usually between 8 to 12 months. At the end of this period the accumulated savings,
interest earnings and earnings, are shared out amongst the membership in proportion to the amount that each member has saved
throughout the cycle.
• Record keeping: All Associations keep records, some keep written accounts, although some depend on memorization.
• Internal Rules and Regulations.:VSLAs agree on a set of rules stipulated in their constitution, to guide their activities. An
Association Constitution provides a framework for governance, dispute resolution and disciplinary action. It further sets guidelines
for Savings, management of Loan, Welfare and Children Emergency Fund (CEF) and how to deliberately integrate Violence against
children prevention activities into all the transactions of the VSLA.
• Loans: VSLAs give out loans for productive purposes to members only. The size of a loan available to a member is linked to the total
value of his/her savings (3 times of the member total savings). Interest is charged on loans and falls due every four weeks/month.
• Savings value: Members of a VSLA agree on the minimum value of savings. For example, an Association may decide to save a
minimum contribution ranging from UGX 200 to UGX 1,000. A member can save a maximum of 5 times of the saving value determined by the group. This helps to avoid individual dominance in the group.
• Welfare and Children Emergency Fund (CEF): Besides savings, VSLA members contribute money for the Welfare Fund and
Children Emergency Fund (CEF). Members agree on a regular, fixed contribution, with everyone contributing the same amount. The
Welfare Fund is usually for emergency assistance, while the Children Emergency Fund (CEF) shall be used for the basic needs of
CEFs such as educational and health, etc. It is important to understand that the Welfare Fund is set up to cover expenses that cannot
be exactly predicted. It is not the purpose of this fund to grow, but to be set at a level that covers costs.
The trainer discusses how savings will be mobilized in the community: Sell labour, IGAs and Remittance.
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M E E T I N G d : F irst meeting w ith potential V S L A + groups
Objectives

By end of the session:
•

The participants will have a detailed understanding of the VSLA Methodology.

•

The participants will decide if they want to join the group/ VSLA.

This meeting is only attended by people, who are interested in participating in the VSLA, and who have already organized themselves
in groups of 15-30 people, who know and trust each other.

W h a t t o e x pl a i n

The FO/CBT describes the basic features of VSLA

NOTE TO The trainer:

•

He/she should avoid using statements that will seem to imply that VSLAs are only for the wealthy but rather ensure that the
most vulnerable people are included.

•

The trainer should also ensure that the direct beneficiaries (parents of children and adolescents) of the program embrace and
participate in this meeting.
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Sessions

01

SESSION 1:
Group Formation & General Assembly

session 2: Vsla Concepts
session 3: Group, Leadership & Election of the Management Committee
session 4: Development of Association By-Laws/Internal Regulations
session 5: Introduction to Written Record-Keeping
session 6: Meeting Procedures
session 7: Conflict Resolution
session 8: Share Out & Action Audits
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S E SS I O N 1 : G R O U P F O R M A T I O N & G E N E R A L A S S E M B L Y
Objectives

By end of the training session the VSLA will have developed a constitution. The constitution will include;:
•

How the Association is governed, by whom it is governed and how the people who govern it acquire their authority.

•

Set out Rules that govern the operation of all products (Social Fund, CEF, Loan Fund, Health Insurance policies).

This meeting is only attended by people, who are interested in participating in the VSLA, and who have already organized themselves
in groups of 15-30 people, who know and trust each other.

F O RMAT

• Step 1: Recap of the previous session/discussion; community mobilization.
• Step 2: Introduce the topic (group formation and general assembly).
• Step 3: Define the following terminologies: Group, Group Formation and General assembly.
• Step 4: Conduct the actual training.
Draw from the experience and stories of the members.

N O T E T O T h e trai n er :

•

The trainer should ensure that the enrolled beneficiaries of the program are included in the group. They should follow up with
the beneficiaries during the targeted door-to-door mobilization.

•

In addition, trainers should make sure that the criteria determining a good member are tailored to include marginalized
members of the community; while respecting the traditional core principles and best practices of VSLA methodology.
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S E SS I O N 1 : GROU P FORM A T I ON & GENER A L A S S EM B L Y ( CONT . )
G r oup m e m b e r s ’ c h a r a c t e r i s t i c S

The trainer explains that there are 8 training modules:
• Step 1: The trainer starts by reminding the Association of the preliminary meeting at which The trainer met the prospective
Association for the first time. She/he asks the Association if they remember the key points:
1. Confidence in each other.

4. A cooperative personality.

2. Acknowledge the character of all the members.

5. The ability to save regularly.

3. A reputation for honesty.

6. The ability to repay and treat loans seriously.

• Step 2: The trainer then asks the members to suggest other characteristics that are important for members of a Village Savings and
Loan Association. As the suggestions are made, they should be noted by The trainer for reference. Ensure that the following
characteristics are mentioned:
1. Trustworthy and honest.

8. Patient and a good listener.

2. Responsible, mature

9. Fair and just.

3. Passion for children.

10. Considerate of others.

4. Not argumentative: cooperative.

11. A positive personality.

5. Not afraid to contribute to discussions.

12. Hard working.

6. Open to other people’s ideas.

13. Not an alcoholic.

7. Respected in the community.

14. Have time to spare for association meetings.

N O T E T O T h e trai n er :

The trainer should emphasize that members avoid commenting on each other’s characters and capacity. It is important for the
members to become further aware of what it takes to work successfully as a member of a Village Savings and Loan Association
and, if they feel they are not qualified, to voluntarily withdraw.
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S E SS I O N 1 : GROU P FORM A T I ON & GENER A L A S S EM B L Y ( CONT . )
• Step 3: The trainer stresses that VSLAs can fall apart if members do not possess these qualities and should also stress that members
need to save money as their principal objective, because this contributes to their personal and family security. The trainer then asks
the members to confirm whether they want to carry on as members of the Association. If they decide that they do not, no one will
think worse of them, and they should withdraw privately before the next meeting. The trainer must point out that withdrawal should
be a matter for the individual and not for the Association to decide, because this can cause divisions between people who might fit
perfectly well into other types of Association activity.
For example: A member might be extremely hardworking and honest but has a full-time business that means that they
cannot be sure of attending meetings regularly because they must travel away from the village very frequently. It will not
be fair to the group if this person cannot regularly attend.
D e f i n i t i o n o f a g r oup

• Step 1: The trainer starts by asking participants to share experiences in other groups using questions like:
1. Do you have associations in the village?
2. What groups have you previously taken part in?
3. How do they work?
Note what the participants say and if possible, relate it to the criteria of VSLA. Then direct the discussion towards concrete examples
to generate a definition of a group. The trainer should ensure that through the discussions, the participants
understand that:
A group is an association of people who agree to combine their resources to attain a common objective.
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S E SS I O N 1 : GROU P FORM A T I ON & GENER A L A S S EM B L Y ( CONT . )
• Step 2: The trainer then asks the group whether there is a difference between a group and a gathering. The following characteristics
should be able to emerge through discussions.
Characteristics of A Group

Characteristics of A Gathering

•

Longer term

•

Temporary

•

Members have the same goal and sub-goals

•

Specific objective

•

Members conduct their activities together

•

Different activities can take place at the same time

•

Has leaders and rules/regulations

•

The participants may not see each other again after a gathering

•

Members manage conflicts and solve problems together

•

Dissolves as soon as a problem arises

•

Members have a bond of solidarity

•

Has a limited number of members

•

Allows exchange of knowledge

• Step 3: A demonstration — the facilitator, having collected some sticks as local material, should ask two participants to come and do
some demonstration. Give one participant just one stick and give the second participant about six sticks. Now ask each of the group
members to try and break the sticks. The one with many sticks should put all the sticks together and then break them. Ask the
participants what they have seen and what lesson they get from the demonstration. Relate it to the strength of being in a group.
D e f i n i t i o n & r ol e o f t h e G e n e r a l A s s e m b l y

• Step 1: The trainer/CBT tells the members that from now on they will be considered to have formed a VSLA and should decide on a
name. They discuss this and choose a name. The trainer writes this down.
• Step 2: The trainer asks if members belong to other groups. Most associations will have people who are members of other groups
and The trainer then asks the members to discuss what makes for a successful and an unsuccessful group. The trainer puts the
responses up on a flip chart and seeks to emphasize the responses that focus on a well-informed and empowered General
Assembly and good leadership. The trainer then says that the association will first try to explore the role of the General Assembly.
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S E SS I O N 1 : GROU P FORM A T I ON & GENER A L A S S EM B L Y ( CONT . )
• Step 3: The trainer explains the definition and role of the General Assembly. The trainer can discuss the role of the General Assembly
as the supreme body of the VSLA. Quote a recent case in which a Government (preferably not the national Government) lost office
and another came to power as an example.
For example: The government runs the country only because the people have elected it. If they think that the Government
is not doing its job properly then the Government can be dismissed through an election.
• Step 4: The trainer should point out that:
1. All members of the Association are members of the General Assembly.
2. The General Assembly elects the Management Committee (Chairperson, Secretary, Treasurer and Money Counters). The
Management Committee is accountable to the General Assembly. All participants have the same rights in the Association. In
voting, the rule of “one person, one vote” applies. All members have the right to vote and to be elected to the Management
Committee of the Association.
3. The General Assembly, on the Management Committee is responsible for setting the rules and regulations of the Association in a
written Constitution. The Management Committee is empowered by the General Assembly to enforce these rules.
4. The General Assembly is responsible for the work of the Committee that it puts in place. If the Committee does not do its work
well, the General Assembly may replace it. Only the General Assembly can do this. If the Constitution of the Association and
the rules it contains are not respected, the General Assembly can choose to organize a special meeting where the problems
can be discussed, and decisions taken to correct the problem. This can include replacement of members of the Management
Committee whom the General Assembly agrees are not performing their jobs properly.
5. All the members have the right to propose an issue to be discussed in a meeting, and to demand that it be discussed. These
discussions take place after the savings and loan activities are completed. It is equally possible for any member to call a special
meeting. Majority rule must prevail in all decisions made.
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S E SS I O N 1 : GROU P FORM A T I ON & GENER A L A S S EM B L Y ( CONT . )
Su m m a r y & c o n c lu s i o n

The trainer summarizes all that has been said and asks the participants to state the most important points of the meeting.
Afterwards, the trainer announces the topic of the next meetings so that the participants can reflect on what needs to be discussed.
She/he must thank the participants for their participation and close the meeting.:
• Step 1: Summarize the session highlighting the key issues talked about during this session i.e. importance of saving in a group, likely
challenges, roles of the general assembly and individual member roles.:
• Step 2: Questions and answers; give them an opportunity to ask questions on how to conduct a training of this session. Remind
them of the do’s and don’ts.
• Step 3: Inform them of the next session (VSLA Concept).
• Step 4: Closing remarks emphasizing the importance of this session in forming a strong VSLA.
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Sessions
session 1: group Formation & General Assembly

02

SESSION 2:
VSLA Concepts

session 3: Group, Leadership & Election of the Management Committee
session 4: Development of Association By-Laws/Internal Regulations
session 5: Introduction to Written Record-Keeping
session 6: Meeting Procedures
session 7: Conflict Resolution
session 8: Share Out & Action Audits
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S E SS I O N 2 : V S L A C O N C E P T S
Objectives

By the end of the session:
•

Participants will have acquired a deeper understanding major VSLA concepts/ products.

•

How to roll out the different products sequentially.

VS L A C O NCE P TS

• Step 1: Recap of group formation session highlighting key issues.
• Step 2: Introduction of the topic/session to be covered (VSLA Concepts). The purpose of this topic is to ensure clear 		
conceptualization of their day-today meaning and its translation into the VSLA methodology/Focus must be put on their importance
and management in financial groups and individual income generating activities.
• Step 3: Allow members to generate and discuss the concepts.
• Step 4: Relate what is generated to what is in the manual i.e. clarifying where necessary for better understanding.
• Step 5: Real training on VSLA concepts and leadership starts.
The trainer then announces the objectives of the present session, telling the association that the goal of the meeting is to understand
the meaning and importance of Welfare Fund, Savings, Interest, Loan, Children Emergency Fund (CEF) and Health Insurance Fund.
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )
F i r s t s av i n g s co n c e p t
Topic

Savings

Session

1. Reasons to Save

2. Setting Priorities for Your Money

3. Goal Setting: Long & Short Term

4. Making A Savings Plan

Session Objectives
•

How do people in your community save?

•

How do you as an individual save?

•

Analyze the reasons people save.

•

Discuss what makes someone a good money manager

•

Link the reasons to save to 3 types of savings goals

•

Distinguish needs from wants

•

Examine the expected and unexpected reasons to save in their own life
cycles

•

Prioritize expenses and goals for one’s own household

•

Discuss setting a GROUP savings goal vs. an INDIVIDUAL savings goal

•

Analyze the difference between short- and long-term goals

•

Align goals with capacity to save

•

Discuss giving up something small to achieve something larger

•

Examine the expected and unexpected reasons to save in their own life
cycles

•

Prioritize expenses and goals for one’s own household

•

Discuss giving up something small to achieve something larger

•

Examine the expected and unexpected reasons to save in their own life
cycles

•

Prioritize expenses and goals for one’s own household

•

Emphasis VSLAs

5. Where to Save?
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )
• Step 1: The trainer asks people why they save and why they borrow. She/he lists the responses on two separate flipcharts. The table
below suggests the key reasons, which should be drawn out before moving on.
Why Do People Save?

Why Do People Borrow?

•

To cope with unexpected emergencies

•

To cope with unexpected emergencies

•

To buy an asset

•

To buy an asset

•

To invest in an enterprise

•

To invest in an enterprise

•

To pay for predictable expenses (such as school fees)

•

To pay for predictable expenses

•

To allow for future consumption (i.e. food at a time when stores
are used up)

Because the purposes for which savings and loan services are needed are the same, The trainer then asks the association to describe
the basic difference between the two.

N O T E T O T h e trai n er :

The trainer explains that both savings and credit involve the regular payment of small amounts of money so that the members
can have a useful lump sum available when they need it.
In addition, The trainer should point out that savings (increase economic and social security) are normally collected for
emergencies and to pay for predictable events and expenses, while loans (liability that increase risks) are normally given out to
pay for investment opportunities that have been identified.
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )
• Step 2: The trainer tries then to draw out the notion that savings are more important to poor people than loans, because people
need to have a cushion of wealth before they can start to take the risks associated with borrowing. Therefore, the VSLA program
emphasizes savings.
The question may arise that poor people are unable to save. The trainer points out that poor people can save, and that savings are
not normally held in cash and asks the Association to suggest other forms of savings. The list can include:
1. Grain in a granary
2. Livestock (cattle, goats, sheep, chickens)
3. Agricultural tools
4. Transport equipment such as bicycles and oxen carts
5. Furniture and utensils
The point to draw out is that all these things can be converted into cash to pay for necessities or to cover an expense.
• Step 3: The members are asked why a person is better off saving in an Association than individually. The answers should cover the
following:
1. Group peer pressure encourages people to save when otherwise they might spend the money.
2. Savings held by the Association are more secure because they cannot be lost or stolen by other members of the household.
3. Access is controlled until the savings build up to a useful amount.
4. By using the savings as a source of loans for members the savings earn interest and increase in value. When they are held in the
household, they lose value (owing to inflation).
• Step 4: The trainer asks whether there are any risks in group savings and how the group can guard against them. The following may
be mentioned. Ensure that they can come up with solutions to these which the CBT should write down for the next session.
1. Non-repayment of loans by certain members.
2. Non-access to savings now required.
3. Obligatory division of losses amongst members.
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )
• Step 5: How savings can grow. The answers may include:
1. Fees for joining an Association.
2. Direct savings contributions, made on a regular basis (daily, weekly, fortnightly, every four weeks/Monthly).
3. Interest earned on loans.
4. Fines charged to members for breaking Association rules.
5. Investment in an Association Income Generating Activity (IGA) such as storage of grain or cattle fattening

NOTE TO The trainer:

•

For youth groups, a detailed approach of training must be followed — be mindful of the timing for each session.

