
Literacy and numeracy 
for trade: 

A toolkit for facilitators 
 
 
 
 
 

 
 
 
 

 
 

March 2015 



1 
 

This guide was written by Katy Newell-Jones of Feed the Minds in 

collaboration with literacy staff and facilitators from Craftshare Vocational 

Training Centre (CVTC), Bo, Sierra Leone. 
 

 
 

 
This guide can be downloaded from the Feed the Minds website:  

www.feedtheminds.org 
 

You are welcome to photocopy this guide and use it in workshops 

and literacy circles. However, please contact Feed the Minds in 
advance, so that we can track the use of these materials for our 

own records.  
 

We would value feedback on the toolkit and examples of how it has been 
used. Please send your comments to info@feedtheminds.org  

 

 

© 2014 Feed the Minds 
ISBN 978-1-906161-07-1 

 

 
 

Feed the Minds 
The Foundry, 17 Oval Way, London, SE11 5RR United Kingdom 

info@feedtheminds.org  
www.feedtheminds.org 

 
 

Craftshare Vocational Training Centre (CVTC)  
P.O Box 159, Government Reservation Road, Bo, Sierra Leone 

craftsharevoc@yahoo.co.uk   
 

 
 

 

 
Other resources produced by Feed the Minds and our partners are available 

from www.feedtheminds.org 

http://www.feedtheminds.org/
mailto:info@feedtheminds.org
mailto:info@feedtheminds.org
http://www.feedtheminds.org/
mailto:craftsharevoc@yahoo.co.uk
http://www.feedtheminds.org/


2 
 

Contents 

 

      Page 

 Acknowledgements 3 

 Foreword 4 

 Introduction 5 

 How can this guide be used? 6 

 Supporting Literacy 7 

   

Unit  Topic  

1 Trades in our community  8 

2 Rights and responsibilities of employees 11 

3 Starting a business 14 

4 Business planning 16 

5 Equipment, materials and tools 19 

6 Health and safety at work  22 

7 Managing finance 25 

8 Time management at work  32 

9 Measurements at work 35 

10 Managing stock  37 

11 Customer care skills  39 

12 Marketing  41 

   

 Feed the Minds Five Point Literacy Plan 46 

 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 



3 
 

Acknowledgements 

 

This guide was produced to support a project called Kaa Yenge Wee Senava 
(Learning for the Future).  

 
Particular thanks go to Craftshare project team and the workshop participants 

in Bo, Sierra Leone in November 2013 through which the content of this guide 
was developed.  

 
PAMOJA-Sierra Leone and Ministry of Education (NCTVA) provided valuable 

feedback on the draft guide. Their advice helped improve these materials and 
ensured that they are in line with the technical and vocational education wards 

standards under the non-formal education divisional approach to vocational 
training.   

 
We are grateful to the team at Craftshare who have worked in partnership with 

us to make this project a reality at the same time as providing an opportunity 

for Feed the Minds and Craftshare Vocational Training Centre to work 
collaboratively, for the benefit of the people of Sierra Leone.    

  
Craftshare Vocational Training Centre 

 
Craftshare Vocational Training centre was founded in 1995 by a group of 

compassionate Christian men and women to provide education, vocational 
training and adult literacy for young people who have drop out of school as a 

result of rebel war or did not have formal education at all and were side-lined 
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Foreword 

 

Foreword 
 

The project Kaa Yenge Wee Senava (Learning for the Future) is the result of 
the partnership between Craftshare Vocational Training Centre and Feed the 

Minds, who have been working together for about 10 years.  
 

Kaa Yenge Wee Senava is improving the livelihoods of impoverished families in 
the Bo area through vocational training designed to lead to sustainable 

employment. It combines three important elements: learning technical skills in 
Craftshare’s workshops, gaining literacy and business skills and real work 

placements with local employers.  
 

Before the Ebola crisis we were seeing young adults from Craftshare Vocational 
Training Centre finding employment or starting their own business, either 

individually or as part of a group.  However, Ebola has forced the training 

centre to close for some months, although, many local employers have 
continued to support the Craftshare trainees by providing placements.    

 
For a country that was already one of the poorest in the world and has only 

recently completed a peace and reconciliation process after a decade long civil 
war, Ebola is particularly devastating.  We know that as Sierra Leone recovers 

from the damage of the Ebola epidemic, young people are under intense 
pressure to earn a living. They are being expected to provide for not only their 

immediate family but also extended family members who have lost their own 
bread winners.   

 
Projects like Kaa Yenge Wee Senava can make a difference to the lives of some 

of the poorest in Sierra Leone and we are grateful for the efforts of Craftshare 
Voctional Training Centre and Feed the Minds.   

 

We recognise that community led development, aided by the power of literacy, 
is the most effective way of harnessing empowerment and encouraging social 

development. 
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Introduction 

 

In November 2013 Craftshare Vocational Training Centre (CVTC) reviewed their 
literacy and numeracy curriculum and decided to revise it to make the topics 

more relevant to the trainees and the activities more participatory.   
 

This toolkit has been written for all the trainers and facilitators at Craftshare.  
It is based on the following principles that 

 literacy and numeracy skills are useful when a trainee is employed or is 
establishing their own business 

 trainees will be most interested in literacy and numeracy when they are 
learning things which can help them in their trade.  

 
Craftshare was already including valuable topics on health and the 

environment in their vocational training.  However, business skills were not 
included. Therefore, this toolkit concentrates on building literacy and numeracy 

skills through business skills for trade. 

  
The guide is divided into 12 units, each one looking at a different aspect of 

making a living.  The units start by finding out what kinds of trades there are 
in the local community.  Later units encourage trainees to learn about 

managing finance at work, customer care skills and marketing.   
 

Each unit can be used with trainees with different levels of literacy and 
numeracy skills. It is particularly important not to think that trainees must 

learn their alphabet, for example, before they can design a new logo for a 
business or learn about managing finance.   

 
The introductory section explains how facilitators can adapt activities to suit 

the literacy and numeracy skills of the trainees.   

Throughout the guide facilitators and trainers are encouraged to consider  

 what sorts of literacy and numeracy skills do the individuals in the 

literacy programme want and need to learn to make a living in their 
trade? 

 how can the facilitators enable trainees to learn about the topics in the 
different units whilst gaining literacy and numeracy skills at the same 

time?  
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How can this guide be used? 

 

This guide has been designed to help facilitators and trainers to understand 
how literacy and numeracy can be incorporated into business skills 

programmes. It includes information, activities and stories which can be 
adapted and used with a wide variety of groups with different levels of literacy 

and numeracy skills.  
 

Each activity includes ‘steps’.  The facilitator can select which ones to use with 
the class and add other ones as well.  The role of the facilitator is to enable the 

trainees to gain literacy and numeracy skills whilst they learn about the topic 
covered in the unit.    

