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School Based First Aid Training 

 
I. Goal of the School Based First Aid Training 

in the Project for Children and Youth Development in Kambia District 

At the end of the workshop, the participants: 

• Learn skills how to treat slight injury and diarrhea; 

• Learn how to sustain the school first aid system; and 

• Are aware of importance of deworming and medical treatment. 

 
During the project, JICA Project Team (JPT) has been aware that diarrhea affects on 
health status of children as shown in the following figure. 
 

Eat/Drink 
contaminated 
food/ water. 

Unhygienic and 
unhealthy environment 

in home/school 

Diarrhea 

Nutrient drains off 
your body. 

Unhygienic and 
unhealthy practice 

in home/school 

Malnutrition 

Low 
immunity 

Infectious 
diseases 

Worm 

Bacterial intestine 
infection 

 

Figure 1 Malnutrition Spiral 

 
We have already learned how to improve your hygiene practice in PHAST training. 
Now, we will learn about how to treat diarrhea in school. At the same time, easy and 
simple first aid for slight injury which may frequently happen to school children will be 
learned in this training course.  
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School Based First Aid Training 

As the school first aid has a limitation, the trainees have to be aware that they should 
access to health personnel after the first aid, if the patient could not recover, or the 
condition is serious. 
 
II. School Based First Aid Training 

JICA Project Team (JPT) will provide training of moderators, in cooperation with 
District Medical Health Team in Kambia, in the Resource Center. The trainees in this 
training will be moderators in each community to provide first aid in the school and to 
sensitize people on importance of deworming and medical treatment. 
 
Moderators and community should have strong commitment to treat children with 
slight injury and diarrhea and raise awareness of people on necessity and importance of 
deworming and medical treatment. 
 

Training on School Based First Aid in Resource Centers: 1 day 

Trainer: JPT in cooperation with DHMT staff 
Trainee: Representatives from ECDC (1 to 2 each) 

• Concept, framework and objectives of school health (first aid and diarrhea 
treatment) 

• Concrete skills for treatment of slight injury, diarrhea treatment including SSS 
(Salt and Sugar Solution) 

• Importance of access to health personnel after the first aid 
• Importance of deworming 

Person-in-charge: Trainee of the above training 
Participants: School teachers, parents and pupils 

• Provide the first aid for slight injury and diarrhea, and if necessary, advice the 
patient to access to health personnel 

• Frequent sensitization on importance of deworming 

Activity in the community/ school: continuously 

 
Figure 2 Framework of the Training 
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School Based First Aid Training 

III. Standard Program of the Workshop 

The workshop in the resource center will be conducted with the following timetable. 
 

Time Subject Contents 
09:00 – 09:15 Registration 
09:15 – 09:30 Introduction  The trainer explain objectives and contents of the 

workshop 
09:30 – 10:30 Diarrhea 

treatment at 
school 
 

 Why diarrhea treatment is necessary? 
 How to treat diarrhea children in school 
 Necessary tools 
 How to make the tools clean (sterilization) 
 How to prepare Oral Rehydrant Solution (ORS) 
 How to prepare Salt and Sugar Solution (SSS) 

10:30 – 10:45 Tea break 
10:45 – 11:30 Demonstration  Sterilizing the tools and make SSS 

 Checking temprature 
11:30 – 12:00 Worm and 

deworming 
 What will happen if children have worm? 
 What will happen if a pupil has worm in school? 
 Why is deworming necessary? 

12:00 – 13:00 Lunch break 
13:00 – 13:45 First aid for 

slight injury 
 How to make the tools clean (sterilization) 
 How to treat slight injury of school children 

13:45 – 14:30 Demonstration  Trainees practice sterilization, checking 
temperature and bandage 

 Explanation of the school based first aid kit 
14:30 – 14:45 Use of toilet in 

the Resource 
Center 

 How to use toilet in the Resource Center 
properly 

 
IV. Outline of Each Subject 

IV.1 Diarrhea Treatment at school 

<Causes of Diarrhea> 
 
The trainer asks the participants of the workshop, “What are the major causes of 
diarrhea?” , and let the participants discuss. 
Then the trainer explains the major causes of diarrhea with showing Figure 1 of this 
guidebook. 
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School Based First Aid Training 

 
As shown Figure 1, the most common causes of diarrhea are infection and poor 
nutrition. When the children get diarrhea,  

 
･ Poor nutrition 
･ Unclean water 
･ Virus infection or intestinal flu 
･ An infection of the gut caused by bacteria, amebas or giardia 
･ Malaria 
･ Food poisoning 
･ Eating too much unripe fruit or heavy greasy foods, etc. 
 