S av i n g s co n c e p t

Set priorities for your money (20 minute exercise).
•

Keep this activity moving and the energy up! Get your ‘Expense Example’ pictures ready. Ask the group in a typical week, what do
you spend money on? How about in a typical month?

•

Each time a volunteer mentions an expense on one of your pictures, call a volunteer to the front of the group and give him/her the
correct picture (see below). When all pictures have been distributed, say:

•

Ask the groups, to prioritize these expenses. Decide and agree on which expenses are the most important and which are the least.
Ask yourselves which expenses you cannot live without making, and which are not important to survival. Rank them from here (show
participants the place for most important) to here (show participants the least important).
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )

WATER

FOOD

EDUCATION

More Important

SOAP

SUGAR

TEA

Less Important

Note T O T H E T R A I N E R :

The trainer should guide the participants to appreciate the need to save for the identified core services of the program. That is
health, Education, Nutrition etc.
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BEER

S E SS I O N 2 : V S L A CONCE P T S ( CONT . )

SAY

ASK

•

The expenses we have that are necessary for our survival are called needs. Some needs are urgent – we need
them immediately, like food and water – and other needs are
important, like a roof or school fees.

•

Things like tea or local beer are pleasurable, but they are not necessary for survival. We call these things that
are desired but not necessary wants.

•

Knowing the difference between our own needs and wants – what is necessary and what is optional – is
important as we begin to plan how to save and manage money.

•

Which of the goals we listed when discussing long and short term goals are needs? Which are wants?

•

How can we prioritize our own goals? Give participants a few moments to think through their own goals
and prioritize them. Let us focus on decreasing expenses before we discuss planning.

•

What is one expense you have per week that you could decrease? Allow 4-5 participants to offer their
answers. Choose one to use an example. Use the script below which focuses on beer as a guide:
1. Let us say that someone drinks a local beer 4 nights a week. Each local beer costs UGX 2000. If this
person cuts down on 2 beers per week, how much extra money will he have each week?
2. If this person continues to cut down on 2 beers per week, how much extra money will he have in 1
month?
3. And if this person continues for 6 months, how much will he have?
4. What could someone buy with that extra money? Allow 4-5 participants to offer their answers.
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )

SAY

ASK

•

Just by cutting out one small optional expense, another savings goal can be reached. Now let us discuss the
places we must choose from to keep our money safe.

•

What are the long term goals? what are the short term goals? (20 minutes)

•

Review the ideas from the session demonstration on Day 1. Draw participants’ attention to the sessions and
learning objectives for the savings sessions. Explain that you will continue to discuss the savings sessions
together now:

•

Reaching your savings goals is like climbing a ladder. At each step, you must consider several things. At the
beginning of our climb, we must think about how much we can
realistically save and, given that, when we
will reach our goals.

•

How much will your VSLA members normally save each time they meet? Estimate.

•

What types of savings goals do VSLA members normally set?

•

How much do these costs? Take note of answers on a flip chart. When you have a list of 3-5 goals, ask:
1. Depending on how much they can save, identify the goals that can be reached in a few weeks or months.
2. Which goals will take more time (a year or more) to reach?
3. Give an example to illustrate comparing capacity to save to when someone can meet a goal:
For example, I want to buy a new mobile phone. I normally save about UGX 5000 each time we meet.
The mobile phone I want to buy is simple, and it costs about UGX 50,000. If I continue to save UGX 5000
each week, I will be able to buy my mobile phone in 10 weeks.
A goal that will take just a few months to reach – such as 1-3 months – is a short-term goal. You can reach
a short-term goal in a short amount of time. A goal that will take longer to reach – such as a year or more
– is a long term goal. A long-term goal is a big dream that you hope to achieve someday in the future.
Give each participant a copy of the ‘Savings Plan Worksheet’ and allow them to work out a personal short
and long term goal. Explain the existence of medium-term goals, as well as the importance of knowing
how much goals will cost and when you will meet them. Go over a savings plan together.
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )
S a v i n g F O R A P U R P O SE

Making a savings plan (60 minute exercise):
•

Modify savings goals and develop savings targets.

•

Match savings goals to the best savings service.

•

Prepare a plan to apply what you have learned:
Savings Goals & Planning Worksheet
Short term GOALS
Education fees

1,200,000

In 6 months

Save 200,000 per month

Emergency Fund

180,000

In 3 months

Save 60,000 per month

Long term GOALS
New Roof

720,000

In 36 months

Save 200,000 per month

Total Savings Required

2,100,000

45 months

Save 460,000 per month

ASK

SAY

•

What do you think about the possibility of your family achieving these goals?

•

What will they have to do?

•

The first step in planning is to match our goals with our capacities to save. The following tips will be helpful:
1. Look for new ways to save on expenses
2. Look for new ways to increase income
3. Look for new ways to save part of your income regularly
4. Examine whether you can meet a goal for less money.
5. Prioritize your goals—perhaps you can put off one goal to realize another one
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )

SAY

•

What are the most important things you can do to improve savings in your own family?

ASK

•

Encourage the group to mention as many ideas as they can think of. Then invite each one individually to
prepare an action plan answering the following question: What are at least four steps you can take after
this to improve savings in your own household?

Savings Targets
MONTHS

SAVINGS GOALS

1

2

3

Education
Emergencies

Health
Roof Repair
Total Savings Required
Total Saved
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )
Loan concept

• Step 1: The trainer goes back to the flip chart showing why people borrow. The trainer asks members if anyone has received a loan
from a bank, from a money lender, cooperative, family member or friend. The trainer asks what the purposes of such loans have been
and lists them on a flip chart’s/he discusses the loan use as productive and consumption loans.
• Step 2: The trainer then asks what is common to most loans and tries to draw out that all loans have repayment conditions that
specify how long it will be before the loan is repaid, how it will be repaid (instalments or in a lump sum) and if it attracts interest or
not. The trainer then tells the General assembly that if they use the members’ savings as a source of loan capital, they must agree on
standard conditions.
Set of rules-to avoid favouritism or disagreement. It is unfair for a member’s savings to be used to finance a loan for someone else for
a purpose that they disagree with.

NOTE TO The trainer:

•

There should be discussion with groups to enable them understand the consequences of borrowing, and making borrowing
decsions as shown in the sections that follow.
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S E SS I O N 2 : V S L A CONCE P T S ( CONT . )

Avoid over-indebtedness

If you don’t pay your
debts, you might
lose your security.
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ASK

•

What are some of the reasons that people cannot repay loans? Discuss the reasons that people are
unable to repay their loans:.
1. Business does poorly or not as well as expected
2. Loan money meant for business is spent on personal purchases (i.e. hair, clothes)
3. Loan money meant for business is taken by a spouse or other family member (i.e. husband takes loan
money and spends on social activities)
4. Theft
5. Borrower has an illness that keeps him/her from working
6. Natural disasters or “acts of God”
7. Loan money is diverted to deal with a household emergency
8. Borrower follows risky business practices like selling on credit
9. Borrower does not keep track of loan repayment schedule

•

What are some of the consequences of not repaying a loan? Ideas can include:
1. Your property may be seized (guarantee or security lost)
2. You may need to pay penalties and fees
3. It may be difficult for you to get another loan in the future, or more costly
4. You will feel embarrassed among your family and community (loss of face)
5. You could be listed as a risk with the Credit Reference Bureau which will limit your ability to borrow
from any institution.
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SAY

•

There are 3 important ways to avoid the risks and their consequences that we just discussed:
1. Use your loan for the reason that you borrowed
2. Use the loan for a productive purpose, rather than for consumption
3. Know your capacity to borrow, and use it as a guide.

•

Reviewing the ‘Box Budget’: Let us understand what capacity to borrow means and how to calculate it — using
the ‘Box Budget’ as a guide. To borrow within her capacity, Mrs. Blessings expenses, savings, and debt payments
should not be more than her income. You must do the same when you choose to borrow.
M rs . B lessi n gs’ Capacit y to B orrow
Mrs. Blessings has had a small grocery business for almost 2 years. She knows that if she buys vegetables in bulk
from a local farmer for UGX 10 each Monday, she can sell those vegetables for UGX 45 over the week (her weekly
income), and her business expenses are UGX 10 per week. Instruct the volunteer to place 45 counters in the “income” box, each counter UGX 1. The volunteer must also place 10 counters in the “expenses” box.
She has worked out that her husband (not working now), her 2 children and herself can live on UGX 20 per week
if they’re careful. She puts UGX 15 aside each week for household expenses. and saves UGX 5 weekly in her VSLA..
Instruct the volunteer to place 5 counters in savings to represent UGX 5 and 15 in expenses to represent UGX 20
for household expenses.
Mrs. Blessings has recently learned that she could buy metal roofing for her house at UGX 6 per sheet. She needs 5
roofing sheets. How much money does she need to buy them now? UGX 6 x 5 sheets = UGX 30
Over the year, she has managed to save UGX 20 with her VSLA and can get a loan of UGX 30 for the roofing from
her VSLA group. The interest on the loan would be 10%. In total, she would have pay back UGX 33, in weekly payments of approximately UGX 8. Instruct the volunteer to place 8 counters in savings to represent UGX 8 in the
debt and loans box.

•

Find a volunteer to place counters in each box of the ‘Box Budget’ as you read the story (see the next table):
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SAY

1 . I N CO M E

2 . EXPENSES

3 . SAV I N GS

4. D EB TS & LOANS

•

Can Mrs. Blessings afford to take this loan? Yes, because her debt payments, business and household expenses, and savings would not be more than her income each week, she has the capacity to take this loan
and reach her goal now.

•

How could Mrs. Blessings adjust saving and/or her spending to make sure she makes her payments
if her expenses suddenly increased? She can use some of the money she normally saves to make the loan
payments, and she will still be able to save each week.

•

What does Mrs. Blessings have that can help her to make a payment in case she has an emergency
or does not make money? She will still have the money she saved with her VSLA, which she could draw on
in the case of an emergency to make the loan payment or supplement her income.

• Step 3: The trainer asks and discusses with participants the different types of loans in their community.
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Interest concept

• Step 1: The trainer should return to the concept of interest, which was previously discussed, during the preliminary meeting with
clustered associations.
To avoid misunderstandings of a social or religious nature, the facilitator must use tactics when explaining to the participants that
interest is only recognition that the borrower accords the creditor in repaying a little more than was borrowed. The facilitator should
look for stories that are appropriate to the culture and the region when explaining interest. (See the following story).
AN D E R U R E T U R N S W IT H IN T E R E S T
Anderu borrowed a cooking pot from her neighbour. When she had finished with it, Anderu returned the pot well washed, and
with some food.

•

Discuss the story with the participants. Explain to the participants that in the VSLA groups, the money loaned belongs to the
members. In borrowing money from the group, we are borrowing for a limited period from all the members of the group. It is
therefore normal to reimburse the money with a little extra.
Therefore, borrowers must pay their interest to the group. This money comes back to the group as interest on their savings. It is a
token of gratitude to the participants who have made their money available to others, and it is a way of increasing the value of each
member’s share: in a sense, when interest is paid, the borrower is increasing his/her own savings. Explain that in formal banking institutions, interest is always paid on loans.
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•

The trainer should summarize Anderu’s story as follows:
•

Anderu borrowing the pot from the neighbour is the loan principal.

•

The food she returned the pot with is the interest i.e. a sign of appreciation for the help given to her.

•

When Anderu borrowed and used the pot, its value was affected. The same goes with money borrowed from
groups, its value is affected by inflation. So it was a good thing that she returned the pot with food (interest)
to cater for its loss of value — depreciation.

•

Anderu’s borrowing the pot is like a member in a VSLA , the neighbor is the VSLA group and the pot represents accumulated savings.

•

Anderu’s returning the clean pot with food is repayment of the loan principal plus interest.

EV ERYO N E I S A W I NN ER !
Anderu benefited from using the pot — the loan, and the neighbour benefited from lending the pot by earning
interest — the food she brought back with the pot.

Relating to Anderu’s story, the trainer will conclude by giving the following reasons for charging interest:
•

The lender could be using the money himself while someone else is borrowing it. Because he does not have access to it, he is not
getting the profit he would get from using it, so the borrower must pay an amount that compensates him for not having this profit.
Because he has not worked to earn the profit, the amount should also be less than the profit – somewhere in between. Alternatively,
it may be easier to explain that interest is a means of thanking the lender for the use of the money.

•

The money is losing value while it is being borrowed because of inflation. The borrower must pay some money to cover this loss

•

The interest charged is the property of the association and is not lost to the members (as it would be if they had borrowed from a
bank). It ends up back in their pockets and is, in effect, another form of savings, because they get it at the end of the cycle when the
money is saving out.

•

To discourage borrowing without a serious need or purpose.
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W E L FARE F U ND c o n c e p t

• Step 1: The trainer starts by defining a welfare fund. These are funds contributed by members, it caters for members’ 		
emergencies and social obligations. The trainer should explain that the money raised for the welfare fund is kept separate from that
in savings. If these monies in the fund were to be mixed in with the rest and/or disbursed as loans, there may not be enough
on-hand to make a beneficiary pay-out; emergencies are unpredictable.
• Step 2: The trainer should point out that loans may not be suitable to meet emergencies and it is normal for associations to
develop a welfare fund to provide grants or interest-free loans to members that have encountered special problems and disasters.
The association should discuss what defines as an emergency and if it can be covered by the welfare fund. In addition, the
association should determine whether these funds should be provided as grants or as interest-free loans.
For example: an association can write off grants in the case of death, paying out to beneficiaries depending on whether or not the
deceased is a spouse, child, grandparent etc. However, emergency situations requiring payments such as school fees, are likely to be
provided as interest-free loans.
The types of emergencies usually covered by a welfare fund are:
1. Medical expenses, including drugs, doctor visits and hospital bills.
2. Funeral expenses.
3. Educational expenses (also for orphans and vulnerable children).
4. Disasters, such as a house burning down.
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Children Emergency Fund(CEF) concept
Note T O T H E T R A I N E R :

•

The Children Emergency Fund (CEF) concept integrated within the VSLA methodology will be an effective community-driven
mechanism to support vulnerable children with temporary consumption support. It needs to be actively promoted and
properly introduced to the beneficiaries – right from the beginning, it requires serious engagement and buy-in right.