 
To be most effective it is recommended that facilitators and trainers 

 
 incorporate literacy and numeracy activities regularly into classroom 

activities so that trainees gradually develop more confidence in reading, 

writing and numbers and are learning the sorts of vocabulary which will 
be useful to them in their trade   

 
 use as many participatory methods as possible, including storytelling, 

role play, drama, small and large group activities as these are more 
effective in encouraging learners to take action outside the classes  

 
 involve literacy learners in selecting the topics which they explore so 

that they have the chance to choose themes that are important to them  
 

 focus on themes that are relevant to people’s lives, for example on 
learning numeracy through learning about invoices and receipts, or 

buying ingredients for catering or measurements for carpentry  
 

 invite literacy learners to share their own experiences on each of the 

selected topics through storytelling, writing or drama, to encourage them 
to make links with their own lives  

 
 pay particular attention to gender as women face greater discrimination 

and barriers to participation in local decision-making than men and might 
need particular encouragement to speak out and share their experiences   

 
 encourage trainees to take actions outside the centre for example by 

finding out information about different trades or taking pictures of 
posters to market different businesses on their mobile phones to discuss 

in the centre  
 

 celebrate success of the trainees as they gain skills and confidence in 
establishing a new business or in reading instructions for carrying out a 

new technique.    
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Supporting literacy 

 

Literacy skills are important in getting a job and in setting up a business. Being 
able to read and write could mean being able to  

 complete your personal details,  

 read the labels on ingredients, tools or equipment,  

 understand health and safety information  

 keep records of income and expenditure.      

Vocational trainers and literacy facilitators need to work with trainees to find 
out what kind of literacies are required for different trades and which of these 

the learners want to learn. This process should be a partnership between the 
trainers, the facilitators and the trainees, each listening to each other.  

Below are two examples of how Craftshare Vocational Training Centre could 
incorporate literacy and numeracy skills into the vocational training 

programme.      

In November 2013 some of the hairdressing trainees in Bo Town were 
struggling to read the labels on the different hair products in the salon where 

they were doing their placement. They could learn to cut hair by watching 
others but they often had to check with the salon owner whether they were 

using the right hair products.   

The trainees collected empty containers and took these to the literacy classes 

where they learnt to read the names of the different products like shampoo, 
hair gel, conditioner, toner, extensions. Later, they learnt how to read and 

follow instructions, which included measurements and also how to write an 
invoice and receipt.   

The result?  

Gradually the trainees learnt the skills they needed to open their own salon.   

 

In November 2013 masonry trainees were learning practical skills in 
bricklaying. However, some of the trainees could not keep records of the cost 

of the materials they needed for a job, so could not work out whether they 

were making a profit or a loss. This made managing their business quite 
difficult.    

In the classes they learnt how to keep written records of income and 
expenditure.  At first this was quite slow but it helped them to understand 

their business better and to calculate how much to charge. It also meant they 
bought the right quantity of materials and did not waste time buying more 

when they ran out or having lots of materials left over at the end of a job.  

The result?  

Gradually the trainees learnt how to manage the financial side of their 
business and were able to make a profit.  
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Unit 1  

 

Trades in our community 
 

Introduction:    
This unit encourages trainees to think about the different ways people make a 

living in their community. It also identifies the skills people need for each trade 
so that trainees can begin to plan their next steps after training with 

Craftshare.  
 

This unit includes the following activities:  
1. making a community map of the community with businesses and trades  

2. interviewing local traders about their businesses 
3. identifying the skills for different trades   

 
 

Activity 1      Community mapping  

 
Aim: To identify the ways people make a living in your community  

 
Time needed: 2-3 hours (could be spread over several sessions) 

 
Materials required: Paper and pens   

 
Steps:  

1. The facilitator introduces the topic and asks the trainees to list some of 
the ways people make a living in their community. The names of these 

trades are written on the blackboard.  
2. In small groups the trainees draw a map of their local community and 

mark on it the different businesses, using symbols or words.  
3. The groups show their maps to each other and discuss the sorts of 

businesses they have identified. 

4. Trainees discuss what they like and dislike about different trades.  
 

Follow up activities:    

At level 1:  Trainees could learn to write the names of different trades by 

working in small groups, helping each other.  They can also see if they can find 

these words when they walk around their community. 

At level 2:  Trainees can select two of the trades and in small groups write 3 

reasons why they would like to work in this trade and 3 reasons why they 

would not.     

At level 3:  Trainees can select one of the trades which they would like to work 

in and explain why they think they would do well.   
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Activity 2      Interviewing traders in the community 

 

Aim: To find out more about different trades in your community 
 

Time needed: 2-3 hours (could be spread over several sessions) 
 

Materials required: Paper and pens 
 

Steps:  
1. The facilitator explains that the trainees are going to learn more about 

trades in their community by interviewing some traders.  
2. In small groups the trainees select a trade and make a list of 5-10 

questions they would like to ask about the trade.  
3. The facilitator helps them to plan how they will ask their questions.  

4. The trainees are given a few days to ask a trader their questions.   
5. The trainees bring their answers to the class and compare their answers 

with each other. (For example the trainees who visited hairdressers share 

their answers with each other.) 
 

Follow up activities:  

At level 1:  Trainees choose 20 new words from this activity to learn to write 

and help each other in small groups.  

At level 2:  Trainees write 3 new things they learnt from the interviews.  

At level 3:  Trainees write a paragraph summarising what they learnt and 

whether they have changed their mind about the trade.  
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Activity 3      Identifying skills  

 

Aim: To identify the skills needed for different trades and for trainees to match 
these against their own skills.  

 
Time needed: 1-2 hours  

 
Materials required: Paper and pens  

 
Steps:  

1. The trainees select one trade and in small groups list all of the skills 
which a trader needs to work in that trade.  It is important to be as 

specific as possible and to include ‘communicating with customers, and 
writing receipts as well as changing a wheel, or cutting out patterns. 

(Level 1 trainees can use symbols a simple words.)   
2. The trainees the list of skills in their notebook under the 3 headings 

below  

Can do already  Am learning  Need to learn  

   

   

3. Trainees discuss how they will gain the skills they do not have already.   
 

Follow up activities:    

At level 1: Trainees select key vocabulary to learn relating to their trade.  

At level 2 & 3: Trainees write about what they are going to do to gain the skills 

they do not have at present.   
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Unit 2  

 

Rights and responsibilities of employees 
 

Introduction:    
All employees in Sierra Leone have some basic rights of employment, for 

example to be paid on time and to be given notice if their contract ends.  
 

Employees also have responsibilities to behave in particular ways, for example 

to arrive on time and work conscientiously.   
 

This unit encourages trainees to think about the rights they might have as 
employees after their training with Craftshare and also their responsibilities.    

 
This unit includes the following activities:  

1. Finding out about employment rights  
2. Understanding the responsibilities of employees  

 

Notes for facilitators: 

For over 60 years people across the world have agreed that everyone 

should be entitled to basic human rights. For example, most agree that 
everyone has the right to education, to food and to clean water.   

 
Some rights say what people SHOULD have access to - like the right to earn 

a living.  
Other rights say what SHOULD NOT happen - like the right NOT to be 

discriminated against or abused. 
 

An important aspect of rights is that everyone is entitled, not just the rich, 
or men, or community leaders, but also those from vulnerable or 

marginalised groups, including women, children and those with disabilities. 
This is the ‘universality’ of rights – that everyone is entitled, whatever their 

age, sex, colour, language, religion, ethnic group or ability.  
 