With good hygiene and good food, most diarrheas could be prevented. You can prevent 
diarrhea by preventing malnutrition and prevent malnutrition by preventing diarrhea. 
 
<Treatment of Diarrhea in School> 
 
Then, the trainer asks, “What do you usually do when you find a child with 
diarrhea?”, and let the participants discuss. 
Then, the trainer shows the following figure and explains how to treat a child with 
diarrhea in school. 
 
When you find a child with diarrhea or a child complains of diarrhea, you should do: 
 

(1) Check the urine (quantity and color); 
(2) Check the eyes (sunken?); 
(3) Check the mouth (dry?);  
(4) Check the fever (more than 38℃?); and 
(5) Check the excreta (blood, mucus, yellow and frothy?). 

 
Basically, what can be done in the school is:  
 

(1) To check the child’s condition; 
(2) To provide rehydration drink; and  
(3) To advice them to go to the health facility. 
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School Based First Aid Training 

A child with acute diarrhea

Are there any signal of dehydration?
-Little or no urine
- Sunken eyes

- Dry mouth, etc.
YESNO

Prevent dehydration:
Drink lots of clean liquids.

Control the dehydration:
Drink REHYDRATION DRINK.

YESNO

Go to 
the nearest 

PHU/ 
Health Post.

Is there blood or mucus with the diarrhea? YES

NO

Diarrhea yellow and very frothy? YES

NO

SIX (6) HOURS LATER

Continue REHYDRATION DRINK and food. NO 
BETTER

CURED

Advice his/her family to give well-mashed foods to prevent malnutrition

Is there fever/ vomiting?

 
Note:  Liquids include clean water, jelly water, light tea without sugar, soup without pepper, etc. 

Figure 3 Treatment of A Child with Diarrhea in School 

 
<Rehydration Drink> 
Water cannot be absorbed well into the human body and sometimes causes the diarrhea 
more seriously. Therefore, water needs to be mixed with ions to treat a child with 
diarrhea. The Rehydration drink acts quickly. 
There are two kinds of solution. 
 
1. ORS (Oral Rehydration Salts): available in pharmacy. 
2. SSS (Salt and Sugar Solution): You just need salt, sugar and clean water. 
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School Based First Aid Training 

 

It is very important TO BOIL WATER ENOUGH (more than 5 minutes) TO 

STERILIZE WATER and cool it down in CLOSED AND UNCONTAMINATED 

PLACE BEFORE MAKING THE REHYDRATION DRINK. 

 

1Liter =
3 paints

One (1) level teaspoon of SALT

Eight (8) level teaspoons of SUGAR

CLEAN WATER

One (1) level
teaspoon

One (1) level
bottle top

=

 
Note:  A bottle cap can be used instead of a spoon.. 

Figure 4 Salt and Sugar Solution 

The SSS or ORS water can be drunk for 24 hours only. It must be changed with new one 
after 24 hours. 
The Rehydration Drink shall be given to a diarrhea child. 

(1) A cup by a cup every 5 minutes until he/she begins to urinate normally. 
(2) A child usually need at least one (1) liter a day (3 liters for an adult).  
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School Based First Aid Training 

(3) Even if the child vomits, keep giving the drink small by small, then refer to the 
nearest health center immediately. 

 
IV.2 Worm and Deworming 

The trainer explains about: 
(1) Common worms in this area and the infection routes; 
(2) Major symptom of people with worm in this area;  
(3) Importance of deworming; and  
(4) Schedule and outline of the deworming program in this area. 

 
~ For your reference ~ 
 
<Major effects on health> 
･ Stomach pain 
･ Anemia 
･ Weakness 
･ Fever (especially for a child) 

 
<Prevention> 
･ Use a latrine 
･ Wash your hands after toilet and before eating 
･ Do not eat foods dropped on ground 
･ Keep a latrine clean 

 
IV.3 First Aid for Slight Injury 

The trainer explains about first aid for slight injury which might be common among 
school children such as: 

(1) Nosebleeds; 
(2) Cuts, scrapes and small wounds; and 
(3) Bandages 

Then, the trainer mentioned after the first aid, if the injury seems to be serious, the 
trainee have to advice the patient to go to the nearest PHU/ Health Post. 
 