•

It is crucial to convince the groups to incorporate this in their constitution as a mandatory contribution. In collaboration with
child protection committee and local leaders, group members must identify the most vulnerable children in the community.
Members need to agree to contribute weekly or monthly; the money saved will be used to support the CEF with food,
scholastic materials, school fees, etc. However, it is also good to allow flexibility on the kind of support group members can
provide.

•

Close support and supervision by the program staff is needed in the beginning to enhance quality, 		
sustainability, and uptake of this new innovation.

• Step 1: The trainer starts by defining Children Emergency Fund (CEF). This is an effective and sustainable community-driven
mechanism for reaching children in destitiute households/ families; providing support enabling them to attain the basic needs.
S/he then explains that CEF will be the second activity to be conducted in the normal meeting after the welfare fund. It should be
treated as a grant and should also be kept separate from other funds kept in the VSLA+ group.
The trainer should points out that even though the welfare fund improves the social network of members and is useful in 		
emergencies, it is not sufficient for CEF needs — purposely saving for the improved wellbeing of orphaned and vulnerable children.
• Step 2: The trainer asks the participants to form small groups, and the following questions must be asked to determine whether
they have a justification for the creation of a Children Emergency Fund (CEF):

VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

| 48

S E SS I O N 2 : V S L A CONCE P T S ( CONT . )
1. Who is a vulnerable child in extreme condition?
2. What are some of the characteristics of such a child?
3. What are the common needs of children in extreme vulnerability?
4. What challenges do they normally face?
5. Do we have such people in this community?
6. What efforts have we done to limit on their vulnerability?
7. What can we do as a community to put a hand in supporting them?
Give them some few minutes to brainstorm and then present to the rest of the members. The trainer can then discusses their
responses in line with the importance of introducing a separate bag — CEF for the needs of vulnerable children.
• Step 3: The trainer clearly points out that group members must decide on the most convenient and mandatory amount to save and
when to save it, depending on their meeting frequency. S/he then emphasizes that the group members will discuss what types of
needs will be covered by the CEF. They will also determine who is eligible to benefit and their category of support. However,
beneficiaries from this fund MUST be directly the vulnerable children. CEF usually covers needs such as:
1. Education, this can be in form of: scholastic materials, school fees or school dues, uniforms etc.
2. Health, specifically payments such as: clinical bills, transportation to a hospital, etc.
3. Nutrition, this can be: buying food especially in instances where the a household/family is unable to feed their children.
4. Psychosocial support such as counselling.
The Children Emergency Fund (CEF) shall be disbursed to select beneficiaries after an assessment by the General Assembly; and it
must be given as a grant. The caregiver of the child or children will sign up for the assistance/ support on their behalf.
The pay out of CEF is only done in a meeting. The group appoints a focal person from the General Assembly to oversee the fund.
The Children Emergency Fund is specific to the CEF needs under the Temporary Consumption Support.
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make sure you’re covered

Prepare for the
unexpected.
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Health insurance concept

• Health insurance scheme shall:
1. Introduce and pilot the community-based health insurance scheme (Savings for health); integrating it within the VSLA+
methodology to improve access to health services and health outcomes — targeting low income communities organized into
groups like VSLAs with a common goal.
2. Identify accredited health service providers preferred by the communities and train them in health insurance and management.
3. The health service provider must also offer health education and community outreach. Data collection tools used must capture
member profiles, number of cases attended to, number of community out reaches, referral cases and number of vulnerable
children under the age of 5 years on special nutrition management.
4. VSLA members must agree on a pre-paid fee for medical care and contribute a certain percentage, for instance: Offer 15% of the
overall contribution, with the health service provider and other development partners covering the remaining percentage.
5. These members must be given an ID at a fee. These unique IDs and where possible, a health service provider’s medical card will
be issued for accessing medical services.
6. VLSA members must contribute toward payment as agreed upon with the health insurance service provider, after a stipulated
time period. For example: If the total amount due was UGX 600,000 after 10 weeks. A VSLA of 20 members would have to have
each member pay a total of UGX 30,000; a weekly contribution of UGX 3,000 for 10 weeks (10 saving meetings). The group must
appoint a focal person who is supported by the General Assembly to keep track of the contribution record, ensure efficient management of this fund, and ensure that it is kept separate from other VSLA funds.
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S U MMARY & C O NC L U SI O N

• Step 1: Summarize the concepts and state that VSLA is like a company that is made up of several owners, who hire a manager to
carry out day-to-day functions. The manager of the company has the power to control day-to-day activities. The next step is to consider what positions need to be filled in a Management Committee and the qualities that the Association will be looking for
in the people who will be elected to these positions.
• Step 2: Summarize the session highlighting the key concepts i.e. savings, loan, interest, welfare fund, Children Emergency Fund
(CEF) and Health insurance Fund emphasizing why they are important for the VSLA.
• Step 3: Question and answers ensuring active participation..
• Step 4: Inform members of the next session i.e. Leadership and Election of the management committee & other Association leaders.
• Step 5: Simulation i.e. ask one member to train other participants on concepts the way it is done in a VSLA. Analyse and discuss The
trainer’s strong and weak facilitation points for learning, emphasizing, upholding of the strengths and avoid the weaknesses.
• Step 6: Closing remarks.
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Sessions
session 1: group Formation & General Assembly
session 2: VSLA Concepts

03

SESSION 3:
Group, Leadership & Election of the
Management Committee

session 4: Development of Association By-Laws/Internal Regulations
session 5: Introduction to Written Record-Keeping
session 6: Meeting Procedures
session 7: Conflict Resolution
session 8: Share Out & Action Audits
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Objectives

By the end of the session:
•

Participants will confirm that they are all people who will support their association, and that everyone is interested and committed.

•

The participants will agree to form themselves into a Village Savings and Loan Association (VSLA).

•

The participants will understand the role and authority of the General Assembly.

•

The participants will understand the roles of their leaders and be prepared to carry out elections on the Management Committee.

L EADERSHI P

• Step 1: Who is a leader? The trainer must ask about the types of leaders found in the community and makes a list. What type of
leaders are needed to manage a Village Savings and Loan Association? This is likely to result in Chairperson, Secretary and Treasurer.
The trainer then reaches consensus on the need for Money Counters were at least two people verify the amounts that are 		
contributed and issued as loans. The trainer MUST ensure that members understand that even though there are five members on
the management committee, the association will appoint other members to form the General Assembly under the following
positions; CEF focal person, Welfare fund Treasurer and 3 key keepers.
•

.Step 2: The trainer will start by reading the stories (in the sections that follow) and let the participants draw their own conclusions.
The trainer is free to use other stories that underscore the points s/he is trying to convey to the association.
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T h e I m po r t a n c e o f a M a n a g e m e n t Co m m i t t e e

• Story 1: The importance of creating a Management Committee and each member’s responsibilities as well as the need to follow a
set procedure for meetings.
In the community of Gimara, participants decided to form a Village Savings and Loan Association. They thought that since they all
knew each other, there was no reason to elect a Management Committee. After a few meetings, it didn’t matter that the members
tried to speed up proceedings or that people came and went as they needed, as long as money was deposited to the collection bowl.
Records keeping was on a voluntary basis and the cash would be kept in a safe place by a trusted widow. As meetings progressed,
there was disagreement as to how much money was owned by the association — there were no proper records for verification.
Members were upset, angry and some turned violent; the sub County Chief had to be called to restore order.
Conclusion: Emphasize that any successful group needs a management committee.

• Story 2: The importance and description of roles, responsibilities and qualities of association leaders
This is the story of the Village Savings and Loan Association in the village of Odravu. The association participants elected the
daughter of a well-respected local sub-chief, a very honest, reliable but timid woman — as Chairperson. The Trainer/CBT had tried to
explain that the role of Chairperson demanded dynamism; someone who knows how to organize and run meetings, maintain order,
handle conflicts and represent the association to outsiders and non-members. Later, the participants realized their error and elected
another Chairperson, but were delayed in their savings and loan activities, as the new Chairperson had to be trained.
How could this situation have been avoided? Discussion of this story should help the participants to define the characteristics
necessary for each member of the Management Committee and their different responsibilities. The lesson the trainer is making here
is that just because someone is a good/greaat person it doesn’t always make them leadership material.
Conclusion: There is a need to clearly consider roles and responsibilities of a given leadership position before electing
people to office.

55 | VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

S E SS I O N 3 : GROU P , L E A DER S H I P & E L ECT I ON OF THE M A N A GEMENT COMM I TTEE ( CONT . )
Q u a l i t i e s & R e s po n s i b i l i t i e s o f t h e VS L A C h a i r p e r s o n
Chairperson’s Qualities

Chairperson’s Responsibilities

•

Respected, dynamic and visionary

•

To call the meetings to order, announce the agenda and lead discussions.

•

Trustworthy, fair and capable of being neutral

•

To maintain discipline and levy fines as needed.

•

Strong personality, but not autocratic

•

To ensure that the meetings follow proper procedure (especially with

•

Tactful

•

Listens to others and takes their opinions into account

•

Patient

•

Organized

•

Punctual

•

At ease speaking in front of others

•

Capable of summarizing the views of many people

respect to Welfare Fund, Children Emergency Fund (CEF), Health Insurance,
savings/saving and loan procedures) and that the Constitution is followed and
respected.
•

To represent the Association to outsiders and non- members. As needed to
provide a brief history of the Association and its performance

•

To facilitate discussion of issues raised by the General Assembly and to ensure
that everyone’s views are listened to.

•

To facilitate solutions to conflicts between the participants.

Q u a l i t i e s & R e s po n s i b i l i t i e s o f t h e VS L A S e c r e t a r y
Secretary’s Qualities

Secretary’s Responsibilities

•

•

Literate and numerate and capable of maintaining
the Association accounts and the Member Saving
Passbooks

•

Trustworthy, punctual, reliable and intelligent

•

From a respected home, and of reputed for honesty

•

Available for specialized training by The trainer/VA

Ensures that all financial transactions and lending take place in front of the
association members, in the correct order and through the Money Counters

•

Records all Welfare Fund, Children Emergency Fund (CEF), Health Insurance
Fund, savings/saving, fines, and loan and cash book transactions.

•

Makes Member Saving Passbook entries and signs when loan repayment is
completed.

•

Provides a summary of the association’s financial affairs at every meeting.

•

Takes the minutes of the meeting, if required.

•

Assists The trainer/CBT to update his/her records during monitoring visits.
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Q u a l i t i e s & R e s po n s i b i l i t i e s o f t h e VS L A Mo n e y Cou n t e r s
Money Counter’s Qualities

Money Counter’s Responsibilities

•

Numerate

•

•

Trustworthy and with a strong character (likely to
resist temptation)

Keeps Association records, Member Saving Passbooks, and money safely at
home in the cash box/pouch

•

Produces the cashbox/pouch containing Association records, Member Saving
Passbooks, and surplus cash at every meeting

•

From a family with a good reputation

•

Lives in a secure house

•

Enters the saving contribution stamps in the Member

•

Reliable and responsible

•

Saving Passbooks

Q u a l i t i e s & R e s po n s i b i l i t i e s o f t h e CEF Fo c a l P e r s o n
cef Focal Person’s Qualities

cef Focal Person’s Responsibilities

•

Trustworthy, calm and organized

•

Focal person in identification and registering of beneficiaries (CEF)

•

Reliable, punctual and trainable

•

Recording all the benefits given out to CEF.

•

Passionate about the wellbeing of children

•

Keeping track of the Children Emergency Fund (CEF) Focal person for other

•

Knowledge on issues affecting children

Program interventions targeting CEF in that group

Terms of Office

• Step 1: The trainer discusses with the association the length of term of office that they want for their office bearers before a new
election must be held. They should be strongly advised that this period should not be less than six months, nor more than a year.
• Step 2: The trainer then tells the members that they should think of the right persons for the positions discussed and in the next
meeting will nominate people for these positions. The associations are given time to think over whom they would like to elect for
each position before the next meeting and The trainer/CBT should inform the meeting that the election should be completed
before the third meeting so that elected officers can begin to prepare for their roles and responsibilities.
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El e c t i o n o f t h e M a n a g e m e n t Co m m i t t e e & O t h e r L e a d e r s

• Step 1: Recap of the session on leadership strictly ensuring that members reflect on the qualities, roles, and responsibilities of a
good committee member for the respective offices; discussed in the previous meeting.
• Step 2: Concerning the election of leadership:
1. The trainer will remind the association that they are supposed to hold their election of the committee in this meeting.
2. S/he will ask participants to list the positions discussed in the previous meeting and then tells the members that they need to
nominate people for each position, starting with the Chairperson.
3. S/he should explain that nominations can be made by any one and if a person is nominated then that person must agree to
stand for election. If they do not wish to be considered for the position, they should be free to refuse and not be pressured to do
so. It should be stated that the minimum number of people nominated for each position should not be less than two, so that a
genuine choice is available to the members.
4. In a mixed association, the trainer/ VA should remind the members that at least two of the members of the Management
Committee should be female – and not only the Money Counters.
5. Set of rules to avoid favouritism or disagreement. It is unfair for a member’s savings to be used to finance a loan for someone else
for a purpose that they disagree with.
• Step 3: The trainer facilitates the development of names for election to each office and advises them to carry out the election using
a secret ballot. The members are told that each candidate is represented by one colour box. Each person is given a small stone and,
in turn, goes to the boxes and, hidden from the members but under the eye of the trainer /FO, deposits a small stone in the box of
his/ her choice.
When all the members have voted the trainer /FO confirms that the number of stones is equal to the number of members and
declares one person the winner. When the number of votes for each candidate is the same, the Association is encouraged to discuss
the qualities needed in a candidate some more and vote again until a result is declared..
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c o n c lu s i o n

•

The trainer concludes stressing that elections are not a one-time thing and that they must be held at the intervals laid out in the
Constitution. If elections are not held, members may feel that they are being dominated by a few leaders who do not have to explain
things to the members. By having regular elections, the association leaders are reminded that they need to serve the if they want to
keep their position. Everyone is reminded by this that the General Assembly is the supreme body of the association.

Note TO THE TRAINER:

•

The trainer will show the association the type of heavy-duty cashbox or lockable canvas pouch that the program will have for
them. The trainer must explain that the cash box/pouch will be held by the Treasurer, who must safeguard it. The cash box/
pouch is fitted with three locks and the keys held by selected members of the General Assembly; so it cannot be unlocked by
the Treasurer.

•

The trainer must show the members the entire kit which consists of: A lockable cash box or heavy-duty lockable and a canvas
pouch, 3 good quality padlocks, each with two keys, a record keeping journal, 30 member saving passbooks, the welfare
Treasurer’s record, a ruler, an ink pad and rubber stamp symbol for the association, two ball-point pens, two pencils, an eraser,
a calculator, 4 lockable pouches/bags (Welfare, Loans, Children Emergency Fund (CEF) and the Health Insurance Fund) and 4
plastic bowls (at least 30 cm in diameter and at least 15 cm deep).