Individuals who are seeking their rights also have responsibilities. For 

example, people have the right to earn a living but they also have the 
responsibility to arrive at work on time, to work hard and to pay taxes. it is 

important to consider responsibilities whenever we talk about rights.  
When people are denied their rights this is usually because of  

 lack of awareness 
 discrimination 

 illegal actions.    
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Activity 1      Rights of employees 

 

Aim: To understand what rights are and where to find out more about them 
 

Time needed: 3 hours spread over several sessions  
 

Materials required: Blackboard, paper, pens 
 

Steps:  
1. The facilitator writes RIGHTS, EMPLOYER AND EMPLOYEE on the board. 

The group copy these words and the facilitator explains the difference 
between rights which everyone has (e.g. pay and a safe place to work) 

and things which some employers provide (transport, accommodation).  
2. In small groups participants discuss what rights employees have in Sierra 

Leone and lists up to 5 of them. Groups then share their lists. 
3. The facilitator introduces the list of International Human Rights below 

and asks the group which ones apply to the rights of employees. (The 

most important at work are 1, 5, 6, 7 and 8.)  
4. The group discuss what each of these mean at work and how good local 

employers are at making sure employees’ rights are met.    
 

Box 1 International Human Rights 

There are several international human rights agreements or treaties 

which countries are invited to sign up to (or ratify) and use to write their laws.  

The Universal Declaration on Human Rights written in 1948 opens by saying 

All human beings are born with equal rights and freedoms. 

The international human rights agreements include the right to 

1.  Labour (to earn a living and have reasonable working     conditions)  

2.  Health (to access adequate health services) 

3.  Education (to access education)  

4.  Adequate standard of living (food, water, shelter etc) 

5.  Freedom from abuse, discrimination and violence 

6.  Life 

7.  Freedom of religion 

8.  Freedom of speech 

9.  Freedom of assembly (to meet peacefully with others) 

10. Electoral rights 

11. Justice and fair trial 

 
Follow up activities: 

The group invite someone from the local authority to visit CVTC to explain 
about employment rights and where they can find out more about them.   

The group select one right which is not met by local employers and discuss 
how they can raise awareness and improve conditions for employees.  
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Activity 2      Responsibilities of employees 

 

Aim: To understand the responsibilities of employees 
 

Time needed: 2 hours  
 

Materials required: Blackboard, paper and pens  
 

Steps:  
1. The facilitator writes the word RESPONSIBILITY on the blackboard and 

the group discuss what it means.  
2. The group divides into two groups.  

Group 1 lists the responsibilities which employees have towards their 
employers.  

Group 2 lists the responsibilities which employees have towards other 
employees.   

3. Each group designs a large poster to show the responsibilities they have 

agreed.  
4. In small groups learning the same trade, trainees write a short story 

about a time when an employee did not fulfil their responsibilities and 
what happened to them.  The stories should only be 10 lines long and 

should have a positive ending.   
5. The stories are read out and the lessons learned discussed.   

 
Follow up activities:  

Trainees can design some questions for employers in Bo to find out what rights 
and responsibilities they think employees have.  The trainees visit employers 

and ask their questions, record the answers and come back to the class to 
discuss what they have learnt.   
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Unit 3 

 

Starting a business 
 

Introduction: 
This unit encourages trainees to think about how to start a business and what 

they would need to do in the early stages of establishing a new business. Many 
of the activities in other units are also relevant to someone starting their own 

business.   
 

This unit includes the following activities:  
1. Selecting the right business  

2. Designing your business materials  
 

Activity 1      Selecting the right business  
 

Aim: For trainees to consider the advantages and disadvantages of different  

        types of business                           
 

Time needed: 2 hours (2 sessions, 1 week apart to allow time for research)  
 

Materials required: Blackboard, pens, paper  
 

Steps:  
1. The group makes a list of the different ways people make a living in Bo 

and the skills needed for each one 
2. Individuals consider the skills they are learning at Craftshare and the 

opportunities these skills give them, including working for an employer 
and setting up their own business  

3. Trainees write a list of questions to find out more about their chosen 
trade and visit some traders during the week (see box below for example 

questions) 

Box 2   Finding out about businesses  
(Possible questions to ask a trader in your selected trade)  

 What are the trade skills you need for your business? 
 When do you need to read and write for your business?  

 What records do you keep?  
 How do you know whether you are making a profit or loss?   

 Are there already too many people doing this trade in Bo? Can 
newcomers also be successful?  

 Add your own questions here........ 

4. Trainees report back on what they have found about their selected 
business and make a plan to learn the new skills they need.   

 
Follow up activities: 

Trainees each bring in receipts and other paperwork from different trades.  The 
group look at the materials and identify words and phrases which are new.   

They discuss the sort of records they will keep for their own businesses (see 
Unit 4 Business Planning and Unit 7 Managing Finance).   
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Activity 2      Designing your business materials   

 
Aim: To design the logo, stamp and signpost for a new business 

 
Time needed: 4 hours spread over several sessions  

 
Methodology: Group work with trainees learning from each other 

 
Materials required: Paper, note books, pens, examples of stamps and logos,  

         blackboard or palm leaf paper  
Steps:  

1. Facilitator introduces the subject asking trainees what kinds of business 
they can think of and whether they have friends who have started new 

businesses. 
2. In small groups trainees introduce themselves to each other with name 

address and telephone number, then how they know about a new 

business starting in town and what they might see if they walk to find it.  
3. Groups give a list of what written materials they might need to have for a 

new business for example signpost, handbill, poster, stamp.  
4. Facilitator helps the trainees to write these words, emphasising the 

sounds of the initial letters and asks the group the purpose of each.   
Note: The groups could make flash cards of these words with pictures 

and test each other with these.  
5. In groups trainees choose their own business to start and design some of 

the following: signpost, logo, handbill, poster and stamp.  
6. The groups show their design to each other and discuss what they have 

learnt.  
 

Follow up activities:  

Look at the signpost below and discuss how good it is and how it could be 

improved.  

 

Note: At levels 2 or 3 the groups can design a more complicated information 

sheet giving details of what the business is and what it does.   
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Unit 4 

 

Business planning 
 

Introduction:    
In this unit, trainees are guided through developing their business ideas into a 

business plan. They are introduced to the steps of having a clear business 
goal. 

 
This unit includes the following activities: 

1. Finding business start-up funds 
2. Identifying essential business start-up tasks 

3. How to plan your businesses finances 
4. How to research the market 

 
Activity 1      Capital resource mobilisation 

 

Aim:  
 To help trainees to acquired skills, techniques in capital resource 

mobilization to start a business  
 Also to enable trainees developed their ideas into a business plan 

 
Materials needed: Pen, paper, blackboard, chalk and graphics 

 
Time needed: One to two hours (one to two sessions) 

 
Steps: 

1.  Facilitator introduce the topics to trainees and asked questions on how 
to mobilize resource in order to start a business. 