Before treating injury person, wash your hands with soap and check your hands if there 
are no wounds. If you find some wounds, you should ask other person to treat it to 
prevent blood transmitted infection such as HIV/AIDS. 
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School Based First Aid Training 

 
<Nosebleeds> 
1. Sit quietly. 
2. Blow the nose GENTLY to remove mucus and blood. 
3. Pinch the nose firmly for 10 minutes or until the 

bleeding has stopped. 
 
4. If there are too much bleeding or it cannot be controlled:  

(1) Have the person sit quietly; 
(2) Have the person hold a cork, corn cob or similar 

small object between his/her teeth; 
(3) Leaning forward; and  
(4) Try not to swallow until the bleeding stops. 

 
< Cuts, scrapes and small wounds> 
1. Wash your hands very well with soap and water. 
2. Wash the skin around the sound with soap and cooled boiled water. 
3. Wash the wound well with cooled boiled water. If the wound has a lot of dirt in it, 

also with soap.) 
4. Check the wound if there are dirt. If there is still some dirt, take it out with tweezers 

carefully. 
(Wipe the tweezers with cotton with a little alcohol before a
Place a piece of

nd after use.) 
5.  clean gauze over the top. It should be light 

6. e the gauze every day to check whether no infection. 

 

EVER PUT ALCHOOL, TINCTURE OF IODINE OR MERTHIOLATE directly into 

enough so that the air can get to the wound and help it to 
heal. 
Chang
If you find a sign of infection, go to the nearest PHU or 
health post. 

 

N
a wound. It will damage the flesh and make healing slower. 
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School Based First Aid Training 

<Bandage> 
The bandage must be kept clean. 
The following shows examples of bandage for first aid. 

 
 
You can also utilize handkerchief, scarf, or any other cloth to protect the injured part. 
 
<Snake bites> 

1. Arrest upper part of the bitten part and put it lower than your heart to prevent the 
poison going to the heart. 

2. Do not move the bitten part to avoid the poison spreading fast. 
3. Cut the bitten part to let blood drain off with poison. 
4. Go to the nearest health facility. 

 
<Fever> 

1. Shake the thermometer carefully until a mercurial column goes down. 
2. Put top of the thermometer underarm and wait 5 minutes. 
3. Watch the mercurial column at the eye height. 
4. If the temperature is more than 38℃, wipe the child’s body with wet towel or 

sponge and take him/her to the nearest health facility. 
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School Based First Aid Training 

 
IV.4 How to Use Toilet in the Resource Center 

 Sit properly, like sitting down on the chair. 
 Do not stand or squat down on a toilet seat. It will cause breakdown of the toilet 

and injury of the user. 
 Clean the toilet with water after using. 
 Then, clean your hands. If you use a soap, it will be much better to avoid 

infection. 
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School Based First Aid Training 

 
Appendix 1: List of School First Aid Kit 
 

Item Quantity Unit 
For wounds and skin problems   
 Sterile gauze pads 1 (50 sheets)
 1-inch gauze bandage rolls 1 (12 rolls) 

 Clean cotton (small package) 1 (Big 
portion) 

 Adhesive tape or adhesive plaster (1-inch wide roll) 5 rolls 
 Soap 10 bars 
 70% alcohol 1 liter/ bottle 
 Small bowl to put alcohol for sterilization 1 Unit 
 Scissors (clean) 1 Unit 
 Tweezers with pointed ends 1 Unit 
 Hand towel 3 Units 
For measuring temperature   
 Thermometer 1 Unit 
For diarrhea   
 ORS (Oral Rehydration Salt) 50 Units 
 Salt for SSS 1 Packet 
 Sugar for SSS 1 Packet 
 Small cooking stove with charcoal 1 Unit 
 Charcoal 1 Bag 
 Kettle 1 Unit 
 Bowl 1 Unit 
 Liter cup 1 Unit 
 Tea spoon 2 Units 
 Bottle top 2 Units 
 Mug cup with cover 2 Units 
 Small bucket with cover 1 Unit 
 Small cup to put on the bucket 1 Unit 
For keep the above medicines and supplies   
 Wood box to keep small items 1 Unit 
 Plastic bags to keep stocks clean 10 Units 
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I. Goal of Basic Literacy Class 

in the Project for Children and Youth Development in Kambia District 

At the end of this class, the participants: 