•

The trainer will then hand the kit over and tells the association that it must be paid for during Session 6. S/he must emphasize
that they need the record book to document the internal rules and regulations yet to be set.

•

The trainer should also encourage all members to give their contributions for them to own the decisions made before a final
document of the IRR is completed.

59 | VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

| 60
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session 1: group Formation & General Assembly
session 2: VSLA Concepts
session 3: Group, Leadership & Election of the Management Committee

04

SESSION 4:
Development of Association By-Laws/
Internal Regulations

session 5: Introduction to Written Record-Keeping
session 6: Meeting Procedures
session 7: Conflict Resolution
session 8: Share Out & Action Audits
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Objectives

At the end of the session:
•

The VSLA will understand the purpose of a social fund, will have decided if they wish to have one and, if so, determine how it will be
run.

•

The association will understand the importance of savings and how each individual can invest their savings in a loan fund.

•

The association will have decided on a minimum amount that each member should save at each meeting (the value of a chare).

•

The association will understand the usefulness of credi, who should get loans as well as what terms and conditions will apply if they
want to borrow.

T h e i m po r t a n c e o f i n t e r n a l l a w s & r e g ul a t i o n s
Note T O T H E T R A I N E R :

•

Be prepared to spend a lot of time on this; it may take two sessions instead of one for some associations.

•

The association will have developed by-laws/internal regulations.

•

Association members will have developed a tool that will describe how the Association is governed, by whom it is governed and how
the people who govern it acquire their authority

•
•

The association will have set out the rules that govern Savings and Loan Policies and Social Fund Policies
The trainer calls out the association members who have been elected to office to face the General Assembly. Thus emphasizing that
the association now has leaders who will start to play a role in conducting its activities from now onwards. The trainer then asks what
was remembered from the previous session and notes and discusses any changes in the membership (anyone who has dropped
out). S/he asks the six people who were asked to remember the titles of the various sessions what they were and asks the General
Assembly if the answers were correct.
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•

The trainer then announces the objectives of the present session, telling the members that the goal of the meeting is to understand
the importance of having by-laws/internal regulations to guide them in running the Association.

•

The members must understand that they create the regulations for themselves and can modify them in the General Assembly if
they prove to be incomplete or ineffective. Once the by-laws/ internal regulations are established, and even if some members of
the Association cannot read and write, they should be written and put in the cash box/pouch for reference. This builds confidence
amongst the members that there is a record that can be referred to in times of crisis or dispute.

•

To ensure that the regulations will not be forgotten, as the meeting proceeds, The trainer will ask each member to remember one or
more regulation, and to recite them during the following meeting, so that the others will remember them. Little by little, as the
participants internalize the rules, they can use them, discuss them, and eventually change them. Even if the Association is literate
this is a useful solidarity-building exercise and a practical way of raising consciousness about the Association’s governance.
1. By-laws/Internal regulations of an organization normally cover issues that say:
2. What are the goals and purpose of an institution?
3. Who owns the institution?
4. Who governs it and?
5. How the people who govern it get their authority from the owners.

A VSLA is owned by its members and it elects leaders to run its affairs. The by-laws/internal regulations need to say how this happens.
VSLA by-law/internal regulations differ from those of most businesses, NGOs, or political organizations. It contains more than just
information relating to ownership, authority, and election procedures. It also covers the policies that relate to the Welfare Fund,
Children Emergency Fund (CEF), Health Insurance, Savings and Loans.
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i n t e r n a l l a w s & r e g u l a t i o n s ( IRR )

• Step 1: Recap on the previous session on elections
• Step 2: Introduction of the topic and purpose of IRR. The purpose of this session is to ensure that participants appreciate the
importance of IRR and how the group is facilitated to formulate them.
• Step 3: Allow participants to share experience on where and how internal rules and regulations are formulated.
• Step 4: Emphasize the importance of IRR in a VSLA. Internal rules and regulations is an individual group’s instrument that is
self-generated thus owned.
• Step 5: Real training of IRR in VSLA The trainer asks the question; what are rules? Do you have rules in your homes or communities?
State any examples of rules you have in your community or families.
Note T O T H E T R A I N E R :

•

Internal regulations are principles and procedures that describe what the association wants to do, how it will be governed,
how the people who govern it will be elected and what their powers will be. These can also be laid out in a document that
lays out the rules, or policies that cover the way its activities (such as: Welfare Fund, Savings and Lending) are implemented.

VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

| 64

S E SS I O N 4 : DE V E L O P MENT OF A S S OC I A T I ON B Y - L A W S / I NTERN A L REGU L A T I ON S ( CONT . )
• Step 6: The trainer should tellsthe following stories and draw out reactions from of the participants. These 4 stories show the
importance of internal regulations:
1. Story A: Plan for any eventuality.
In Sarah borrowed UGX. 10,000 from the group. The total of her deposits is UGX 1,500. She has passed away.
What should be done? Conclude by informing the group that they need to set rules addressing such situations i.e. Ratio
of savings to maximum loans approved and member’s death with a loan balance.

2. Story B: What is fair?
TIn the Ma Ecora group, each woman has saved UGX.3, 000. Kadija, however, has only deposited UGX.1, 500. As the holidays are
approaching, the participants have decided to each withdraw UGX.2, 000 of their savings..
What should be done? Should Kadija be allowed to withdraw UGX.2, 000 like everyone else? What arrangements should be
made in similar cases? Conclude by informing the group that they need to agree upon cash withdrawal from individual savings.

3. Story C: Rules and regulations
Juma is a member of the Aliowaku group. He rarely attends meetings, but regularly sends his deposits. Today, Friday, is the funeral
of his daughter’s first child. It is also the group’s meeting day. As usual, he has sent his UGX.100 deposit with his neighbour, but he
also asked for a loan of UGX 10, 000 to prepare food for the funeral. The week before, the group decided to modify the internal
regulations. According to the new rules, the participants rejected Juma’s request for a loan, and returned his UGX.100.
What went wrong? Conclude and inform members that they need to set rules on how to deal with certain behaviours and
by-laws amendments.
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4. Story D: Security of the Association’s Property. The trainer tells this story at this point to illustrate the dangers of not having a
lockable cash boxs.
The members of United Workers’ Association entrusted the Association’s money and records to the Treasurer, who was a woman
with a reputation for honesty. She took the money home in her handbag and always showed up to meetings with the records
and with the small amount of spare cash left over after previous meetings. After six months the Association’s funds began to get
quite large. They had a net worth of UGX 1,230,000 when loans were counted together with cash on hand.
The money was enough to meet most people’s needs and the Treasurer found that she was holding on to UGX 250,000 in a
cupboard in her house. Her husband demanded to use a few thousand shillings for his building business and paid it back,
without paying any interest. Later he took UGX 50,000, to buy materials but met some friends and drank with them, using up
UGX 20,000 of the funds, which he could not pay back.
The Treasurer was desperate, and to try and hide this, she altered the records, but the Secretary of the Association noticed the
alterations and accused her of forgery and stealing the Association’s money. She confessed what had happened and could
remain in the Association but lost her job as Treasurer and her family’s reputation was severely.
What should be done? How could the association have avoided these problems? Discuss this with the participants.

• Step 7: The trainer asks the Association the question, ‘What is the supreme body that controls the VSLA?’ It is likely that the
participants will say that this is the Management Committee, but The trainer reminds them of session 1 and draws out the answer
that the General Assembly holds ultimate power and although the leaders have been elected, they have not been given any tasks
(except calling the meeting to order and reminding the members of the contents of the last training meeting) because there is no
By-law that gives them any authority. The purpose of this meeting is, to set out rules and procedures that they will then be
empowered to enforce. They can enforce the rules because the members of the General Assembly have agreed on the rules and the
right of the leaders.
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• Step 8: Ask the members to suggest what sort of things will be needed in their by-laws/internal regulations. List them on a flip
chart and make sure that the following are listed.
1. Basic information on the Association?
2. What the purpose of the Association will be?
3. What services it will offer its members?
4. Who can belong and who cannot?
5. What is the governing body and who will serve as leaders on the governing body?
6. How will the leaders be elected?
7. How will leaders be removed?
8. How often will the Association meet?
9. How will members leave the Association?
10. What happens in the case of death of a member?
11. What will constitute an offence for which members can be punished?
12. What sort of penalties can the Management Committee impose for what offences?
13. How will members save and borrow?
14. How will a Welfare Fund be established and run?.
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M e m b e r s av i n g s ac t i v i t i e s

• Step 1: The trainer explains that when a member comes to a meeting s/he will save up to a maximum of five times the initial savings
value and that this can change from meeting to meeting.
For example: An association decides to set a savings value at UGX 200 and allows each member to save between 1 and 5 times the
savings value (UGX 200) at each meeting. This means that a member can save UGX 200, UGX 400, UGX 600, UGX 800, or UGX 1,000
at each meeting.
• Step 2: The trainer explains that the Association will record the actual amount of money paid, but that each person will be provided
with a personal Member Savings Passbook. The trainer shows the Association a blank passbook and says that the Member Passbook
will be the property of each person and will be given to the Secretary at the time of making contributions and for each savings
made, a rubber stamp, bearing the Association’s symbol, will be used, with the number of stamps entered into a member’s
passbook being equal to the number of savings made.
Thus, if a person contributes UGX 400, two stamps will be entered, or if the member contributes UGX 1,000, 5 stamps will be entered. The trainer demonstrates this by stamping several savings in the blank Passbook, using the Association rubber stamp. The
trainer points out that it will be much easier to count up the number of savings made (when it comes to figuring out each person’s
number of savings) than trying to add up different sums of money written in a ledger, because the risk of making a mistake (especially with currencies that have thousands of units for a small value) is much less.
Each person will have a Passbook with their savings stamped in, this guards against mistakes or fraudulent entries being made in
the Savings Ledger. The trainer points out that in the event that written records and Member Savings Passbook stamps do not agree,
the Savings Passbook record will be considered to be the valid record. See pages 72-74 for an illustration of what a Passbook looks
like for an Association that allows its members to save between 1 and 5 times the savings value in a meeting.
• Step 3: The trainer points out that the association should allow people to save according to their means, so that people with more
money can save more and help the association’s loan funds to grow more quickly.
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When association members contribute the same amount, this may contribute to feelings of solidarity, but this limits the amount
that is saved, because the better off members cannot save what they would like. It also means that when there is a lot of money
available, such as after harvest, even poor people cannot save more than usual, even if they want to. The trainer points out that no
one tells a person how much grain he can or cannot store in his granary or how many goats a woman can buy. So, it is normal for
people to save according to their means and according to the changing circumstances of the moment. Thus, it could be that in one
week a person contributes UGX 1,500 (3 savings if the saving value is UGX 500) because he has sold some vegetables, but next week
he contributes only UGX 500 (1 saving value) because that is all he has at that time.
• Step 4: The trainer should recommend strongly that there should be a limit placed on the number of savings that can be made by
better-off participants each meeting day, so as to avoid people who are wealthy dominating the Association (although they will have
only one vote). Experience in other countries has shown that the maximum number of savings that a person can save should be no
more than five.
c o n c lu s i o n

•

The trainer points out to the Association the importance of saving on a regular basis. S/he then gets the Association to discuss what
will happen if a person stops making savings and writes down the Associations decision for later inclusion in the written internal
regulations.
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I n t e r n a l r e g ul a t i o n s g o v e r n i n g lo a n p r a c t i c e s & r ul e s

The association is then asked for what purposes loans will be given. The CBT will further define Productive loans and consumption loan.
The trainer needs to point out that loans need to be repaid and that no one should take out a loan without a clear idea of where the
money to repay will come from (including interest). This is a delicate subject. People should not be encouraged to take out loans that
they cannot repay, but it is a fact that many loans will be taken out for consumption purposes. In the context of the family economy,
that which appears to be a non-productive investment – may be the best use of the money. In other words, it is more important that a
person has clear means of repaying their loan. The trainer can ask if the members of the association can think of similar examples from
their own experience.
• Step 1: The association is then asked for how long people should be permitted to take out loans. The trainer should point out that
when loans are short-term, other people in the Association get a chance to borrow, but that many activities could benefit from loans
that take longer than 1 month (i.e. horticulture, animal fattening etc.) The association should be encouraged to have a minimum loan
term of one month and a maximum loan term of three months during the first cycle but may consider changing this after one year’s
experience. Once the Association has decided on a loan term the trainer notes this down..
• Step 2: The association should then decide if the amount of money that a person can borrow should be linked to the amount
saved, or not, explaining the advantage of doing so, which is to reduce the risk that someone with very little investment in the group
will borrow a large amount of money and then default. If the association agrees that there should be a linkage, then it should say
what this should be. Normally the amount borrowed will be a multiple of the amount saved – either double or treble. Whatever the
decision, the trainer should write it down. The trainer should discourage large ratios (above 1:3) but should also strongly discourage
the practice that is common in West Africa of limiting loan values to the amount a prospective borrower has saved. The CBT must
continue discussing this topic with the participants until they have understood the principle.
• Step 3: The association should then decide how much interest should be charged every four weeks (monthly). The trainer should
point out that the higher the rate of interest, the faster the fund will grow, but that this can make it expensive for members to
borrow. Lowering the rate of interest, on the other hand, will be good for members who borrow, but will slow down the rate of fund
growth. The trainer can then suggest that in most countries 10% is normal, but that some places charge as little as 5%. When the
association has decided on a monthly interest rate the trainer notes this down.
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• Step 4: The trainer reminds the association about the already decided types of emergencies covered by the Welfare Fund. The
association then decides on standard benefits for each emergency, so that there is no favouritism in making grants/loans. These are
written down by the trainer and the Secretary.
• Step 5: he association then decides what the amount of regular contributions to the Welfare Fund should be. The trainer should tell
the association that the amount of money needed will always depend on two things: the types of emergencies covered and how
often these emergencies occur. Since emergencies are not easily predictable, it is a good rule of thumb to make a payment that is
less than the value of the minimum savings contribution. Thus, if savings contributions are UGX 1000 a week, the contribution to the
Welfare Fund can start at UGX 200. The trainer can tell the association that after they have been running the Welfare Fund for about
half a year they will have a good idea if the amount they are contributing is enough, or whether or not it needs to be adjusted up or
down. The amount of money to be contributed to the Welfare Fund is written down by the trainer.
• Step 6: Referring back to Step 1, the trainer repeats that the Welfare Fund, Children Emergency Fund (CEF) and Health Insurance
Fund should be kept separately from other funds because, if they are mixed with loan funds, (and used for normal lending) they
will not be available for emergencies. If the association keeps a cash box, it is a simple matter to store the Welfare Fund money in a
separate plastic or fabric bag.
• Step 7: The trainer tells the association that s/he has a written framework that covers the topics listed and that the next step will
involve going through the list, with the trainer asking the membership to discuss each point and reach a consensus. S/he reminds
them that the By-laws/ internal regulations will bind them into a relationship that will be guided by its provisions and they should
not rush through the process. If necessary, a second meeting on the topic to complete the regulations can be arranged.
• Step 8: Discussion and completion of the framework (see below). The trainer should expect this activity to take a long time.
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O u t l i n e o f t h e El e m e n t s o f t h e I n t e r n a l Rul e s & R e g ul a t i o n s

This is a guide rather than a finalized constitution;. After some discussion and anwering key questions, members can finalize the
constitution and demonstrate their agreement with signatures and/or affixing their fingerprints for non-literate.
1. Basic Information on the Association:
•

Name of the association: __________________________________________________________________________________________________________

•

Address of the association:_________________________________________________________________________________________________________

•

Date when the association was formed: _____________________________________________________________________________________________

•

Date of registration: ______________________________________________________________________________________________________________

2. Objective(s) of the Group:
Possible areas to be mentioned. The objectives of the group include the following:
•

To provide suitable financial services to economically empower parents and caregivers of children to enable them to provide basic needs for
household members (children and adolescents inclusive).