2. Facilitators present graphics to identity how their people have raised fund 
for discussion. 

3. Trainees are put into small groups (2-4) to discuss on how to mobilize 

funds to state a business. 
4. Trainees discuss and show reason why it is necessary to solicit funds to 

start a business. 
5. Facilitator writes down key words from the discussion and allows trainees 

to read out the key words. 
 

Follow up activities: 
Trainees go out to business people (owners) to obtain information on how they 

got money to start their business. 
 

Activity 2      Identifying what needs to be done to make business 
successful 

 
Aim: To help trainees acquired skills, techniques needed to make business 

successful. 

 
Materials needed: Pen, paper, chalk, blackboard etc 
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Time needed: One to two hours (one to two sessions)  

Steps: 
1. Facilitator introduce the topic to trainees and asked question on how 

to identify ways to make business successful.  
2. Trainees are put into small groups ( 2-4 ) to discuss on the ways, 

techniques to make business successful.  
3. Trainees discuss and show reasons on why we need to identify ways 

of making business successful. 
4. Facilitator write down key words from the discussion and allow 

trainees to read out the key words. 
 

Follow up action: Trainees go out to different traders and asked question on 
the ways and techniques of making business successful. 

 
Activity 3      Business budgeting 

 

Aim: 
 Trainees to learn the skills, techniques and steps involved in budgeting 

according to the capital available.  
 To help trainees know how to make financial plans for their business and 

set fair prices for their product. 
 

Materials needed: Pen, paper, 
 

Time needed: One to two hours (one to two sessions) 
 

Steps: 
1. Facilitator introduces the topic to trainees on what is budget, the 

importance and how to prepare budget for your business 
2. Facilitator presents budget template and works a few examples 

 
Items Unit Qty Unit Cost Total Cost 

     

     

     

 

3. Trainees are put into small groups (2-4 ) to use template to discuss 
around and prepare budget for business of group choice 

4. Trainees present and discuss prepared budget for business 
5. Facilitator and trainees write down key words from the discussion and 

use them in writing short sentences.  
 

Follow up activities: 

Trainees go out to business people (owner) to identify items and cost for 
sample businesses. 
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Activity 4      Market research 

 

Aim: To help trainees identify saleable product, identify profitable market and 
determine changes in customer behaviour. 

 
Materials needed: Pen, paper, chalk, blackboard etc 

 
Time needed: One to two hours (one to two sessions)  

 
Steps: 

1. Facilitator introduces the topic to trainees on how to do/ carryout market 
research. 

2. Trainees are put into small groups (2-4 ) to discuss on how to do market 
research. 

3. Trainees discuss and show reasons why it is important to carry out 
market research before starting a business. 

4. Facilitator write down key words from the discussion and allow trainees 

to read out the key words. 
 

Follow up activities: 
Trainees go out to the market places to obtain information on different types of 

goods and their prices from traders. 
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Unit 5  

 

Equipment, materials and tools 
 

Introduction:    
This unit encourages trainees to think about the equipment, materials and 

tools they will need when they complete their training with Craftshare 
Vocational Training Centre.  

It also encourages trainees to plan how they will obtain and maintain their 
tools.    

 
This unit includes the following activities:  

1. Selecting equipment, materials and tools for trades  
2. Purchasing equipment, materials and tools 

 
Activity 1      Getting the right equipment    

 

Aim: Learning how to select and purchase equipment and tools for trades.  
 

Time needed: 3 hours (spread over several sessions) 
 

Materials required: Copies of the photographs, paper, pens, blackboard 
 

Steps:  
1. The facilitator introduces the topic and explains that they are going to 

identify equipment needed for different trade businesses.   
2. In small groups trainees identify and write the names of the items of 

equipment in the photographs.  They compare their answers with each 
other.  

3. In trade groups trainees make a list of all the equipment they think they 
need for their trade.  

4. When the list is complete they divide the items into 3 lists in the table 

below. 
  

Essential Would like to 
have 

In the future 

   

   

 

5. The groups compare their lists and learn how to write the names of the 
items on the essential list (stage 1). 

 

Follow up activities:  
The trainees take their list of equipment to a local trade person and discuss 

whether there are any changes they need to make.   
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Photo 1: Metal work 

 

 
 

 

 
 

Photo 2: Hairdressing  
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Activity 2      Purchasing equipment, materials and tools 

 

Aim: To plan how to purchasing the equipment, materials and tools  
 

Time needed: 3 hours over several sessions 
 

Materials required: Lists of equipment for different trades  
 

Steps:  
1. The trainees take their essential list from activity 1 and use the table 

below to estimate the cost of buying these items.   
Note: Some groups could look at buying the tools an individual would 

need and other groups could look at the cost of setting up a new 
business. The costs will vary considerably for different trades.  

 

Item Unit cost Number 
required 

Total cost 

Shampoo 235 6 1,410 

Mirror 8,500 3 25,500 

....    

....    

    

    

  Total 

cost 

26,910 

 

2. Trainees visit the market and talk to traders to find out the actual costs 
of these items.  

3. The group discuss  
 the advantages of buying the cheapest or most expensive 

 buying several at once to get a good price 

 which items they will only need to buy once and which will need 
replacing as they get used.  

4. Trainees revise their essential list based on what they have learnt.  
 

Follow up activity:    
Trainees consider whether they will need a loan to buy their own equipment 

and tools and if so where they will get this from, or whether they will join a 
savings group.  
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Unit 6  

 
Health and safety at work 

 
Introduction:    

This unit encourages trainees to think about the dangers 
in different workplaces and how to avoid them. 

 
This unit includes the following activities:  

1. Identifying health and safety risks at work  
2. Responsibilities of employers and employees  

 
 

Activity 1      Identifying health and safety risks at work  
 

Aim: To know about the health and safety risks at work and how to avoid 
accidents and injuries   

 
Time needed: 3 hours  

 
Materials required: Printed copies of the safety signs (next page) 

 
Steps:  

1. The facilitator introduces the subject of health and safety at work and 

asks the trainees if any of them have had any injuries or accidents whilst 
training at Craftshare.   

2. The group discuss the kinds of accidents at work and why they happen.   
3. In small groups the trainees list the different kinds of risks in their trade.  

They discuss them and put them in order of importance.   
4. One of the ways we can avoid injuries at work is by putting up signs to 

warn people of the dangers.  The trainees look at the signs on the next 
page and write in the boxes beside them what they mean.  

5. Trainees discuss which are the most important for their particular trade 
and whether they always follow the advice on the warning signs.  

 
Follow up activities:    

Trainees examine their trade area at Craftshare and see which health and 
safety signs there are.  They check that everyone in their trade knows what 

they mean.   