• Can write their name; 

• Can keep simple petty cash book to think their household expense for 
medium/ long term; and 

• Are empowered and encouraged to participate in community activities 
actively 

 
In Basic Literacy Class in the Project for Children and Youth Development in Kambia 
District conducted by JICA and implemented by JICA Project Team (JPT), complete sets 
of support to operate full-scale literacy education cannot be provided. However, JPT 
recognizes the needs and importance of adult literacy, especially for women, to 
empower the community. 
 
Therefore, JPT prepared this manual to support minimum literacy education activities to 
be conducted by Education and Community Development Committee (ECDC) aiming 
at the above goal. 
 
II. Framework of Basic Literacy Class 

JICA Project Team (JPT) will provide training of moderators, in cooperation with 
Ministry of Social Welfare, Gender and Children’s Affairs (MSWGCA) in Kambia, in 
Resource Center. The trainees in this training will be moderators in each community to 
conduct continuous training courses. 
 
Moderators and participants should have strong commitment to continue learning and 
the community should support them to achieve the above goal. 
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Participants 
• Young women should be prioritized. 
• Need strong commitment to continue learning and attend the class regularly. 
• Need support from their family to complete the course. 

Moderator: Trainee in the above training 
• Cost should be covered by ECDC. 
• Twenty (20) persons are applicable for one class. 
• One course is for 8 to 16 weeks (once or twice a week). 
• One session is two hours. 

Extension Activity in the Community: Continuous 

Training of Moderators in Resource Centers: 1 day 

Trainer: MSWGCA staff 
Trainee: Representatives from ECDC (1 to 2 each) 

• Concept, framework and objectives of basic literacy class in this project 
• Curriculum, timetable, materials of the class 

 
Figure II.1 Framework of Basic Literacy Class 

III. Key Players of Basic Literacy Class 

• Moderators (who receive training in Resource Center) 

• ECDC 

• Participants 

• Participants’ family 

 
Main players are ECDC and community. JPT provide minimum support in cooperation 
with concerned organizations such as: training for moderators in Resource Center; 
monitoring of literacy activity in each ECDC; and providing technical advice to improve 
the class operation. 
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IV. Curriculum of Basic Literacy Class 

To achieve the goal of the class (Chapter I), participants need to obtain writing and 
reading skills of both alphabets and numbers, as well as basic calculation skills. 
Therefore, the curriculum of Basic Literacy Class was formulated as follows. 
 

Write and read alphabets 

Write names in alphabets 

Write and read numbers 

Write quantity/ price of goods 

Calculate total amount of expenses and income 

Calculate balance of expenses and income 

Think how they can manage household economy 
and trading benefits logically. 

 

Figure IV.1 Curriculum Structure of Basic Literacy Class 

 
The curriculum was designed for 16 lessons; eight weeks by twice a week or 16 weeks 
by once a week. Detailed subjects are shown in the next page and instruction guides are 
described in Chapter VI. 
 
If the level of understanding of the participants is not enough, same subjects can be 
repeated. 
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Curriculum of Basic Literacy Class 
No. Subject Contents 

1 Alphabet writing 1  A/a to M/m 

2 Alphabet writing 2  N/n to Z/z 

3 Alphabet writing 3  A/a to Z/z 
 Write some words using alphabet 

4 “What is your name?”  Write their name 
 Write their family’s/ friends’ name 

5 “What do you have in your 
house?” 1 

 Write the name of items, furniture, and 
tools which they have in their home 

6 “What do you sell and buy in 
the market?” 1 

 Write commodities/ goods in the market 

7 “What do you spend for 
regularly?” 1 

 Write items which they spend money 
daily/ weekly/ monthly/ annually 

8 Number writing and reading 1  1 to 12, 20, 30… 100, 1,000, 10,000 

9 “What do you have in your 
house?” 2 

 Write the name of furniture, tools, goods 
which they have in their home 

 Write quantity of those 
10 Number writing and reading 2  Amount of money 

11 Basic calculation  Addition and subtraction 

12 “What do you sell and buy in 
the market?” 2 

 Write commodities/ goods in the market 
 Write price of those 

13 “What do you spend for 
regularly?” 2 

 Write items which they spend money 
daily/ weekly/ monthly/ annually 

 Write their cost 
14 “How much do you spend?”  Calculate the total price and change  