•

To train members on financial literacy and business management skills to enable them take informed decisions on money matters and enterprise selection, planning and management.

•

To use the platform to sensitize VSLA members on prevention of violence against children and mitigation measures.

•

To promote harmonious relationships in families.

•

To network with other development partners to improve family financial resilience and sustainable livelihoods.

•

The group shall undertake the following activities to attain the above objectives:__________________________________________________________

3. Criteria for Membership:
• Gender: M/F

• Lower limit _____ years

• Age (Upper and Lower age limit):
____________________________

• Upper limit _____ years

• Running a business/ Income generating activity):
___________________________________________

• Health:
______

• Good Reputation: __________________________

______
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4. Composition of the Management Committee:
•

Chairperson (1)

•

Secretary (1)

•

Treasurer (1)

•

Money Counters (2)

5. Election Procedures:
•

Any member shall be eligible to serve on the Management Committee for a period of ______ terms.

•

Elections shall be held _______ times in a year.

•

A minimum of ________ members shall be present for the elections to take place

•

Elections procedure shall use a system that allows everyone’s vote to be secret.

•

_______ shall be the minimum number of people that must stand for each position

•

A member to be elected shall be nominated by _______ members and seconded by _______ members/before being put forward for election.

6. Removal of Officers from their Position between Elections:
Any member of the General Assembly can call for a vote of no confidence in a member of the Management Committee. If the resolution is passed by
most of the members, the member must step down from the Management Committee and a new one be elected to the same position.

7. Meetings & Amount of Savings Deposit:
•

The group shall meet _______ times in a week.

•

The operating cycle for the group before pay-out shall be _______ months.

•

Each member shall be required to make a minimum saving deposit of UGX ________________ at each savings meeting.

•

All members shall be allowed to save at most up to ________ times the agreed savings amount which will be

•

The following shall be done when a member cannot meet the minimum saving deposits: _________________________________________________

8. Criteria for Health Insurance Fund Contribution & Disbursement:
•

How much will each member contribute to the Health Insurance fund?

•

What are the available health services?

•

How many family members will be eligible to access the medical care?
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9. Criteria for Loan Disbursement:
•

The agreed purpose for members to borrow from the group is:_____________________________________________________________________

•

Group priorities for loan allocation when funds are insufficient to satisfy everyone is needs:______________________________________________

•

The group will put into consideration the following when assessing the borrower’s ability to repay:________________________________________

•

The eligible member to borrow shall meet the following requirements:______________________________________________________________

•

The association shall write off a loan that is not repaid after ______ weeks and invoke legal action against the defaulter.

•

The defaulter shall pay _______________ as interest charge on amount of loan defaulted per month.

10. Conditions for Repayment:
•

The loan repayment period shall be _______ months.

•

The interest on loan shall be _______ % per month.

11. Situations Where Fines/Other Sanctions:
OFFENCE

FINE (UGX)

OFFENCE

FINE (UGX)

•

Meeting non-attendance

__________

•

Disrespectfulness to members/leadership

__________

•

Late to meetings

__________

•

Ignorance about previous meeting’s proceedings

__________

•

Not knowing association rules

__________

•

Non-execution of role by a committee member

__________

•

Failure to make minimum savings deposit

__________

•

Late deposit or loan reimbursement

__________

•

Chatting through the proceedings

__________

12. Criteria for the Welfare Fund:
•

Each member shall contribute UGX ________________________ towards welfare fund per week. Welfare funds shall be accessed if a member
experiences the following emergencies: _____________________________________________________________________________________________

•

For these emergencies, the Welfare Fund pay-out grants emergencies the borrower reimburses the fund to the group. Categories where welfare
funds can be given out as grants: ___________________________________________________________________________________________________
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•

Categories where welfare funds can be reimbursed. If the welfare fund is depleted through grants to members, the following will be done to
replenish it and the funds shall be stored by: _________________________________________________________________________________________

13. Criteria for the Children Emergency Fund (CEF):
•

How much will each member contribute to the Children Emergency Fund (CEF)? ________________________________________________________

•

What categories of needs that the Children Emergency Fund (CEF) will cover?____________________________________________________________

•

What will the Children Emergency Fund (CEF) cover? ________________________________________________________________________________

•

What criteria shall be used to select those eligible to benefit? __________________________________________________________________________

•

Where and how will the fund be stored? ____________________________________________________________________________________________

14. Withdrawal of A Member:
•

The following will happen to a member’s savings in the event of their leaving the group during the cycle: ______________________

•

If a member leaves the group during the cycle, will the member be treated differently if the reason for leaving is their own free choice as opposed
to arising from circumstances beyond their control as described under? _________________________________________________________________

•

If a member leaves the group before loan repayment is completed, the following will be done?_____________________________________________

15. In Case of Death:
•

Measures to be taken in respect to savings and non-reimbursed loans of a member include:__________________________________

16. Criteria for Health Insurance Fund Contribution & Disbursement:
•

__________ Members must agree (as a number) before the constitution can be amended: _______________________ can propose an amendment
to the Constitution.
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Su m m a r y & c o n c lu s i o n

•

The trainer should ask if the members have any questions

•

The trainer tells the members that the next meeting will handle the record keeping of the VSLA association and it will require all
the members to attend in order to support and monitor the work of the committee who will run the meeting and keep written accounts and Member Saving Passbook records.

•

The members are told the date of the next meeting in which everyone participates and are told that the topic will be ‘Record Keeping’. The trainer reminds the members that the Management Committee can only carry out its training if the kit of
equipment is paid for. The cost of the kit is again mentioned, and the trainer confirms that the Management Committee will have the
necessary funds on hand at the time of the next meeting of all the participants (Session 5).

•

At this point, the trainer can suggest that the group commits each member to making the necessary contribution and helps them
calculate the sum that each will have to pay.

•

The association is thanked for its participation and the meeting is closed.
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Sessions
session 1: group Formation & General Assembly
session 2: VSLA Concepts
session 3: Group, Leadership & Election of the Management Committee
session 4: Development of Association By-Laws/Internal Regulations

05

SESSION 5:
Introduction to Written
Record-Keeping

session 6: Meeting Procedures
session 7: Conflict Resolution
session 8: Share Out & Action Audits
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At the end of the training session:
•

Each member of the Management Committee and Focal Persons will understand their individual responsibilities

•

	The Secretary and the Money Counters will understand their roles in maintaining written records

•

	The group members will have basic understanding of the group records and what to monitor.

GETTING STARTED

• Record Keeping: The record-keeping system is made as simple as possible. It does not seek to emulate a full system of
accounting but emphasizes transaction record-keeping. In addition, the measurement of Association net worth, which is
the final output of the accounting system, only counts current assets and current liabilities, on the assumption that nearly
all of the associations will have very few fixed assets (most of which have negligible salvage value and rarely need 		
replacement) and no long-term debt.
Records are maintained in a single book, which can be prepared with a ruler and ball-point pen: no special printing is needed. The
book is divided into sections as follows: A Register, the Welfare Fund Ledger, the Children Emergency Fund (CEF) Ledger, the
Savings Ledger, the Fines Ledger and the Cashbook, Other records kept outside the ledger book include: the Members’ Pass
Books, the Welfare Fund Treasurer’s record and the Children Emergency Fund (CEF) utilization record.
Thus, using a cash book that summarizes each category of transactions, most financial records are double entered. In addition to the
association records, every member has a Member Saving Passbook.
• Preparation: The trainer prepares for the meeting by making sure that the place is quiet, shaded and that it is protected
from the wind. S/he also makes sure that a table is made ready so that the recording of transactions can be done
comfortably, and the cashbox is visible to everyone. This is not strictly necessary, but a table introduces into a meeting a
sense of formality and order. A low table is a better idea than a high table, because it does not create such a barrier
between the Committee and the members and provides a working surface for the Secretary and Treasurer when entering
records and saving stamps.
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Record Keeping

• Step 1: The trainer tells the Committee that the first step is
to prepare the Record Keeping book so that the association can proceed to enter information. S/he takes the record
books, which are made from hard-covered A4 Counter
Books and cuts them in front of the General Assembly, as
shown on the following page, leaving tabs for each category
of entry. Figure 1 shows the normal number of tabs that an
Association will need to keep useful records. The only tab
that is discretionary is the Welfare Fund tab.
An association may not decide to have a Welfare Fund,
or it may decide to have a Welfare Fund; for example, an
Education Fund. Whatever the number of funds it chooses
to have, each must have its own section (and tab) in the
record books. More than 90% of groups that decide to have
a Welfare Fund do not have additional Funds (such as for
education and training), but provision must be made for
keeping records if they do.
The illustration below shows the most typical example of
a record book. Pre-printed record-keeping books, laid out
exactly as shown, are available from VSL Associates. It is
not a bad idea to use a pre-printed book for the first cycle,
because it can then be used by the association as a model
to copy when making their own books from locally available
stationery.

79 | VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

S E SS I O N 5 : I NTRODUCT I ON TO W R I TTEN RECORD - K EE P I NG ( CONT . )
• Step 2: Start the session by introducing the different types of records kept by the VSLA/group. These include:
1. Register.

6. Children Emergency Fund (CEF) Utilization Record.

2. Welfare/Social Fund Ledger.

7. Member’s Passbook

3. Children Emergency Fund (CEF).

8. Fines Ledger

4. Savings Ledger.

9. Cash Book

5. Welfare Fund Treasurer’s Record.

Note T O T H E T R A I N E R :

•

In the illustration of the record book, the tabs on the right to facilitate easy access to the different sections. The number of
pages needed for each tab will depend on how long the Record Book is intended to last and if the association meets weekly,
fortnightly, or monthly.
The following is a rough guide:
•

Register (5 pages)

•

Fines Ledger (1 page)

•

Welfare/Social Fund ledger (8 pages)

•

Cash Book (10 pages)

•

Children Emergency Fund/CEF (8 pages)

•

Notes (9 pages)

•

Savings Ledger (8 pages)

•

Health Insurance Fund (8 pages)

This number of pages is enough to last an association that meets weekly at least a year.
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• Step 3: When the book has been cut, the trainer helps the
Secretary draw all of the accounting outlines in the book, as
shown in Figures 2 – 11 (excluding Figures 4, 5 &6, which are
for the Saving Pass Book). Although dates are shown in the
case study used here (to make it clear to the reader how the
entries are made) they are not entered in the new book.
All the members are expected to attend most meetings,
and all are expected to make contributions to the Welfare
Fund, Children Emergency Fund (CEF), and Health Insurance and to make savings. For this reason, the names of all
the members must be written in the Register, the Welfare
Fund Ledger, Children Emergency Fund (CEF), Health Insurance Fund and the Savings Ledger. To save the necessity
of writing the names out three times, The trainer prepares
a fold-out tab that has all the names of the members as
shown in the previous illustration.
• Step 4: Regarding the Welfare Fund Ledger, all such funds
comprise a record of contribution (in this example the whole
association contributes. Where another type of fund exists,
such as an Education Fund, it may be confined to just a few
members). The bottom four (shades yellow) lines show
income from contributions, pay-outs made by the fund, reimbursements to the fund and the cumulative total remaining in the Fund. The people benefiting from the pay-out are
not itemized because the association can be expected to
remember to whom the benefits were paid and, in any case,
the amounts are usually occasional and small.
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Note:
•

The Register has 12 columns on each
page and 29 rows for clients. One header
row and one total row are shown, leaving
3 blank rows below. Only 29 rows are
offered because, when the group reaches
30 members it is too large and should
sub‐divide

If an association wishes to keep a separate record of Welfare Fund loan liability it can do so in a separate school exercise book: our
purpose here was to minimize the number of entries required in a meeting and we have assumed, from experience, that Welfare
Fund pay-outs and reimbursements involve only occasional small sums and are not worth recording in detail, especially when
repayment is not required.
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Simplified Welfare Fund Ledger
No.

Member Names

1

Note T O T H E T R A I N E R :
28/3/2005

25/4/2005

George Akech

200

200

2

Zablon Odoyo

200

200

3

Aloyce Abuyah

200

400

4

Zibia Akeyo

200

200

5

Benta Awuma

200

200

6

Pamela Otieno

x

x

7

Helen Omolo

200

200

8

Angeline Omolo

200

200

9

Consolata Adhiambo

200

400

10

Consolata Ariyo

200

200

11

Monica Auma

200

200

12

Irene Achieng

200

200

13

Consolata Ajwang

200

200

14

Pamela Odoyo

200

200

15

Mary Atieno

200

200

2,800

3,200

300

500

-

300

2500

5,500

Total
Amount Borrowed
Amount Repaid
Cash Balance
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•

For purposes of simplicity and easy record keeping,
the Welfare Fund Ledger can be redesigned as seen
on the on the table.

In the simplified Welfare Fund Ledger, it shows that on 28th March
2005, a VSLA group collected a total of UGX 2,800, with UGX 300
borrowed and the cash balance was UGX 2,500.
On 25th April 2005, the group collected UGX 3,200. This was added
to the previous week’s cash balance of UGX 2,500 to make a total
of UGX 5,700. Together with a repayment of UGX 300, this made
the available cash to be UGX 6,000. However, a member borrowed
UGX 500 leaving a cash balance of UGX 5,500 in the Welfare Fund
bag.
The Treasurer keeps the cash balance of the Welfare Fund separate
from other funds so that it is only used in emergency situations as
decreed by the Management Committee. When collecting data at
the end of the month, the trainer should capture the cash balance
and cash in other funds on the ‘CBT Data Collection Form’.

S E SS I O N 5 : I NTRODUCT I ON TO W R I TTEN RECORD - K EE P I NG ( CONT . )
W e l f a r e Fu n d T r e a s u r e r ’ s R e c o r d

This record is kept by the welfare fund Treasurer to keep record of members who have borrowed money outside the group meeting,
when this occurs, the member concerned is required to bring 3 witnesses to confirm to the Treasurer that indeed the member has
a problem to attend to, the money borrowed outside the meeting is reported by the welfare fund Treasurer and it is recorded in the
transactions of that particular meeting as amount borrowed for the records to be well balanced.
Simplified Welfare Fund Treasurer’s Record
Date

No.