The trainees write a short report on their trade area saying whether they think 
health and safety is ‘good, ‘ok’ or ‘not good enough’.  Any serious risks are 

reported to the trainer for him or her to make changes.   
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Safety signs at work - What do they all mean? 
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Activity 2      Responsibilities of employers and employees  

 

Aim: To understand the different responsibilities of employers and employees 
in health and safety at work  

 
Time needed: 2 hours  

 
Materials required: Blackboard, pens, notebooks, list in box below 

 
Steps:  

1. The trainees remind each other of the health and safety dangers at work.  
2. The facilitator writes the list below of things an employer can do to 

improve health and safety at work. In small groups trainees discuss 
these and add at least 2 new ones (e.g. provide a first aid box, know 

about the dangers in their workplace)    
 

Health and safety  

Employers should  
 have a health and safety policy  

 put up notices to remind employees of the health and safety 
dangers  

 provide safety equipment  
 provide training for employees on health and safety  

 add more ?? 

 
3. Trainees now consider the responsibilities which they have as employees 

towards health and safety.   
4. Each trainee identifies 2 things which they are going to do differently to 

improve their own health and safety at work.  They write these in their 
books and share them in small groups.   

 
Follow up activities:    

Trainees assess Craftshare against their list of things an employee should do.   
 

Trainees take their list of things an employer should do about health and safety 
at work to their placement or another workplace and identify which of these 

are being carried out.  

 
Trainees write a story about an accident or injury at work which includes what 

the employer and employee should improve to avoid accidents happening.  
They select one story and make a drama from it to show to other trainees for 

them to learn more about health and safety at work.  
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Unit 7 

 

Managing finance 
 

Introduction:    
This unit encourages trainees to think about how a trader manages their 

finances.  This unit can be used to develop numeracy skills of addition, 
subtraction, multiplication and division.  

 
This unit includes the following activities:  

1. drawing up an expenditure plan  
2. using invoices and receipts    

3. keeping accurate records of income and expenditure  
4. profit and loss  

 
Activity 1      Expenditure plans 

 

Aim: To be able to estimate the cost of setting up a new business  
 

Time needed: 2-3 hours (over several sessions) 
 

Materials required: Blackboard, paper and pens  
 

Steps:  
1. The facilitator asks the group who would like to start their own business 

in the future and what kind of business they would like to have.  
2. The facilitator introduces the expenditure table (below) and gives a brief 

example of how to complete it.  
Note: This could include introducing the idea of ‘capital equipment’ 

which is items which only need to be bought once and ‘running costs’ 
which includes items which need replacing like fuel, mobile credit etc.  

3. In small groups the trainees choose a type of business to start up and 

develop their own expenditure list using the table below. 
4. When the groups have finished they present their expenditure plans and 

discuss where they might get the money from to start their business.  
Note: they might also discuss which items are essential and which are 

too expensive for the start of the business 
 

412, Diesel Road, Bo      Marvellous Motor Mechanics     Tel: 70354761259 

Expenditure plan March 2014 

No.  Items Quantity Unit cost 
(Le) 

Total cost 
(Le) 

 Capital equipment    

     

     

 Running costs     

     

     

Note: the table can be adapted to the numeracy skills of the trainees.     
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Activity 2      Invoices (or bills) and Receipts    

 

Aim: To understand invoices (or bills) and receipts and how to use them 
accurately  

 
Time needed: 4-3 hours over several sessions  

 
Materials required: Paper, pens, examples of invoices (or bills) and receipts  

 
Steps:  

1. Put the trainees into small groups and ask them to discuss what they 
know about invoices (or bills) and receipts.  

Note: The trainees might be more familiar with the term bill, which is 
the same as an invoice.  

2. Ask each group to come out with their ideas on invoices and receipts.  
3. Facilitator to show and explain receipts and invoices to trainees.  

4. Facilitator to ask trainees to indentify key words on invoices and receipts. 

5. Trainees are asked to write these words like: item, name, address, unit 
cost, quantity etc.  

Note: With level 1 trainee, facilitators should use initial letter SOUNDS to 
help the trainees to recognise and remember them.  

6. In groups trainees design their own invoices and receipts for an 
imaginary business. 

7. Trainees prepare an invoice for an imaginary customer of the business 
and a receipt which would be given to the customer after they have paid 

their invoice (or bill).    
8. Trainees are asked to go out into the town and see if they can find 

examples of receipts and invoices for themselves.    
 

Follow up activities:    
The trainees discuss how much they could control their finances if this was 

their own business and also consider how they can re-invest the funds to 

ensure of expansion of their business and also to be able to do savings to 
enable them source funds from the bank.  
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Example of an invoice 

 

KAMARA COSMETIC SHOP 
INVOICE 

Aminata Kamara 
62 Beauty Street, Bo  

 
Tel: 07784235678      Date.......... 

 

No.  Item  Quantity  Unit cost 
(Le) 

Total 
cost (Le) 

 
 

 
 

 
 

 
 

Total   

  
Signed........................................ 

 
Example of a receipt 

 

CRAFTSHARE HAIRDRESSING ENTERPRISE 
 

62 Commercial Road, Freetown      Receipt no. ..........  
 

Tel: 072342393478      Date          .......... 
 

No.  Item  Quantity  Unit cost 

(Le) 

Amount 

paid  
(Le) 

 
 

 
 

 
 

 
 

 

Total   

 

Amount paid in words 
.................................................................................. 

 
Signature....................................................................
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Activity 3      Keeping a business journal 

 

Aim: To understand what a business journal is and how important it is for a 
business 

 
Previous knowledge: The trainees have already learnt about different types 

of business records including invoices and receipts  
 

Materials required: Paper, pens, blackboard and, if possible, an example of a 
business journal  

 
Steps:  

1. In small groups the trainees discuss the types of business records they 
have already learnt about and write these as a list.  

2. Each group gives one example in turn on the blackboard until all 
suggestions have been included.  

3. The facilitator selects the journal as the topic for this session and guides 

the group to define it as ‘a business record that keeps track of the day-
to-day activities of a business’.  

4. In groups trainees identify 5 key words to do with keeping a journal and 
write short sentences about each one of them. For example expenditure, 

income, profit, loss, saving, bank account, license.  
5. The group review the advantages of keeping a journal which leads onto 

the next sessions where they learn about income and expenditure and 
profit and loss in more detail.  
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Activity 4      Profit and loss  

 

Aim: To understand how to calculate profit and loss in a small business  
 

Time needed: 3 hours over several sessions  
 

Materials required: Blackboard, paper & pens, calculators if possible 
 

Note to facilitators:  
Profit and loss can be very complicated and the terms used are often 

unfamiliar, for example expenditure. 

   
This activity does not include (a) the costs of setting up a business or (b) a 

trader paying himself / herself but just looks at the profit or loss of the running 
costs of the business over one month.    

  

 

Steps:  
1. The facilitator writes the words profit and loss on the blackboard and 

asks the trainees what they mean.  The facilitator might also need to 
write the words income and expenditure and discuss these.   

 

Profit is when the amount of income from a business is more than the 
expenditure.  

Loss is when the amount of income from a business is less than the 
expenditure. 

 

2. In small groups the trainees use the table on the next page to work out 
the expenditure for a business for one month only.  The figures will be 

estimates and the trainees should try and make the numbers as realistic 
as possible.  

Note: Trainees should include rent, bills, materials, transport, fuel and 
all the different costs a business might have. 

3. The trainees use the table on the following page to work out the income 
for one month.  

Note: Income usually comes from either selling produce or providing a 
service.  

