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Running your first
Workstart Group Meeting?

A.2

First Group Meeting
Objective: To introduce the Workstart Group concept and begin to build participants
confidence in the opportunities and benefits it will provide. You will need to have carefully read
through the Guide, and how many sessions you will recommend, when and where they will take
place. Make sure you plan for or one more breaks in each session, depending on the conditions.
Your role as Facilitator is key to the success of the group, so if you are not an experienced
teacher or presenter please look at the presentation skills section in the Appendices section and
please contact us with any queries or suggestions to improve the programme.
Depending on your culture and traditions, we suggest:

1. Preparation:
At your first Group Meeting it is important to make
everyone feel welcome and relaxed. Prepare the area
where the meeting will take place, provide for drinks and if
possible food, especially if meeting all day.
You will need paper and pins for name tags, and paper and
pencils, plus copies of the Aptitude Test for each
participant.
If women come with young children try to arrange for someone to look after the children safely,
so they don’t distract the parents.

2. Welcome & Introductions:
Give everyone a name tag on arrival, and be ready to write
down when you ask them, their full name, address and age,
plus telephone number if they have one – for your records
Provide some time for participants to chat together

3. Introduction to Workstart:
Give a warm welcome to the group. Explain how the programme will provide encouragement,
training and opportunities for generating income and will enable participants to develop their
own savings fund to help them start. Reassure them that a basic literacy course will be available
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to help them if needed develop these opportunities. Tell them when and how often you will meet
together and how we hope the group will have an ongoing network relationship together.
Outline what they will be doing in this first session. Ask for any questions.
A good idea is to organise an ice-breaker game or activity – see some suggestions below.

4. Group Discussions:
Divide into groups of four (You can do this easily by giving everyone an animal name or a number
when they arrive (4 of each!) Get everyone to find their group by making their animal noise or
shouting their number
Discussion A: The small groups should be asked in introduce
themselves to each other and then be given some questions, such
as, what skills they want to learn; and what they see as the main
needs and opportunities in their community area. One person
from each small group then tells everyone what they concluded
(Facilitator makes notes)
Discussion B: The groups are then asked to discuss what local resources their community has
access to (unused land, local crop specialities, river or lake, tourists, wood, stone etc). Then
what income generating activities they have tried themselves or know about in their community
and agree what is successful and what is not successful. One from each group tells everyone what
they concluded (Facilitator makes notes)
Discussion C: The groups are then asked to discuss the sort of income generating activity they
would be interested in starting or growing and whether they would prefer to start something
alone or in a group? Again one from each group tells everyone what they concluded (Facilitator
makes notes)
Aptitude Test: Invite everyone to complete the Aptitude test (See section 1.5) This may have to
be read out or done with each individual if there is a high level of illiteracy. They should put their
name on their sheet and score it themselves or hand it in to facilitator for scoring.
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‘Ice Breaker’ Games – choose one
Throw the ball:
This game is an uncomplicated ice breaker that gets the team working together and
learning names quickly. Ask the team to sit down and form a circle. Produce a ball and
instruct the participants to throw the ball around the circle. Before throwing the ball they
must call out the person’s name they are throwing it to. The game must speed up as it
progresses. You can add sporting element to the game to make it more interesting by
explaining that anyone who drops the ball must run around the circle and return to their
seat. This fun game can be played for as long as you like.
Knot for the Faint-Hearted:
Ask everyone to stand together in a circle, then have each group member put their hand
in and grab hold of someone else’s hand. The goal is to unravel the knot whilst still
holding onto other people’s hands. Hard to feel shy when you have just spent five minutes
holding onto someone!
Just Three Words:
This game is extremely simple and can include a large number of participants. Once
everybody has arrived instruct the group to come up with three words that describe them
e.g. ‘My name is Philip and I am loud, adventurous and unpredictable’. This is a simple
game that can make its way around a large group quickly. It also encourages participants
to learn a little about each other.
NOTE:
Make sure your ice breaker game does not become too time-consuming as this will cause the
group to lose interest. You also want to make sure that everybody is involved and enjoying
themselves. Take these ideas and create something you feel will be appropriate for your event or
situation.
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Governing Document
for Workstart Groups
1.

A.3

FORMATION, NAME & LOCATION
(a)

The name of the Workstart Group, therein after known as “the WSG”, shall be:

__________________________________________________________________________
(b) The WSG shall be located at:
__________________________________________________________________________

2.

MAIN AIMS
The aims of the WSG shall be:
(a) to promote the habit of saving on a regular basis among members
(b) to enable members to withdraw savings for income generating activities (IGA)
(c) to form the WSG into a well managed organisation
(d) to provide a Forum for members
(e) to raise awareness of IGA and inform members of opportunities
(f)
to train members in know how and business skills

3.

MEMBERSHIP
(a) Members will include persons aged between 18 and 55 years of age at the time of
joining who are:
• permanent residents in the local community, and who are:
• capable of the physical labour required to work in an IGA
• willing to regularly save his/her money with the SHG
• willing to use savings for an IGA
• willing to start or expand an IGA with help and support from the WSG
• not listed as defaulters with any bank
(b) No more than 2 members of a family shall be allowed to join a group.
(c) Ideally the group size will be between 10-20 members

4.

SAVINGS
(a) Every member shall save ________________ per month on ___________________
(date), when each person will deposit their individual savings with the Treasurer
(b) Members shall decide, and review from time to time, the regular savings amount
(c) If a member doesn't pay the monthly saving amount on the agreed date, he/she
will be fined ____________ per _________________ (eg per day/week/month)
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5.