Borrower’s
Name

Reason for
Borrowing

Amount
Borrowed

Repayment
Date

Borrower’s
Signature

Name of
Witnesses

Witnesses’
Signatures

VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

| 84

S E SS I O N 5 : I NTRODUCT I ON TO W R I TTEN RECORD - K EE P I NG ( c o n t . )
Welfare Ledger Explained
No.

Member Names

3/10/2015

10/10/2015

17/10/2015

24/10/2015

1

George Akech

200

200

200

200

2

Zablon Odoyo

200

200

200

200

3

Aloyce Abuyah

200

200

200

200

4

Zibia Akeyo

200

200

200

200

5

Benta Awuma

x

400

200

200

6

Pamela Otieno

200

200

200

200

7

Helen Omolo

200

200

x

400

8

Angeline Omolo

200

200

200

200

9

Consolata Adhiambo

200

200

200

200

10

Consolata Ariyo

x

400

200

200

11

Monica Auma

200

200

200

200

12

Irene Achieng

200

200

200

200

13

Consolata Ajwang

200

200

200

200

14

Pamela Odoyo

200

200

200

200

15

Mary Atieno

200

200

200

200

2,500

3,400

2,800

3,200

Other Collections

-

-

20,000

-

Benefits Paid Out

-

2,000

-

3,000

2,500

4,000

26,800

27,000

Total Collection

Cash Balance
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Note:
•

This shows that in some
cases, members make up
their missed payments at a
later date by paying double.

Note:
•

This indicates a contribution
to another collections. In this
case, CEF needs from a well
wisher.
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According to a VSLA group’s Savings Ledger (seen on the left), on 3rd October 2015, it collected a total of UGX 2,600 which remained
the cash balance because there was no money disbursed. On 10th October 2015, the group collected UGX 3,400 which was added to
the previous week’s cash balance of UGX 2,600 to make a total of UGX 6,000,. However, with UGX 2,000 paid out, the cash balance
becames UGX 4,000. On 17th October 2015, the group collected UGX 2,800, with the amount from other collections being UGX 20,000;
this added up to UGX 26,800 which was the cash balance that remained. On 24th October 2015, the group collected UGX 3,200; with
UGX 3,000 paid out leaving a cash balance of UGX 27,000 in the CEF bag.
T h e CEF U t i l i z a t i o n R e c o r d

This record is designed to keep track of how the Children Emergency Fund (CEF) is being used. It basically focuses on the side of
pay-out and clearly depicts the child being supported or assisted by CEF and their respective caregivers.
Simplified CEF Utilization Record
Date

Name
of CEF

Type of
Support

Description
of Support

Amount

CEF’s
Location

Caregiver’s
Name

Caregiver’s
Signature

Names of
Witnesses

Witnesses’ Remarks
Signature

10/10/2015

Angelline
Omollo

Education

4 exercise
books

2,000

Kadama
Village

-

-

Atieno. M
Zibia. A

Atieno
Zibia

This caregiver
needs to join the
VSLA group

24/10/2015

Benita
Auma

Health

Transport to
the Health
Centre

3,000

Kadama
Village

Acheng. I

Acheng

Monica A.
Hellen. O

Monica
Hellen

There is need
to improve on
home hygiene

An explanation of the above information is as follows: on 10th October 2015, a total of UGX 2,000 was given out to specifically buy 4
exercise books for Angeline Omollo to continue with her education. This transaction was witnessed by group members Atieno M., and
Zibia A., signed and a note was made to invite Angela’s caregiver to join the VSLA group. On 24th October 2015, Acheng (caregiver) was
given UGX 3,000 inorder to take her son — Benita (suffering from Diarrhoea) to the clinic for medical care, there were 2 group member
witnesses present for this tranasction as well.
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Note T O T H E T R A I N E R :

•

The trainer should tell participants that this record should be reconciled with the CEF ledger on the benefits pay out. The
trainer should also emphasize that the location of the child should be indicated clearly.

• Step 5: Regarding the Members Saving Pass Books. At this point, the
trainer hands out blank Member Saving Passbooks (cover shown here).
The Savings Ledger is used in parallel with the pass-book system; a given
amount of money is paid for a saving. The saving is shown as a symbol such
as: an arrow, star or a tree etc., stamped in a Saving Passbook, which is then
exchanged for a given value that the association may decide. The reason
for a passbook system is that experience has shown that while Savings
Ledgers are often full of mistakes, Saving Pass Books are usually accurate.
The trainer should point out that even though the welfare fund improves
the social network of members and is useful in emergencies, it is not
sufficient for CEF needs — purposely saving for the improved wellbeing of
orphaned and vulnerable children.
If need be, the Saving Pass Books can be made from ordinary school
exercise books, so that specialized printing is not needed.
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The illustration below shows that there have been 5 savings meetings already in which this member tallied up to 11 savings to date. The
symbol chosen by this association is an arrow (other popular symbols include: a star, a hoe or a fish); one stamp of the arrow costs
UGX 500 for a member to buy. It is normal for the empty spaces to be crossed through at the time of the contribution to prevent
fraudulent entry of stamps. At the end of the cycle, the Member’s Saving Passbook will look similar to the one shown below.. This shows
the member’s total savings bought throughout the 12 months of the current cycle — this association meets monthly.
Cycle 1: Member Saving Passbook with Savings Stamped
Date

Shares Bought per Meeting

2/5/2009
9/5/2009
16/5/2009
23/5/2009
30/5/2009

Note:

6/6/2009

•

Use of a stamped Saving Pass Book, makes it easier
to facilitate the share-out at the end of the cycle. This
is because the value of each saving is calculated by
dividing the total cash available for distribution by
the total number of savings.Tallying savings instead of
millions of shillings, leads to fewer errors.

•

This association decided that 1 to 5 savings could be
bought by each member at a given meeting.

•

It is normal for a member not to buy any stamps
during a meeting; this is seen especially if the
livelihood is seasonal (such as: farming).

13/6/2009
20/6/2009
27/6/2009
4/7/2009
11/7/2009
18/7/2009
Starting No. of Shares

0

Total No. of Shares Bought this Period

20

Total No. of Shares Redeemed During Period

0

Net Shares End Period (To Be Carried Forward)

20
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• Step 6: In much the same way that the Member Saving
Passbook is used to record the total number of savings, the
back of the passbook is used to record loan information. It is
unnecessary to record all the things that might happen to a
loan in a member’s passbook, when a group keeps written
accounts.
The passbook is used only to keep basic information on a loan
as shown on the left, so that the borrower acknowledges
liability and has a reminder of what is owed.
The example on the left shows the back of Monica Auma’s
passbook,. She borrowed UGX 10,000 on 16th May 2009.
The loan was given at 10% interest, this is amounts to		
UGX 1,000 interest charged every month. She agreed to these
terms by signing for the loan. The loan can only be cancelled
when the Secretary strikes it out the loan and adds his/her
signature or thumb-print to that of the borrower.
This record does not include a loan repayment schedule, but
only the monthly interest liability. This is because the time
taken to repay will vary from member to member.
Once Monica Auma pays back the loan, the Secretary will
cancels it out — by crossing it out and placing his/her 		
signature against it.

Member Loan Record
Date
16/5/2009

Item

Amount

Signature

Loan

10,000

Monica A.

Interest

1,000

Paid
Loan
Interest
Paid
Loan
Interest
Paid
Loan
Interest
Paid
Loan
Interest
Paid

• Step 7: The Fines Ledger. This is self-explanatory. Fines are collected in a bowl and the total amount collected is noted in each
meeting. Version 1.0 of this manual defined it: by type of offence and by name of the member. However, this ledger has since been
dropped, it over-complicates the work of the Secretary and needlessly humiliates group members.
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t o t a l v a lu e o f s a v i n g s & lo a n s

This form is only used by the supervisor to add up the total
value of all share purchases and find out the total value of
loans outstanding by members of a VSLA. It isupports items 12
and 14 the ‘Supervisor Data Collection Form’.
• Determining Total Value of Savings: Collect all the
members’ passbooks, and open the most recent meeting
data. Add up and enter the total number of shares bought
against each member’s number. After which, you compute
all the members shares and input it next to the box at the
bottom ‘Total’. Write the price/value of a single share (in
this case UGX 200). Finally, multiply value of the share by
the total number of shares bought and you will have the
‘Total Value Of Shares/Savings’. In this case, this is: 436 x 200
which comes amounts to UGX 87,200.
• Determining The Total Value of Loans: At the back each
member’s passbook, check to see the amount under ‘Loan
Amount’ of their latest loan (if they have taken out a loan). If
the member has finished paying off a loan this sum will be
zero. In the occasional case that the member has more than
one loan due (do not include interest), add them together
and use that value. Input the loan amount against the
respective member number under ‘Value Of Loans
Outstanding‘; add these up to get the ‘Total’ .
In this case, it is ugx 100,000.

Tallying Savings & Loans
Name of Association: Ralang B
No. of Association: 2

Member No.

Total No. of Shares Bought

Value of Loans
Outstanding

1

23

-

2

11

-

3

52

12,000

4

45

17,000

5

43

-

6

46

13,000

7

37

-

8

28

-

9

17

-

10

28

20,000

11

55

12

21

15,000

TOTAL

436

100,000

Value of A Share

200

Total Value of Shares

87,200
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C a s h Book R e c o r d

This record summarizes the week’s transactions in terms of what cash comes in and what cash goes out. It balances only the loan fund
i.e. total savings, loan repayment, fines and loans given out. This is the last record to be entered; the cash balance in the cash book
should be equal to the physical cash in the cash box.
Simplified Welfare Fund Treasurer’s Record
Date

What Happened?

Cash In

Cash Out

Cash Balance

3/10/2015

Saving

100,000

-

100,000

Fines
10/10/2015

17/10/2015

800

-

100,800

80,000

-

180,800

Fines

400

-

181,200

Pens

-

1,000

180,200

110,000

-

290,200

1,000

-

291,200

-

50,000

241,200

Savings

Saving
Fine
Loan out
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C O NC L U SI O N

The CBT should agree on a date before the next VSLA meeting with the committee in order to train them in the details of record
management and meeting procedures so that The trainer can make sure they get the records right. The trainer informs the General
Assembly that the next session will be a practical one in which they carry out their savings and loan activities using local materials to
store present money.
During this meeting, participants will be shown how to fill in records by the trainer/VA on flip chart; the Secretary will be entering
information into their records/journals. This will give them a chance to practice all the procedures without the risk that members’
money will get mixed up or lost. The association is thanked for its participation and the meeting is closed.
• Step 1: Summarize session
• Step 2: Questions and answers
• Step 3: Simulation, i.e. ask one member to train other participants on the main group records. Analyse and discuss the trainer’s
strong and weak facilitation points for learning emphasizing upholding of the strengths and avoid the weaknesses.
• Step 4: Inform Members on the next session (meeting procedures)
• Step 5: Closing remarks
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Sessions
session 1: group Formation & General Assembly
session 2: VSLA Concepts
session 3: Group, Leadership & Election of the Management Committee
session 4: Development of Association By-Laws/Internal Regulations
session 5: Introduction to Written Record-Keeping

06

SESSION 6:
Meeting Procedures

session 7: Conflict Resolution
session 8: Share Out & Action Audits
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At the end of the training session:
•

	Each member of the Management Committee understands their responsibilities and trained to execute it.

•

	The General Assembly is informed about the need for their active participation and need to be compliant

The trainer tells the members that this meeting will be the first chance they have to buy shares and that s/he will guide them
through the steps. The trainer then explains that from now on s/he is only there to support the Management Committee,
which is now in charge of meetings.

T h e k i t & t h e k e y h ol d e r s

The Group is told that the safety of the kit will be the responsibility of the Box-keeper and that s/he must carry it to every
meeting of the Group.
The trainer tells the members that although they have appointed their Management Committee, it is necessary to appoint
three people, to be called Key-holders, who will keep the keys, so that the box can only be opened in meetings. They can be
identified by discussion and the following criteria are important:
•

	They must not be members of the Management Committee

•

	They should not be members of the same family

•

	They should be members who can be relied upon to attend and will always be on time
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P r o c e d u r e s f o r a S a v i n g s M e e t i n g & D i s c u s s i o n o n VAC P r e v e n t i o n
• Opening

• The General Assembly is called to order by the Chairperson and s/he announces the agenda .
• Discuss VAC Prevention issues in the community and draw next action plan
• Any other business (AOB) items are called for and noted

• Balance
Verification

• The Chairperson calls on the designated Key Holders to open the cash box (it isnormally on hand).
• The Attendance is called by the Secretary at the request of the Chairperson
• The Secretary asks the General Assembly to state how much money was in the box/pouch at the end of last meeting and notes the amount.
The Secretary then confirms that the same amount was recorded in the weekly records.
• Money Counters then physically count the cash box money and share ther findings with the Secretary - who in turn announces the sum General
Assembly. It must match that in the records.

• Goal Setting:
Long & Short
Term

• The Chairperson then announces that contributions will be made to the Welfare Fund.
• The Secretary asks the General Assembly if they remember how much money remained in the Welfare Fund pouch/bag at the end of the last
meeting and .confirms it by refering to the Welfare Fund Records.
• The Secretary calling each member by name, each presenting their contribution to the Money Counters. The Money Counters confirm the amount
and place it in a bowl specifically for the Welfare Fund..
• After all the members have made their contributions, the Money Counters tally and and announce the total.

• Children
Emergency
Fund (CEF)

• The Chairperson then announces that contributions will be made to the Children Emergency Fund (CEF).
• The Secretary calls each member by name. They give their contributions to the Money Counters. The Money Counters confirm the amount and
place it in a bowl/bag that is specifically designated for the Children Emergency Fund (CEF).
• Once all the members have made their contributions, the Money Counters tally and annouce the total.
• Any VSLA member can suggest a CEF candidate from the group/community. The Chairperson makes his/her case to the General Assembly.
• If approved, the money/support is provided to the handed over to the CEF/caregiver according to the conditions in the association’s constitution.
• After all benefits have been paid, the total amount remaining in the Children Emergency Fund (CEF) is announced to the association. It is then
placed in its separate bag and recorded in the weekly records.
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• Savings/Share
Purchase

• 	The Chairperson announces that Savings/Savings will be contributed.
• 	The Secretary calls up each member by name or by number. They give their contributions to the Money Counters who verify that the amount is
what the member claims. The amount must be a multiple of the base saving value, agreed on by the association. The Money Counters announce
the amount contributed, while the Treasurer stamps the correct number of saving symbols in the Member Saving Passbook. The Money Counters
place the money into the saving/Savings bowl.
• Once everyone has made their contributions, following the same procedure — the total amount contributed is counted by the two Money Counters.
The Secretary announces how much money was saved as savings in the meeting.

• Health
Insurance
Fund

• Once the saving contributions have been paid, the Chairperson announces that health insurance fund will be contributed.
• 	The Secretary calls up each member by name or by number. They give their contributions to the Money Counters who verify that the amount is
what the member claims.
• 	The Secretary then takes note of record and once all members have contributed the UGX30, 000 after the 10 saving meetings, this money is paid
to the health service provider. Upon profiling by the Health service provider, each member is given a unique medical identity.