4. The trainees then calculate whether their business will have made a 
profit or loss over the month.   

5. The facilitator asks the trainees what they would do to improve their 
business so that it makes a better profit.   

 

Follow up activities:    
The trainees discuss how much they could pay themselves if this was their own 

business and also consider how they can make sure they have funds to replace 
equipment and buy new equipment.    
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Expenditure  

 

Month................................ 

Date Item Unit cost 

(Leones) 

Number Total 

(Leones) 

 Rent     

 Electricity     

     

     

     

     

     

     

     

 Total     
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Income   

Month................................ 

Date Where from   

 

Items sold / service provided  Amount  

(Leones) 

    

    

    

    

    

    

    

    

 Total    
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Unit 8 

 

Time management at work 
 

Introduction:    
Time management is important in the workplace. An employer expects staff to 

arrive on time and make good use of time during the working day. If a trainee 
starts a small business they will need to manage their time effectively to be 

successful. 
   

This unit encourages trainees to think about how they use their time and how 
they can be more efficient in their use of time.   

 
This unit includes the following activities:  

1. Time management as an employee 
2. Using time efficiently as a trader   

 

Activity 1      Time management as an employee  
 

Aim: To encourage trainees to consider how they will use time effectively as an 
employee 

 
Time needed: 1 hour  

 
Materials required: Large sheets of paper, pens and paper   

 
Steps:  

1. The trainees brainstorm what responsibilities employees have for time 
management at work.    

2. In small groups trainees design a poster of different ways employees 
waste time at work (e.g. arriving late, reading the newspaper etc.). 

The posters should be mainly pictures with only a few words.    

3. The groups share their posters and discuss what the impact of poor 
time-management would be on a business.     

 
Follow up activities:    

Trainees imagine they are an employer with an employee who arrives late and 
spends a lot of time during the working day reading the paper and talking on 

their mobile phone.  
Stage 1 – Trainees draw a timeline representing the working day. They mark it 

the hours of the day along the line. Then they mark in the time to leave home, 
arrive at work, start time, breaks etc. They learn the words they need to do a 

daily timetable.   
Stage 2 – Trainees work together to write a list of Five Good Habits in Time 

Keeping 
Stage 3 –Trainees write a short story about how they will handle this situation.  

 



33 
 

Activity 2      Using time efficiently as a trader  

 

Aim: To encourage trainees to consider how to use their time efficiently as a 
trader 

 
Time needed: 2 hours  

 
Materials required: Copies of the weekly time planner for each trainee (see 

next page)  
 

Steps:  
1. The trainees list all the different tasks which traders need to do when 

running a small business.  
2. In groups trainees pick one trade and fill in a weekly timetable for how 

they will use their time.  Each box represents 2 hours so they can put 
more than 1 task in a box (e.g. going to the market to buy materials and 

taking their cash to the bank).  

3. When they have completed the table the groups add up how much time 
they are spending under each of these headings  

 doing their trade (hairdressing, carpentry etc.)  
 buying materials  

 keeping records and managing finances 
 keeping the workplace safe, tidy and clean 

 marketing their business 
 breaks during the day  

4. The groups share their timetables and discuss what changes they can 
make to their timetable to use their more efficiently.   

 
Follow up activities:  

In groups trainees can talk to a local trade person about how they use their 
time.   
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Weekly Time Planner 

Time  Monday Tuesday Wednesday Thursday Friday Saturday Sunday 

6 am 
       

8 am 
       

10 am 
       

12 noon  
       

2 pm 
       

4 pm 
       

6 pm 
       

8 pm 
       

10 pm 
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Unit 9 

  

Measurements at work 
 

Introduction:    
Every business needs to understand measurements. A tailor measures cloth 

and the size of the clients. A mason needs to measure the quantities to make 
good cement.  A carpenter needs to measure lengths of wood and a catering 

trainee needs to measure ingredients. This unit encourages trainees to think 
about the different ways business need make measurements and to 

understand how to make them accurately. This unit can be used to develop 
numeracy skills of weight and length, addition, multiplication etc.  

 
This unit includes the following activities: 

1. Making accurate measurements 
2. The use of different measurement units  

3. The use of different types of measurement tools   

 

 

Activity 1     Accurate measurement 
 

Aim: Trainees to know the importance of correct measurement and learn how 
to take correct measurement 

 
Time needed: one to two hours (one to two sessions)  

 
Materials needed: Blackboard, chalk, graphics 

 
Steps:  

1. Introduce the topic to trainees and ask them what they know about 

measurement 

2. Put them into smaller groups to discuss and identify the topics of 

measurement 

3. Trainees should come and demonstrate their knowledge about correct 

measurement by using the table measure to come since correct 

measurement 

4. Facilitators write down key wards from trainees discussion and allow 

them to read out these key words 

Note: Measurements could be in length, weight, volume, temperature or time. 

It is important to include all of these when doing each of the activities.   
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Activity 2      Introduction to the different measurement units 

 

Aim: To know the importance of the different measurement units and their 
conversions 

 
Time needed: 2-3 hours (over 2 or 3 sessions) 

 
Materials needed: Blackboard, chalk 

 
Steps:  

1. Introduce topics to trainees and asked them what they know about 

measurement units 

2. Facilitator write up a selection of measurement units on the board (e.g. 

kilograms, metres, degrees)  

3. Trainees should come and identify various measurement units and add 

others they use in their trade 

4. Put trainees into smaller groups to discuss and identify the different 

measurement unit and do few conversions 

5. Facilitators should write down key measurement units abbreviation from 

trainees discussion and allow trainees to read them 

Activity 3      Different types of measurement tools at work 
 

Aim: Trainees to know the importance of different types of measurement tools 
at work and how to use them. 

 
Time needed: 2 hours  

 

Materials needed: chalk, blackboard, cup, kitchen scale, batter, head pan, 
line, tape measure 

 
Steps: 

1. The facilitator introduces the topic to trainees and asks them what they 
know about the importance of different types of measurement at work 

and their uses 
2. Facilitator presents the different measurement tools at work 

3. Put the trainees into smaller groups to discuss the different types of 

measurement tools in their particular trade. 

4. Each trade makes a short presentation to the others about how 

measurements are made in their trade and the tools which are used. 

 

Follow up activity:  

Trainees take a walk around to their workplace to identify the different units of 

measurements used in their trade and the types of tools used to measure 

them. 
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Unit 10 

 

Managing stock 
 

Introduction: 
This unit encourages trainees to think about how the stock is managed in a 

business. Good stock management keeps the running costs of a business 
under control. Small businesses need to manage their stock just as much as 

large businesses.   
 

This unit includes the following activities:  
1. Storing stock safely  

2. Keeping a stock record   
 

Activity 1     Storing stock safely 
 

Aim: To understand the importance of storing stock safely and carefully    

 
Time needed: 1 hour 

 
Materials required: Blackboard, pens and paper 

 
Steps:  

1. The facilitator writes the word Stock on the blackboard. The trainees 
discuss what it means and what kind of stock they will need to have 

for their trade.   
2. The trainees make a list in small groups of reasons why stock 

management is important in businesses.  
3. The trainees look at the list of stock items below from different trades 

and decide how these items should be stored.   
Note: the conditions could be a particular temperature, upright, 

sealed, clearly labelled, away from children, away from sunlight.   