15 “How much do you spend?” 2   Write name and cost of items in petty cash 
book 

 Calculate the balance in petty cash book 
16 Final evaluation  Examination and evaluation 

(17) Simulation game  (optional)  Simulation game of financial management 
at household level  
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V. Standard Timetable of Basic Literacy Class 

Time Subject Contents 

15min. Review test of the last 
lesson 

 Participants take a small test (same one as 
the last achievement test) to remember the 
last lesson. 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Today’s topics  Moderator provide lesson about new topics. 

15min. Achievement test of 
today’s lesson 

 Moderator cleans the blackboard. 
 Participants take a small test (10 questions) 

to know the level of understanding on 
today’s lesson. 

15min. Evaluation  Moderator quickly reviews the results and 
gives short advice to each participant. 

 
Because the class is operated once or twice a week, some of the participants might forget 
the content of the previous lessons. In each lesson, participants need to remember what 
they learned in the last lesson to move to the next step.  
 
Participants cannot learn too many things at once; therefore, the moderator should focus 
on the essence of new topics and repeat what they learn by the achievement test. From 
the results of the achievement test, the moderator can know whether participants 
understood today’s lesson. 
 
Moderators should encourage participants to understand the following basic rules to 
complete the course. 
 

1. Participants should attend regularly without being late. 
2. If participants are late for more than 30 minutes, they cannot attend the session. 
3. If participants cannot understand the lesson well, they should not hesitate to raise 

hand and ask question to the moderator immediately. 
4. Participants should pay contribution/ fees, if ECDC set some. (This is left to each 

ECDC’s decision on what is best for achieving the goal) 
5. Participants should bring note, pen and other materials necessary for the lesson. 
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VI. Detailed Instruction for Each Lesson 

Detailed instruction for moderators including time table, objectives in each lesson and 
materials are described in this chapter. However, moderators can arrange the lesson in 
accordance with the level of understanding of participants. 
 
VI.1 Alphabet writing 1  

At the end of this session, participants will: 
• Understand the concept, schedule and rules of this course. 
• Be able to write and read alphabetic letters from “A/a” to “M/m”. 

 
Timetable 

Time Subject Contents 

30min. Guidance for 
participants 

 Moderator and ECDC explain the framework, 
curriculum and rules of this course. 

 Moderator and ECDC answer questions raised by 
participants. 

30min. Today’s topics  Moderator shows how to write and read A/a to 
M/m one by one. 

 Participants write on their notebook following 
moderator. 

15min. Achievement test 1   Write A/a to M/m in order. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Illustrated cards of alphabetic letters (A to M) 

Alphabet table (Appendix 1) 
Chalks & Blackboard 
Achievement test 1 (See Appendix 2) 
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VI.2 Alphabet writing 2 

At the end of this session, participants will: 
• Be able to write and read alphabetic letters from “N/n” to “Z/z”. 

 
Timetable 

Time Subject Contents 

15min. Review test of the last lesson  Same as Achievement test 1 

15min. Evaluation  Moderator reviews the results of the 
test quickly. 

30min. Today’s topics  Moderator shows how to write and 
read N/n to Z/z one by one. 

 Participants write on their notebook 
following moderator. 

15min. Achievement test 2  Write N/n to Z/z in order. 

15min. Evaluation  Moderator quickly reviews the 
results and gives short advice to each 
participant. 

 
Material: Illustrated cards of alphabetic letters (N to Z) 

Alphabet table (Appendix 1) 
Chalks & Blackboard 
Achievement test 1 for review test (See Appendix 2) 
Achievement test 2 (See Appendix 2) 
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VI.3 Alphabet writing 3 

At the end of this session, participants will: 
• Be able to write and read alphabetic letters from “A/a” to “Z/z”. 
• Be able to write and read some words shown in the illustrated cards using the 

alphabets. 
 
Timetable 

Time Subject Contents 

15min. Review test of the last lesson  Same as Achievement test 2 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Today’s topics  Moderator picks up 20 words from 
illustrated cards and shows how to write 
and read words in the illustrated cards.  