• Fines

• Once the Welfare Fund and Saving activities are completed, the Chairperson calls on the Money Counters to count up any fines that may have
been levied up to that time and put in the fines bowl, which has been placed on the floor at the start of the meeting. These are counted and the
total announced by the Money Counters

• Repayment
& Pay-Out of
the Welfare
Fund
• Expenses

• Anyone needing support from the Welfare Fund is invited by the Chairperson to make his/her case to the General Assembly.
• If approved, the money is provided according to the conditions laid out in the association’s Constitution and handed over to the recipient.
• After all benefits have been paid, the total amount remaining in the Welfare Fund is announced to the association. It is then replaced in its separate bag and recorded in the weekly records..
• The Chairperson then asks the Secretary if there will be any expenses before the next meeting (i.e. transport fare and stationery). If there is, this
money is handed over to the Secretary by the Money Counters and recorded in the Cash Book as an expense.
• Note: when the next meeting is called the Secretary is expected to show what has been bought and produce a receipt and return any change. This
is then put into the cash box and recorded as income in the Cash Book.
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S E SS I O N 6 : MEET I NG P ROCEDURE S ( CONT . )

• Weekly
Record
• Closing

• The weekly record is a summary of the daily transactions / VSLA activities. It has the balance cash in welfare and balance cash in box

• 	The Chairperson then calls on the association members who may have raised items of Any Other Business to present them to the association and
facilitates any resulting discussions.
• Once AOB is finished, the Chairperson announces that the meeting is over and that people are free to leave.

P r o c e d u r e s f o r a S a v i n g s & L O AN MEETING

When loans are to be issued, all steps for a ‘Savings Meeting’ are followed, until the Savings/Share Purchase stage. At this point, the
procedure changes as shown below:
Savings &
Loan Meeting

Balance
Verification

Welfare
Fund

Children
Emergency
Fund (CEF)

Savings/Share
Purchase

Health
Insurance
Fund

Fines
etc.

Meeting
Opens

VSLA MEETING PROCEDURE
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S E SS I O N 6 : MEET I NG P ROCEDURE S ( CONT . )

• Loan
Repayment

• The Chairperson asks the Secretary to list the loans that are due for repayment. The Secretary reads out the names of the people who are due to
repay (either principal and interest, or interest only) and the amounts in question. When his/her name is called, the borrower gives his/her loan
reimbursement (principal and interest) to the Money Counters. The Money Counters count it and announce it to the Secretary who updates the
members’ pass book. The amount of money that the borrower is able to pay is then deducted from what he/she owes (including accrued interest)
and the net sum remaining (principal owing plus interest owing, minus amount paid) is noted in the ‘loan’ column for the previous month.
• Once all the loans outstanding have been repaid (either in full or in part) the Money Counters count the money in the reimbursement bowl and
announce it..

• Loan
Disbursement

• Once the loan repayments have been made the chairperson calls on the Money Counters to count up any fines that may have been levied up to
that time and put in the fines bowl, which has been placed on the floor at the start of the meeting. These are counted and the total announced.
• 	The money Counters then combine the cash in the cash box with money in the saving/Savings contributions bowl, Loan Repayments bowl and
Fines bowl. They do not include the money in the Welfare Fund. This has already been placed in its separate bag and put into the cash box/pouch.
• 	The amount of cash on hand is announced to the Secretary, who notes it down and announces it to the General Assembly.
• 	The Chairperson then announces that applications for loans can be made.
• Individual members then put forward their loan requests. No loan is given out until everyone who wants one has said so. They must also say for
what purpose and in what amount and for how long they want it, and members of the General Assembly are asked to comment
• 	The Secretary compares the total of loans requested with the total amount in the cash box/pouch. If the total loans requested are greater than the
amount available in the cash box, s/he proportionately reduces loan values so that everyone who requests a loan gets a loan. S/he may also encourage discussion amongst members if, for example, a member needs money for a seasonal activity, while others only need it for an activity that is not
affected by seasonal considerations. Once it is decided how much each applicant will receive, the Secretary announces the name of the borrower
and the amount to be borrowed. The Money Counters count out the amount of the loan and hand it to the borrower. The borrower counts the
money and then signs the loan agreement in the passbook.
• Once the loans have all been given out the Secretary calculates the total amount loaned and announces it to the General Assembly.

From this point onwards the procedure remains the same as for the Savings Meetings, with the Secretary preparing all records and the
Chairperson going through the closing procedures, including Any Other Business.
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S E SS I O N 6 : MEET I NG P ROCEDURE S ( CONT . )
S U MMARY & c o n c lu s i o n

•

The trainer says that the next meeting will be a practice meeting with the association, at which all of the Welfare Fund, savings and
lending transactions will be carried out by the membership.

•

The trainer summaries the savings and lending procedures and tells the Management Committee that the next meeting will be a
practice for all procedures. It will be the final meeting before the association actually starts to save and to lend.

•

The trainer asks if the members have any questions

•

The members are thanked for their participation and the meeting is closed.
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Sessions
session 1: group Formation & General Assembly
session 2: VSLA Concepts
session 3: Group, Leadership & Election of the Management Committee
session 4: Development of Association By-Laws/Internal Regulations
session 5: Introduction to Written Record-Keeping
session 6: Meeting Procedures

07

SESSION 7:
Conflict Resolution

session 8: Share Out & Action Audits
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S E SS I O N 7 : C O N F L I C T R E S O L U T I O N
Objectives

At the end of the session:
•

To ensure that group leaders and VSLA Members are equipped with knowledge and skills to handle any future conflict that may
arise in the group in a respectful and positive way.

•

Conflict provides an opportunity to strengthen the bond between two people if resolved in the right way.

U NDERSTANDING & RES O L VING C O NF L ICT

• Step 1: The aim of this topic was to introduce trainers to the common problems in VSLA operations and expose them to the
different conflict resolution tools. This is because trainers are likely to solve different conflicts during their interaction with VSLA.
• Step 2: Conduct the actual training.
• Step 3: The trainer will ask the members whether they have conflict among themselves. Often the participants say no. The trainer
will then tell them this story:
Story A: The importance of understanding and solving conflicts
In the Manda Nyazu group one member Mary had borrowed UGX 10,000/-from the group. A large part of this money went to
expenses for her daughter’s wedding. At the end of the three-week loan repayment period, Mary decided not to attend the
meeting, as she did not have the money required to reimburse the loan (UGX11,000).
The next day at the village well, she overheard two participants of the group discussing her case with other participants of the
village. At home, Co-wife, having also overheard, mocked her. Mary realized that her story had made the rounds of the village and
decided to put a stop to it. She borrowed the money she needed from someone in the village to reimburse the group, paid off
her loan and withdrew her membership from the group..
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S E SS I O N 7 : CONF L I CT RE S O L UT I ON ( CONT . )

What can this conflict be resolved?

•

Ask the participants to come to a conclusion. The trainer tries to draw out that the members failed to fulfil
their responsibilities and the committee their roles.

•

The CBT can explain that when a problem arises, it is better to discuss it in the group than to let the situation
become acrimonious.

•

The members of the group must be assured of discretion in their operations.

•

The trainer helps the participants reflect on the usefulness of the internal regulations in resolving conflicts.

The Community Business Advisor can also give some suggestions for solving
conflicts:

Consequences

•

Find the real cause

•

Evaluate the consequences of the problem

•

Discuss the problem in order to find a solution

Explain to the participants that a problem is like a tree: it has roots, a trunk and
branches.
Main Cause

Source

•

The source (the roots of the tree)

•

The main cause (the trunk)

•

The consequences (the branches and leaves)

The consequences (the branches) need to be understood. Give the following
examples: a member’s frustration and therefore a decrease in motivation can
break up the group. If the source is known, that is where the problem should be
attacked.
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S E SS I O N 7 : CONF L I CT RE S O L UT I ON ( CONT . )
• Step 4: The trainer should ask the participants visit their internal regulations and see if they set some rules to handle problems of
conflict and behaviour in the group. If not, they can develop some in this meeting and include them in their rules.
Conflict Resolution Skills:
The Win/Win Approach:

Creative Response:

Empathy:

A new look at conflict and cooperation,
and the possibility of mutual gain.

Seeing conflicts as opportunities for
positive change rather than crises.

Seeing the other person’s point of view
and the motivations behind the apparent
uncooperative behaviour of others.

Appropriate Affirmation:

Power:

Knowing your needs and rights and
stating them clearly.

Distinguishing between personal
power and cooperative power, and
power with, rather than power over.

Controlling your own frustration and
anger and dealing with in others.

Willingness to Find A Solution:

Mapping the Conflict:

Creating Options:

Understanding the role of resentment in
hindering successful negotiations

Establishing a map of the conflict,
including the needs and concerns of
the parties

Creating a variety of choices from
which the parties can choose the most
appropriate action for both of them.

Dealing with Emotions:

Introduction to Negotiation:

Introduction to Mediation:

Broadening the Perspectives:

Creating a favourable environment for
working together to a resolution; merging
different interests, new balances and
agreements.

Understanding the special role of
the mediator, and the importance of
neutrality

Recognizing your side as just one point
of view and that conflict exists in a larger
context and over a time longer period.
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S E SS I O N 7 : CONF L I CT RE S O L UT I ON ( CONT . )
S U MMARY & c o n c lu s i o n

•

The trainer/VA summarizes the savings and lending procedures and tells the association that the next meeting will be the first
opportunity that the membership will have to save and to borrow actual cash and that everyone should prepare themselves for the
meeting with their savings contributions and Welfare Fund contributions.

•

The trainer/VA asks if they have any questions.

•

The members are thanked for their participation and the meeting is closed.
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Sessions
session 1: group Formation & General Assembly
session 2: VSLA Concepts
session 3: Group, Leadership & Election of the Management Committee
session 4: Development of Association By-Laws/Internal Regulations
session 5: Introduction to Written Record-Keeping
session 6: Meeting Procedures
session 7: Conflict Resolution

08

SESSION 8:
Share Out & Action Audits
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S E SS I O N 8 : S H A R E O U T & A C T I O N A U D I T S
O BJECTIVES

At the end of the training session:
•

Everyone will have received their share of the association’s assets.

•

Those who intend to continue on as members of the association into the next cycle will have to be accepted.

•

The value of the next cycle’s share value and social fund contribution will have been agreed.

•

The number of share to be bought by all the continuing and new members, to seed the association’s loan fund at the start
of the next cycle, will have been agreed upon.

ACTI O N A U DITS

• Step 1: Towards Action Audit, the group adjusts its loan periods to fit in the scheduled end of cycle i.e. from three months to
two and later to one. This is done to allow all borrowers pay back their loans before the end of the cycle.
• Step 2: One week towards the end of cycle i.e. when the group has completed the entire Welfare fund, savings, loan
recovery and fines procedures the Chairperson calls on the Money Counters to count the total amount of money in front of
the members.
• Step 3: The Secretary then announces that this money will be shared out amongst the members in the next meeting. 		
S/he first of all discusses with the members how much, if any, of the money will remain in the association’s fund, so as to
kick start lending at a higher level during the next cycle. The members must all agree on this and the money is set to one
side.
• Step 4: If any member owes the association money (from loan arrears), the savings equal in value to his / her debts are
cancelled in his Saving Pass Book and from the Savings ledger. In this way the defaulting member is penalized, because the
cancellation of the savings means that he /she will not receive the profit on those savings, but only the savings remaining.
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S E SS I O N 8 : S H A RE OUT & A CT I ON A UD I T S ( c o n t . )
The illustration on the right shows that savings have been cancelled in red
ink. It also shows that during Cycle 20, this member redeemed (cashed in) 20
savings; so will receive:UGX 600 x 20 = UGX 12,000
• Step 5: The Secretary then takes each of the members’ passbooks and counts
the total number of savings that have been bought. Using the calculator in the
kit, s/he then divides this number into the total amount of money on the table
and announces the result as the current value of a single saving. The value got
is the new value for the symbol/stamp.
For example: If the total money to be shared were UGX 210,000 and the total
stamps/shares was 350, the new value of 1 share would be UGX 600
• Step 6: She then gets the new stamp value and multiplies it by the total
number of stamps in each individual pass book to get the actual amount to be
taken by that particular individual member.
For example: If A member - Moses had 50 stamps in his passbook, the
Secretary would proceed as follows:
1. Takes each individual’s passbook and announce the number of savings
that person owns.
2. S/he would then multiply this number by the value of a single saving
(using the calculator), find the value of savings and announce it to the
General Assembly.

109 | VSLA TRAINING MANUAL FOR CRVPF PARTNERS IN UGANDA

S E SS I O N 8 : S H A RE OUT & A CT I ON A UD I T S ( c o n t . )
Step 7: A table is drawn showing individuals’ savings and amount to be shared as shown below:
Individual Member’s Savings & Amount Shared
Member’s No

Member’s Name

Amount Saved

Total No. of Stamps

Amount Shared

1

Odeke Charles

15,000

30

18,000

2

Kakenga Moses

5000

10

6,000

3

Mugisa Gideon

25,000

50

30,000

4

Bwambale Zakayo

10,000

20

12,000

5

Tugume Vicent

5000

10

6,000

175,000

350

210,000

New Stamp Value = 600

TOTAL

Note T O T H E T R A I N E R :

•

The total amount shared column should not exceed the cash in the box. It can less than or eual to the cash but not more .
With reference to the above table, it should be equal to or less than UGX 210,000 not more.

•

Amounts with fractions or decimals, should be rounded off downwards e.g. one cannot receive 12009.7 should be rounded to
12,000 and not 12,100..
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S E SS I O N 8 : S H A RE OUT & A CT I ON A UD I T S ( c o n t . )
• Step 8: The member then comes forward and receives the money from the Money Counters. At the same time the Secretary
removes the value of the savings from the Member Saving Passbook by striking them out as shown in the previous illustration..
• Step 9: Once the Saving-out/Action Audit is completed; The Money Counters announce the amount of money left in the cashbox/
pouch. This is comprised of what the members have decided to leave in for the next cycle and also any money left in the Welfare
Fund
• Step 10: The trainer officially announces that the association has graduated from the Implementing Organization’s support and is
now fully independent. S/he tells the members that the organization will maintain contact from time to time for follow-up purposes
(especially if the association is part of the Monitoring and Evaluation (M&E) sample. The trainer/VA hands over a certificate of
independence and accomplishment.
• Step 11: The association may decide to hold a party to celebrate their accomplishment and this is to be encouraged. The trainer
participate and should make a contribution towards the costs.
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S E SS I O N 8 : S H A RE OUT & A CT I ON A UD I T S ( c o n t . )
S U MMARY & c o n c lu s i o n

Before leaving the participants, the trainer can offer some advice:
•

Promote exchange and dialogue among the members of this Association and others.

•

Give technical support to participants who are not members, but who want to create VSLAs.