 

Stock items  Special conditions Storage time  

Engine oil (motor mechanics)   

Cement (masonry)   

Bleach (Hairdressing/salon)   

Eggs (catering)   

Coloured threads (weaving)    

 

4. The trainees add other items and discuss how they would be stored.  

 
Follow up activities:  

Trainees visit local traders to ask what kind of stock they have and how it is 
stored.    
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Activity 2      Keeping a stock record 

 

Aim: To understand the value of keeping a stock record  
 

Time needed: 1 hour  
 

Materials required:  Blackboard, paper, pens 
 

Steps:  
1. The trainees make a list of reasons why keeping a stock record is 

important.   
2. The trainees discuss the sort of information they would like to keep in 

their store record.  This might include item, number purchased, date, 
cost and a way of recording when stock is used.  

3. The group look at the stock record sheet below and the facilitator 
explains the cement example.  

4. The trainees in small groups complete the stock shaded box for the hair 

tresses and add 3 more items in the lines below.  
5. The trainees discuss whether they think this is a good stock record sheet 

and how they might adapt it for their own trade.  
 

Item Number / 
amount  

bought 

Date Stock 
used  

Stock 
remaining  

Cement 8 bags 23.11.2013 3, 1, 2 5, 4, 2 

     

Hair tresses (dark) 16 5th Nov. 2013 2, 1, 4, 5   

     

     

     

 

Explanation for facilitators:   
On the example above 8 bags of cement were bought.  

6 have been used so far so there are two remaining.  
 

First 3 were used, leaving 5 remaining.  
Then 1 was used, so the 5 was crossed out and replaced with 4. 

Then 2 more were used, so the 4 was crossed out and replaced 
with 2.)  

 
Follow up activities:    

Trainees could design their own stock record sheet with the kind of information 

they think is most useful. 
Trainees could visit some local businesses and see whether any of them keep 

stock records. They could incorporate ideas from these stock sheets into 
designing their own.  
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Unit 11 

 

Customer care skills 
 

Introduction:    
This unit encourages trainees to think about the way in which traders develop 

a relationship with their customers in order to make sure that they come back 
and buy from them again or use their services again. Customer care is just as 

important in car mechanics as it is in hairdressing.   
 

Activity 1     Creating good customers relationship  
 

Aim: To acquire skills to create good customers relationship 
 

Materials needed: Chalk, Graphics 
 

Time needed: One to two hours (one to two sessions)  

 
Steps: 

1. Introduce the topic to trainees and explain what a good customer 
relationship is 

2. Facilitator present graphics of Business Partner quarrelling with customer 
3. Put trainees into groups and ask any group to discuss ways of creating 

good relationship with customers 
4. Trainees are allowed to discuss their ideas and to compare them 

5. Facilitators write keyboard from the discussion and allow them to read 
and write out key words 

 
Follow up activity: Trainees are allowed to perform practically some methods 

in creating good customers relationship 
 

Activity 2      Understanding customers wants and preferences 

 
Aim: Trainees acquire skills to know customers wants and preferences 

 
Materials needed: Blackboard, chalk, Graphics 

 
Time needed: one to two hours (one to two sessions)  

 
Steps: 

1. introduce the topic to trainees and allow discussions around customers 
wants and their preferences 

2. Facilitator presents a graphic showing customer quite happy for one style 
and another not happy for another style of dress 

3. Put trainees in group and asked them to discuss customers wants and 
preferences 

4. Trainees are allowed to discuss their ideas and do some comparison 

5. Facilitators write key words from their discussion and allow them to read 
out and write them in their books 
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Follow up activities: Facilitator and trainees visit several enterprises of their 

choice to get realities as to how customers behave when they prefer/not prefer 
goods or services 

 
Activity 3      How to maintain customers 

 
Aim: Trainees acquire knowledge and skills to maintain customers 

 
Materials needed: Blackboard, chalk,  

 
Time needed: one to two hours (one to two sessions)  

 
Steps: 

1. Facilitator introduces the topic to trainees, how do we maintain 
customers? Solicit information on  

 What happens when you fight with a customer?  

 What happens when you cheat a customer? 
2. Put trainees into groups and ask any group to discuss ways of maintain 

customers  
3. Trainees are allowed to discuss their ideas and do some comparison 

4. Facilitators write keywords to read and write out keywords 
 

Follow up activity: Trainees are allowed to perform practically some methods 
of maintaining customers 

 
Activity 4      Modest and flexible 

 
Aim: Trainees acquire knowledge and skill on how to be modest and flexible 

with customers 
 

Materials needed: Blackboard, chalk, Graphics 

 
Time needed: one to two hours (one to two sessions)  

 
Steps 

1. Facilitator introduces the topic to the trainees – modesty and flexibility in 
dealing with customers 

2. Put trainees into smaller groups and ask any group to discuss the code of  
modesty (behaviour) and flexibility to customers 

3. Trainees are allowed to discuss their ideas and do some comparison 
4. Facilitator writes keyboard from the discussion and allow them to read 

and write out keyboards 
 

Follow up activity: Trainees are allowed to perform practical ways of being 
modest and flexible towards their customers 
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Unit 12 

 
Marketing 

 
Introduction:    

This unit encourages trainees to identify who are going to be the customers of 
their business and to find out more about what they want to buy. Trainees also 

think about the ways different traders market their business and sell their 
goods or their services.  Making sure that people know about your business is 

important and good marketing can attracting new customers and make a 
business profitable.  

 
This unit includes the following activities:  

1. Market research  
2. Marketing your goods or services  

 

Activity 1      Market research   
 

Aim:  For trainees to find out about the market for their goods or services 
 

Before you start a business you need to know that people are going to 
want to buy your goods or services. 

 
This activity helps traders find out about what people want to buy, 

how much they will pay........  

 
Time needed: 3 hours with a week between each session 

 
Materials required: Blackboard, paper, pens, notebooks for community 

survey 
 

Steps:  
1. The trainees describe the type of business which would like to start 

and the goods or services they would like to sell.  
2. In groups trainees list the goods or services they want to sell and 

describe the kinds of people who they think will buy them (including 

age, gender, where they live, what kind of households they come 
from). 

3. The trainees design a short questionnaire to take out to the 
community to find out more about what people want to buy (see box 

on next page for some example questions).   
4. The group discuss how they might carry out a market research survey 

in the community, who they might ask and how they will record their 
answers.   

5. After carrying out the survey the trainees share their answers and 
discuss how they might alter their business plans.  
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Market research questions (example only) 

 
Note: These are only example questions.  The trainees should design their 

own questionnaire with no more than 10 questions.  
 

The following are designed for a tailoring business wanting to design and 
sell high quality blouses.  Trainees design their questions for their trade.  

 

 “Good morning, I am doing a survey on blouses for women. Do you 
 have  time to answer a few questions for me, please?”  

  
Record for each person male/female, whether they are youth, young 

adult, mature adult or elderly person.  
 