 Participants complete Alphabet table by 
writing words. 

15min. Achievement test 3  Write 5 to 10 words (depends on the 
level of understanding of the 
participants) learned today. 

15min. Evaluation  Moderator quickly reviews the results 
and gives short advice to each 
participant. 

 
Material: Illustrated cards of alphabetic letters (A to Z) 

Alphabet table (Appendix 1) 
Chalks & Blackboard 
Achievement test 2 for review test (See Appendix 2) 
Achievement test 3 (See Appendix 2) 

 
Note on the Achievement Test: 

- From this session, Moderator should clean the blackboard before the test. 
- Participants can look at their Alphabet table during the test. 
- Moderator should spell out words in the test.  For example, “Please write ‘ANT,’ 

A, N, T.” 
- Number of words can change based on the level of understanding of participants 
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VI.4 “What is your name?” 

At the end of this session, participants will: 
• Be able to write and read name of them, their family and friends. 

 
Timetable 

Time Subject Contents 

Preparation  Moderator and some participants write alphabets (A/a to Z/z) on 
blackboard. 

15min. Review test of the 
last lesson 

 Same as Achievement test 3 (choose same words 
as the Achievement test) 

15min. Evaluation  Moderator reviews the results of the test quickly. 

30min. Today’s topics  Moderator guides participants to write their name 
referring to alphabets on blackboard one by one. 

 Moderator guide participants to write their 
children’s and husband’s name. 

 Participants write on their notebook following 
moderator. 

15min. Achievement test 4 (Clean the blackboards, except alphabets) 
 Write names of 5 persons. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Chalks & Blackboards 

Alphabet table (Appendix 1) 
Achievement test 3 for review test (See Appendix 2) 
Achievement test 4 (See Appendix 2) 
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VI.5  “What do you have in your house?” 1 

At the end of this session, participants will: 
• Be able to write and read name of items, furniture and tools in their house. 

 
Timetable 

Time Subject Contents 

Preparation  Moderator and some participants write alphabets (A/a to Z/z) on 
blackboard. 

15min. Review test of the 
last lesson 

 Same as Achievement test 4 

15min. Evaluation  Moderator reviews the results of the test quickly. 

30min. Today’s topics  Moderator asks participants what they have in 
their houses and shows how to write their names. 

 Participants write on their notebook following 
moderator.  

15min. Achievement test 5  Write 5 to 10 words (depends on the level of 
understanding of the participants) learned today. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Chalks & Blackboards  

Alphabet table (Appendix 1) 
Achievement test 4 for review test (See Appendix 2) 
Achievement test 5 (See Appendix 2) 

 
Moderator can select 10 words for the test. 

Example:  

Chair Table Bed Bench Shirt Sandals 
Skirt Pants Dish Pot Pan Cup 
Lamp Radio Clock Knife Shovel Pick axe 
Bicycle Mobile phone  Cloth Towel Soap etc... 

 

It’s helpful to write 
each word together 
with a picture of it! 
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VI.6 “What do you sell and buy in the market?” 1 

At the end of this session, participants will: 
• Be able to write and read name goods in the market. 

 
Timetable 

Time Subject Contents 

Preparation  Moderator and some participants write alphabets (A/a to Z/z) on 
blackboard. 

15min. Review test of the 
last lesson 

 Same as Achievement test 5 

15min. Evaluation  Moderator reviews the results of the test quickly. 

30min. Today’s topics  Moderator asks participants what they sell and 
buy in market and shows how to write their 
names. 

 Participants write on their notebook following 
moderator.  

15min. Achievement test 6  Write 5 to 10 words (depends on the level of 
understanding of the participants) learned today. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Chalks & Blackboards 

Alphabet table (Appendix 1) 
Achievement test 5 for review test (See Appendix 2) 
Achievement test 6 (See Appendix 2) 

 
Moderator can select 10 words for the test. 
Example:  

Rice Pepper Bread Fire wood Soap 
Egg Cheese Milk Fish Cloth 
Note Book Orange Radio Tobacco 
Shoes Oil Onion  Pen etc. 
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VI.7 “What do you spend for regularly?” 1 

At the end of this session, participants will: 
• Be able to write and read name of costs that they spend regularly. 

 
Timetable 

Time Subject Contents 

Preparation  Moderator and some participants write alphabets (A/a to Z/z) on 
blackboard. 