•

Alert the Program to the existence of these Associations so that the Program can provide training

•

Continue savings and loan activities with the VSLA system.
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SUMMARY: FINANCIAL LITERACY TRAINING
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Simplify Money, Magnify Life
With this trainer’s guide we can begin to promote basic financial literacy for those who want to learn and improve on
their personal money management skills. Before we start, let’s ask and answer two key questions:

What is F inancial L iterac y ?
Wh y is it important ?
While most people share the same goals — economic security for
themselves, their families, and future generations, limited resources
and options often leave them with a sense of hopelessness. Careful
management of what little money people have is critical to meet
their day-to-day needs, to cope with unexpected emergencies, take
advantage of opportunities and plan for the future. The bad news
is that most people lack the knowledge, skills and experience they
need to be careful money managers. However, the good news is that
by becoming more informed, people can plan for their money and
realize their goals. The skills acquired through financial literacy can
have lifelong rewards.

‘Knowledge’ means having an understanding of personal financial
issues; ’Skills’ means being able to apply that knowledge to manage
one’s personal finances; and ‘Confidence’ means feeling sufficiently
self-assured to make decisions relating to one’s personal finances.

It is important for everyone in society to be financially literate
regardless of their income level, education, age, gender or locale.
Everyone needs to understand how to draw up and live within a
budget, understand why and how to save, borrow responsibly, avoid
living beyond their means, making informed choices between
different financial products or services and plan for retirement.

Definition:Financial Literacy

Financial Literacy is having the knowledge, skills and
confidence to manage one’s finances well, taking into
account one’s economic and social circumstances,
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Financial literacy training teaches people concepts of money
and how to manage it wisely. It offers the opportunity to learn
basic skills related to personal financial management, savings,
loan management, investment, insurance, planning for old age/
retirement and financial service providers. It is relevant for anyone
who makes decisions about money and finances. Financial literacy
can prepare many people especially in positions of responsibility to
anticipate life-cycle needs and deal with unexpected emergencies
without assuming unnecessary debt. Many people who seek savings
and credit services have more choices than ever before, as many
financial service providers supply a range of products and services.
The main goal of this guide is to strengthen those behaviours
that lead to increased understanding and knowledge of financial
concepts, usage of financial services as well as investing and
planning for old age. The learning sessions in the guide stimulate a
change from current behaviour to desired behaviour which targets
transformation related to knowledge, skills, confidence as regards
financial services.
The financial literacy curriculum is based on a learner-centred
approach, capturing how adults learn best. It builds on what adult
learners already know. Hence makes the new content relevant to
people’s lives and provides the opportunity to practice the new skills
as they prepare to transfer knowledge to the target. The information
in this Guide can easily be adapted to the different target as
identified in the ‘National Strategy for Financial Literacy’. These
include: youth, outreach, media, school and workplace. This guide is
specifically designed to target people from different backgrounds
and institutions who can train end users in the different strands as
identified in the strategy.
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The core modules in the curriculum are:
•

Personal Financial Management: ‘Use money wisely’

•

Savings: ‘You can do it’

•

Loan Management: ‘Handle with Care’

•

Investment: ‘Let your money grow’

•

Insurance: ‘Protect your family’s future’

•

Planning for Old Age/Retirement: ‘Invest for your old age’

•

Financial Services Providers: ‘Know your Options’

the P urpose of F inancial E ducation
•

It teaches people concepts of money and how to manage it
wisely. When people are financially informed, they can plan for
and realize their goals.

•

It offers the opportunity to learn basic skills related to earning,
spending, budgeting, saving, and borrowing.

•

Once people have acquired financial literacy skills, those skills
cannot be taken away. A one−time course in financial education
can have lifelong rewards.

•

For youth, financial literacy can reduce their vulnerability to
many risks associated with the transition to adulthood, and
enhance their skills in managing money as they enter the world
of work.

•

Financial literacy prepares people to anticipate life−cycle
needs, take advantage of opportunities when they come along
and deal with unexpected emergencies without assuming
unnecessary debt.

•

Financial Education is relevant for anyone who makes decisions
about money. Women in particular, often assume responsibility
for household cash management in unstable circumstances
and with few resources to draw on. A financial education
curriculum responds to the real needs of poor clients regardless
of age, gender, locale or level of income..

Financial Education Curriculum
Module

Purpose

Personal Financial
Management: ‘Use Money
Wisely’

Getting knowledge and skills for
planning one's income and expenditure.

Savings: ‘You Can Do It’

Learning the practice and discipline of
setting aside part of one's income for
future use.

Loan Management: ‘Handle
with Care’

Learning how to manage somebody
else's money.

Investment: ‘Let Your Money
Grow’

Understanding how to grow one's money
for future use.

Insurance: ‘Protect Your
Family’s Future’

Understanding the different options for
managing risk.

Planning For Old Age/
Retirement: ‘Invest For Your
Old Age’

Understanding and appreciating the
different ways and options for retirement.

Financial Services Providers:
‘Know Your Options’

Understanding the different providers
and products available for informed
decision making.

M a j o r Go a l s : F i n a n c i a l E d u c a t i o n

Strengthen those behaviours that lead to increased
saving, more prudent spending and borrowing for
sound reasons.
To achieve sustained behaviour change, the curriculum
is based on a learner-centred approach, capturing
how adults learn best. It builds on what adult learners
already know, makes the new content relevant to their
lives, and provides the opportunity to practice the new
skills.

F inancial E ducation M odules
You can choose to use these modules in any number and order
that fits your training needs. You may only be interested in one or
two of the topics covered by these modules; alternatively, you may
want to start with budgeting and proceed through all of them. Each
module consists of multiple learning sessions that start with basic
information and progresses to more complex aspects of the topic;
one can choose to learn sessions within each module that address
one’s needs. This curriculum consists of seven modules are:
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SUMMARY: SELECTION, PLANNING & MANAGEMENT OF INCOME
GENERATING ACTIVITIES

117

Selection, Planning & Management (SPI)
The VSLA+ groups are used as platform to rollout selection, planning and management (SPM) training and to ensure
initiation, growth and sustainability of IGAs by children caregivers.

S mall B usiness M anagement S k ills T raining
P a c ka g e f o r V S L A s ( S P M )
SPM is a sister training package which is provided as a add training
to empower VSLA members to make the best use of the loans that
they will access from VSLAs through selecting, planning and managing their IGAs effectively and efficiently.
IGA Selection, Planning and Management (SPM) is a training course
for the non-literate participants of the group/VSLA. It has been
designed for groups of participants who are interested in starting
up/improve on income generating activities (IGAs) in the towns and
villages of Uganda.
Poor families in the Uganda often do not have a great deal of experience with managing financial and other resources for the purpose
of income generation. Although many supplement family incomes
with earnings from small household-based activities, few have experience in saving and borrowing money for investment in an IGA.
The IGAs supported through NGO programs are usually larger and
more complex than participants’ previous activities, exposing them
to the risk of financial losses if the activity fails. This risk of failure can
be reduced by providing participants with training that enables
them to systematically assess the appropriateness of several potential IGAs, comparing each to their specific skills and resources.

An analysis of this kind will allow each of them to choose the IGA
that is most suitable, given their individual circumstances. Based on
the experience of economic strengthening using VSLA methodology
as a platform for layering SPM intervention.
Poor people in Uganda do not know how to think through their
choices in this way so they end up borrowing and investing in poor
selected IGAs which may increase vulnerability due to more liability
incurred if Enterprise selection, planning and Management training
is not addressed. This most likely may tantamount to more Family
financial stress and may ignite violence on women and children.
The objective of this training course is to assist these men and
women:
•

To select an IGA that is suitable for their individual circumstances, after careful consideration of the technical, marketing, social
and financial aspects of a number of alternative IGAs;

•

To plan for the successful launch of the IGA after the selection
has been made; and

•

To manage the IGA effectively, so that the loan is repaid on time,
the income earned from the IGA matches expectations, and the
risk is kept within manageable limits.

The course consists of five sessions, which should be conducted in
four-hour sessions once a week over a period of five weeks.
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At the end of the first-week period, the participants should have
each selected an IGA after an analysis of all-important factors; and
have planned for the start-up of the chosen IGA.
The training materials were de-engineered to make them responsive
to environment and gender concerns, cost effective and yet bring
out the themes and issues by using PRA Methods. The course in a
two-module course. The first one centres on five major questions:
•

Can I operate this IGA?

•

Will people buy my products?

•

Is the IGA profitable?

•

How much money do I need to start and operate the IGA?

•

Will the income from the IGA when added to other family
income, be enough to pay house hold expenses?

MARKET:
Will customers buy the products/services of this IGA?
KNOWLEDGE & SKILLS:
Do I have the knowledge and skills to operate this activity?

Whereas the second one covers:
•

Marketing and customer care

•

Managing business time management and delegation

•

Problem solving and decision making

•

How to increase business profits

•

Managing business failures and growth

•

Quality management and costing.

G uidelines for the I mplementing P artner
Three principal subjects are discussed during the five sessions that
comprise the course:
Subject Area

Sessions

Selection

Selecting a suitable IGA (1 - 3)

Planning

Preparing an operational plan (4)

Management

Managing the IGA (5)

•

The training methods used are designed to encourage creative
thinking and maximum retention of the key concepts. Each
session is followed by a take home assignment that reinforces
the learning points and guides the participants as they
individually investigate potentially suitable IGAs.

•

Each participant decides which IGA is most suitable for them
after completing Session 3. Assignments prepare them for the
successful launch of their IGAs.

•

PRA methodology is used extensively including drawing
graphics and discussions.

STARTUP COSTS, CAPITAL & WORKING COSTS:
Do I have the money to start up and operate the IGA?
SALES & INCOME:
Is the IGA profitable?
FAMILY EXPENSES:
Will the income from the IGA, when added to other family
income, be enough to pay household expenses?
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•

The ideas are generated through discussions with participants
and simple methods are used to calculate costs.

G uidelines for the F acilitator
All trainers should attend a four days intensive ‘Training of Trainers’
to equip themselves fully with content and method of delivery
before roll out for quality assurance and maximization of outcomes
on targeted households or individuals.

•

Avoid favouritism. Pay equal attention to all learners. Your
function is to link the ideas of the participants.

•

Be careful to ensure that everyone participates. All learners do
not have the same ability and speed of learning. Some are more
comfortable than others speaking up in a large group.

•

Don’t get excited if participants cannot easily answer a question.
In such a situation, encourage them by complimenting them on
what they know and not focusing on what they do not know.

•

Read the curriculum and prepare for the session beforehand.

•

•

Prepare all materials and aids before starting the session.
Searching for materials during the training session may reduce
its effectiveness.

Follow the time schedule. But also respect learners’ opinions,
especially if they need more time.

•

•

Use all training materials in the right sequence. Improper use of
the materials may diminish learning.

Believe in the creativity and worth of the participants. Let the
learners speak more, practice more, and try more. Remember
that the learner is the subject of all your efforts.

•

•

Begin the session with some informal discussion about the
participants’ lives. This will allow the learner to think that you are
one of them.

•

Be friendly, confident, easy and cheerful at all times.

Use a training curriculum is a guide that helps the facilitator
identify an easy way of transferring certain knowledge, skills and
attitudes to learners in order to achieve the predetermined objectives of the course. There is no need to follow the curriculum
exactly. Make changes according to your circumstances and the
proficiency of the participants.

•

Keep the session in good humour. Consciously try to create a
pleasant learning environment.

•

Stories are used in different sessions of this course. Read the stories slowly and artfully so that the participants feel excited while
you are reading and can easily understand them.

•

Don’t cite examples related to any participant, as this may cause
embarrassment.
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Appendices
A ppen d i x 1 : V S L A F ield M onitoring F orm for S upervisors
SAM P L E O F FIE L D M O NIT O RING RE P O RT
CBT Name: _________________________________________

VSLA Name: _____________________________________________________________________________

Partner:_______________________________________________________________________________________________________________________________________
District: ___________________________________________

Variable

Sub County:_____________________________________________

Source of Data

Findings

Action Taken/ to be taken

Date: __________________________

Recommendation

1. Adherence to the VSLA+ Methodology Best practices
•

Group membership (15-30)

Register

•

Members Attendance

Observation and Register

•

Group cohesion

Observation

•

Meeting procedures followed

Observation

•

Availability and usage bye-laws

Observation & Written Records

•

Composition and the performance
of group committee

Observation

•

Loan disbursement & repayment
procedures

Loan ledger, observation &
internal regulation

•

Contribution & usage of welfare
fund

Welfare ledger

•

Contribution & usage of OVC Fund

OVC Fund Ledger

•

Presence & accuracy of records

Record book
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A P P E N D I X 2 : H ealth D iagnosis & C hange of P hase F orm for M ature V S L A s
SAM P L E O F VS L A H e a l t h D i a g n o s i s & C h a n g e o f P h a s e t ool
CBT Name: __________________________________________________

CBT Code: ______________

VSLA+ Name: _________________________________________

Date of Formation:______________________

Cycle: ______________

Village:_________________

Parish:_________________

Sub County: _________________

District: ______________________________

Administered by:_______________________________

Designation:____________

Date of Visit: _________________

Performance Parameter

Comments/ Remarks

Score

No.

Parameter (Area of Assessment)

1

Do at least 80% of the members attend meeting? (Get the average % rate of
the last 3 months)

Attendance

2

Did at least 80% of the members arrive on time? (You should be in the venue
before the meeting to observe)

Time Management

3

Do members of the General Assembly know their roles & Does the
Management Committee play its role well? (Observe members’ behavior and
try to probe)

Knowledge of General
Assembly & Leadership
capacity

4

Does the group have a complete constitution, Is the Constitution followed?
(Check for the availability, completeness, members’ conceptualization and
enforcement)

Constitutionalism

5

Did the members of the association participate in the discussion of the
following issues? (Observe whether members of the general assembly are
actively involved in Association’s proceedings)

Members’ engagement,
empowerment/cohesion

6

Did the group follow the right meeting procedures? (Observe to ascertain
whether the meeting steps were followed very well from meeting opening to
Closure)

Adherence to meeting
procedures.

.
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(0, 1, 2, 3)

A P P E N D I X 3 : V S L A ban k lin k age rating tool
SAM P L E O F VS L A RATING T O O L F O R L IN K AGE BAN K ING
Group Name: ________________________________________________________________________________

Address:

______________________________________

Meeting Day & Time: ___________________________________________________________________________________________________________________________
Name of Nearest Bank Branch:__________________________________________________________________

Distance from Nearest Bank Branch: _______________

Name of CBT/LBO: ___________________________________________________________________________

Group Evaluation carried out on:___________________

No.

Criteria

MIS Measure

Data Source

Scoring Criteria

1

Maturity of group

Date of first savings cycle

Ledger Book

Less than 1 year = 0
• 1-2 years = 6
• 2 years or more = 10

2

Savings volumes in previous cycle

Did at least 80% of the members arrive
on time? (You should be in the venue
before the meeting to observe)

MIS archive

Less than 2 million = 0
• 2-5 mill. = 7
• 5-8 mill. = 10
• > 8 mill. = 15

3

Savings volumes this cycle

Net value of savings this cycle

MIS

Less than 500,000 = 0
• 500,001 - 1 mill. = 3
• > 1 mill. = 5

4

Attendance rates

Number of
members attending meeting

Register

Less than 80% = 0
• Btwn 80 - 90% = 3
• > 90% = 5

Score
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