1. Where do you buy your clothes from?  (ready-made / tailor) 
2. How often do you buy clothes from a tailor?  

3. How often do you buy a new blouse in a year?  
4. What sort of designs and materials do you like best?  

5. Would you be willing to try a new tailor or would you only go to 
someone you already knew?   

6. If you wanted a very smart new blouse for an important event 
how much would you be willing to pay for it?  

7. What other items would you buy from a tailor?  

8. How much do you think you spend on clothes for yourself in a 
year?   

 

 

Follow up activity:   
Using the results of the survey the trainees decide how much they are going to 

charge for their goods or services.   
 

If the trainees have already done income and expenditure (Unit 7 Activity 4) 
they can work out how many blouses they would need to sell in a month to 

cover the costs of running the business.   

 
How many more would they need to sell to be able to pay themselves and 

make a profit?  
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Activity 2      Marketing your goods or services  

 

Aim: To consider how to attract customers  
 

Time needed: 2 hours  
 

Materials required: Blackboard, paper pens, examples of special offers from 
local trades people  

 

Note: A good sign, attractive posters and leaflets can help people find out 

about a business. This activity helps trainees think of other ways of attracting 

customers. 

 

Steps:  
1. The facilitator writes the words ‘customers will come to my business 

because.......’ on the blackboard.  
2. Trainees discuss what would be special about their business and what 

would attract people to them rather than other trades people.   
 

Note: It is important for every business to be ‘special’ in some way to 

attract a particular type of customers. A motor mechanic could be well 
known for always being fast, or very cheap, or be able to mend 

problems which other garages cannot. No business can do all of these 
things so they have to chose which are most important to them.    

 
3. The facilitator writes the words ‘getting customers’ on the blackboard. 

In small groups the trainees write down at least 10 ideas they have for 

their trade.   
4. After discussing the ideas the trainees select one and draw up a plan of 

how they would use it (see box for examples but the group should be 
encouraged to come up with their own ideas first). 

 

Getting customers 

 Special price deals  e.g. ‘3 for 2’ or 10% off this week  
 Seasonal produce e.g. for Christmas or Ramadan  

 Offering something new e.g. a new hair design from Freetown  

 Giving away a gift e.g. a free scarf when you buy a dress  
 Find a celebrity to support you  

 Have a bright colourful shop  
 ?? 
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5. The facilitator explains how to calculate 10% discounts. The trainees 

select 5 prices and work out what the new price would be with a 10% 
discount using the table.  

 

Item Price the 

trader 
paid 

Original 

selling 
price 

10% of 

selling 
price 

Price with 

10% 
discount 

Profit 

/loss? 

Oil 150 250 25 225 75 profit 

Shampoo      

      

      

 
6. The facilitator uses the table below to show the group how to work out 

profit and loss for ‘3 for 2’ offers. The trainees work out some more 
examples for themselves. 

Note: ‘3 for 2’ means a customer buys two items and gets another one 

free.  So they are paying for two but get three.  
 

Item Price the 
trader paid 

Original 
selling 

price  

Price to 
buy 2 

items 

Price per 
item if on 

a ‘3 for 2’ 
offer  

Profit/loss? 

Nails 100 135 270 90 30 loss (10 

per item)  

   

7. The trainees discuss the advantages and disadvantages of special price 
deals.   

8. The trainees design their own posters which advertise their business.  It 
should include what is special about the business and a special deal 

which they think the business can afford.   

 
Follow up activities:    

Trainees visit the market and look for special offers and discounts.  They bring 
back some examples to the class where they work out whether these are good 

offers for the customers and traders.   
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The following online resources include a wide range of activities incorporating 

literacy with civic education and peacebuilding based on the work of SEM in 

South Sudan and other NGOs.  
 

Education and Rights: a toolkit for facilitators (2013) was developed by 
Feed the Minds (FTM) in partnership with Sudan Evangelical Mission (SEM) and 

Peacebuilding, Healing and Reconciliation Programme (PHARP) through 
participatory workshops and consultation at community and national levels.  It 

has been endorsed by Deputy Director of the Curriculum Development Unit, 
Republic of South Sudan.    

 
Available on http://www.feedtheminds.org/about-us/publications/resources 

 
Storytelling: A tool for promoting peace and literacy (2011) 

Available on http://www.feedtheminds.org/about-us/publications/resources in 
English, Kiswahili, Kinyarwanda and Bengali 

 

Integrating Literacy and Peacebuilding: A guide for trainers and 
facilitators (2004) 

Available on http://balid.org.uk/LitPractice.htm  
 

 
 

http://www.feedtheminds.org/about-us/publications/resources
http://www.feedtheminds.org/about-us/publications/resources
http://balid.org.uk/pdfs/Literacy%20and%20peacebuilding.pdf
http://balid.org.uk/pdfs/Literacy%20and%20peacebuilding.pdf
http://balid.org.uk/LitPractice.htm
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Feed the Minds Five Point Literacy Plan 
 

 
Feed the Minds has developed a plan for using literacy to strengthen all 

projects. 
 

 

 

1. 

Literacy levels 
and practices of 

beneficiaries 
 

 

What is the literacy level of local people? 

 
How are literacy and numeracy already used in the 

community? 
 

 
2. 

Avoid stigma 
and 

discrimination 

 
Are we excluding non-literate people from workshops, 

trainings or positions of responsibility? 
 

How can we make sure that non-literate people are 
included in project activities? 

 

Do our written materials act as a barrier to people with 
low literacy levels? 

 

 

3. 
Examine and 

adapt written 
materials 

 

Are we using simple words and sentences that people will 
understand? 

 
Can we use pictures or diagrams to explain this? 

 

What language will most people understand? 
 

 
4. 

Develop literacy 
skills where 

possible 

 
You don’t have to be a literacy facilitator to help 

participants develop their reading and writing skills: 
 Identify key words for participants to learn 

 Use pictures and words together 
 Read text written on the blackboard aloud 

 Breakdown complex words 
 Emphasise initial letter sounds 

 Use mixed case words not capital letters 
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5. 

Share ideas for 
promoting 

literacy 

 
Have teachers and facilitators shared their skills and 

experiences with other people in our organisation? 
 

Has our organisation shared good practice and ideas for 
promoting literacy with other NGOs? 

 
 

 
Feed the Minds is an ecumenical Christian international development charity. 

We work in partnership with indigenous NGOs and CBOs around the world to 
support the most marginalised individuals and communities through non-

formal education projects.  

 
The purpose of this guide is to enable literacy facilitators to integrate business 

skills into literacy classes in Craftshare Vocational Training Centre, Bo, Sierra 
Leone. Through these activities literacy learners are able to develop skills for 

work which will help them in their trade.   
 

Throughout the guide literacy facilitators are encouraged to consider  

 What particular sorts of literacies do the individuals in the literacy 

programme want to learn to be active citizens? 

 How can the literacy classes be best used to help literacy learners gain 

these skills and use them to enhance their lives and those of others in 
their communities? 

 
This guide was developed in partnership with Craftshare Vocational Training 

Centre.  
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