GROUP MANAGEMENT
(a) A Management Committee, consisting of three persons, shall be elected from
among members, and by all members, for a period of __________ years
(b) The Committee will take responsibility as Representatives for the roles of
Chairperson, Secretary and Treasurer
(c) Representatives to remain in office continuously for 3 terms
(d) Representatives must be from three different families
(e) Representatives shall be elected unanimously

6.

COMMITTEE ROLES
(a) The Comittee is responsible together for decisions and daily management
(b) Representatives as Secretary and Treasurer must be able to read and write
(c) In groups where no members read or write, the Facilitator will maintain records
(d) the person as Chair shall:
• preside over regular meetings, extraordinary or other meetings arranged
• sign, or put a thumb impression, to approve decisions at the meeting
• call or postpone any special meeting
•

resolve complaints or disputes, in collaboration with Representatives

•

monitor and coordinate the activities of the Secretary and Treasurer

•

maintain links with members and other organisations

(e) the person as Secretary shall:
•

convene meetings after consulting the Chairperson, and prepare Agendas

•

maintain a record of proceedings and read them out at the following meeting

•

record decisions made at each meeting, reading them out at the same meeting

•

maintain a Register of Members; Register of Attendance; Register of Activity

•

conduct all meetings, and Chair if necessary, in the absence of the Chairperson

•

regularly verify the books of accounts and report to the members at meetings

(f) the person as Treasurer shall:
•

preserve all important papers and documents relating to financial matters

•

maintain all books of accounts for the group, including:
• Each members' Personal Savings & Loan Passbook
• Savings & Withdrawals Ledgers for the WSG as a whole
• Cash Book
• Bank Loan Book

•

deposit cash in the Post Office or Bank very soon after collection

•

pay any withdrawals approved by the group to members

•

receive savings and interest, recording all of these in the documents

•

conduct financial transactions and preside at meetings, as necessary

•

present all financial reports of the group
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7.

MEETINGS
(a)

the group shall meet at ________________ (time) every month

(b)

the first meeting date is fixed for ______________________________________

(c)

thereafter meetings will be held ________________(weekly/fortnightly/monthly)

(d)

on ________________________________________ at ___________________ (time)

(e)

the Secretary shall give at least ___________ days notice about such meetings

(f)

all Members shall have the right to attend and participate in all meetings

(g)

provision shall be made for Members to offer suggestions

(h)

urgent matters shall be discussed by holding special meetings at short notice

(i)

members not attending 3 consecutive meetings without good reason, and
without giving prior notice, will face a penalty of __________ per meeting

(j)

8.

annual meetings will review last year, financial progress, and plan for next year

MANAGING THE GROUP'S MONEY
(a) Withdrawal applications shall be made in writing addressed to the Chairperson
(b) The Management Committee shall propose withdrawals by member applicants
(c) Members shall agree any Withdrawal requests based on the IGA purpose
(d) Withdrawal requests are limited to __________________________________
(e) Withdrawal requests shall be granted, provide that:
•

the Member has been a member for six months or longer

•

the Member has saved regularly for 3 months or longer

•

the purpose is for an IGA that is viable (accompanied by a business plan)

(h) Applicants cannot withdraw more than their savings unless agreed by all members
(i)

9.

Approved Withdrawal requests must be recorded in the group's documents

INVESTMENT INCOME
(a) Income accrued from Interest will be re-invested for the group's benefit

10.

WITHDRAWAL OF MEMBERSHIP
(a) Members shall agree a procedure to return savings if any member asks to leave

11.

DISQUALIFICATION OF A MEMBER
(a) Members shall be disqualified if they persisently fail to:
•

participate in regular group meetings and activities

•

save regularly

•

follow the Rules of the group
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12.

MAINTAINING ACCURATE RECORDS
(a)

Every Member shall be given their own Personal Savings Passbook

(b) It is the responsibility of the Treasurer to make all entries in each Passbook
(c) Registers for Membership, Attendance, Activities and Decisions at every
meeting shall be kept by the Secretary
(d) the Savings & Withdrawals Register for the group shall be kept by the Treasurer
in which all individual savings and withdrawals shall be recorded and totalled
(e) the Cash Book and Bank Register shall be maintained and kept up to date by the
Treasurer who will be able to report at regular meetings the position of all Income
& Expenditure, as well as any Bank Interest received

13.

MANAGING THE BANK ACCOUNT
(a) The group's Fund shall be kept in the nearest bank
(b) Any two Representatives shall have joint signatory power per transaction
(c) All withdrawals shall be supported by a decision of group Members

14.

CHANGES TO THESE RULES
(a)

The Rules can be amended by Members at a meeting convened for this purpose

(b) Changes to the Rules should be proposed, discussed, and supported
unanimously by two thirds of the total memership

15.

CLOSING THE GROUP
(a)

a majority vote by two thirds of Members is required before deciding to close
the group

(b)

before taking further action, following such a vote, a discussion shall be held to
agree the terms under which all money owed and belonging to the group shall
be accounted for and distributed

We the undersigned are the first Representatives appointed on ______________________________
(insert date)
Chair _________________________________

Signed ___________________________________

(Name)

(Signature)

Treasurer _____________________________

Signed ___________________________________

(Name)

(Signature)

Secretary _____________________________

Signed ___________________________________

(Name)

(Signature)
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Attendance
Certificate
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