15min. Review test of the 
last lesson 

 Same as Achievement test 6 

15min. Evaluation  Moderator reviews the results of the test quickly. 

30min. Today’s topics  Moderator asks participants what kind of costs 
they spend daily, weekly, monthly and annually, 
and shows how to write their names. 

 Participants write on their notebook following 
moderator.  

15min. Achievement test 7  Write 5 to 10 words (depends on the level of 
understanding of the participants) learned 
today. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Chalks & Blackboards  

Alphabet table (Appendix 1) 
Achievement test 6 for review test (See Appendix 2) 
Achievement test 7 (See Appendix 2) 

 “I spend money for;” (Moderator can select 5 to 10 words for the test.)  
Example:  

Daily: foods for family, foods for domestic animals (chicken, goat, etc) … 
Weekly: firewood, kerosene, soap, oil, transportation to the market… 
Monthly: community contribution, hair cut, medicine, rent… 

Term: school charge, clothes, shoes… 
Year: seed rice, groundnuts seed, fertilizer, school uniform… 
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VI.8 Number writing and reading 1 

At the end of this session, participants will: 
• Be able to write and read numbers from one to twelve, 20 ~ 90, 100, 1,000, 10,000. 

 
Timetable 

Time Subject Contents 

15min. Review test of the 
last lesson 

 Same as Achievement test 7 

15min. Evaluation  Moderator reviews the results of the test quickly. 

30min. Today’s topics  Moderator shows how to write and read 1 ~ 12, 
20 ~ 90, 100, 1,000, 10,000 and other numbers one 
by one. 

 Participants write on their notebook following 
moderator. 

15min. Achievement test 8  Write 20 numbers told by the moderator. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Chalks & Blackboards 

Alphabet table (Appendix 1)  
Primary Mathematics 1 (textbook. You may borrow from school) 
Achievement test 7 for review test (See Appendix 2) 
Achievement test 8 (See Appendix 2) 

 
Moderator can select 20 numbers for the test. 

● ●● ●●

● 

●●

●● 

●●

●●

● 

●●

●●

●● 

●●

●●

●●

● 

●●

●●

●●

●● 

●●

●●

●●

●●

● 

●●

●●

●●

●●

●● 

1 2 3 4 5 6 7 8 9 10 

11 12 13 14 15 16 17 18 19 20 
30 40 50 60 70 80 90 100 120 150 

1,000 1,500 2,000 2,800 3,000 3,300 10,000 17,000 20,000 35,000  
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VI.9  “What do you have in your house?” 2 

At the end of this session, participants will: 
• Be able to write name and quantity of goods in their house. 

 
Timetable 

Time Subject Contents 

15min. Review test of the last 
lesson 

 Same as Achievement test 8 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Today’s topics  Moderator asks participants what they have in 
their house and how many they have, and 
shows how to write those. 

 Participants write on their notebook following 
moderator. 

15min. Achievement test 9  Write 5 to 10 goods and their quantities 
(depending on the level of understanding of 
the participants). 

15min. Evaluation  Moderator quickly reviews the results and 
gives short advice to each participant. 

 
Material: Chalks & Blackboards 

Alphabet table (Appendix 1) 
Achievement test 8 for review test (See Appendix 2) 
Achievement test 9 (See Appendix 2) 

 
Moderator asks; 

“How many  chairs do you have in your house?” 
beds 
dishes 
cups, etc… 

and writes on the board 
following the participants’ 
answer; 

“2 chairs”, “3 beds”, “10 dishes”, “8 cups”, etc… 
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VI.10 Number writing and reading 2 

At the end of this session, participants will: 
• Be able to write and read amount of money. 

 
Timetable 

Time Subject Contents 

15min. Review test of the last 
lesson 

 Same as Achievement test 9 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Today’s topics  Moderator shows money cards to participants 
and teaches them how they read the amounts. 

 Participants write on their notebook following 
moderator. 

15min. Achievement test 10  Write 10 total amounts of money shown by the 
moderator. 

15min. Evaluation  Moderator quickly reviews the results and 
gives short advice to each participant. 

 
Material: Chalks & Blackboards  

Alphabet table (Appendix 1) 
Money cards (Appendix 3)  
Primary Mathematics 2 and 3 (textbook. You may borrow from school) 
Achievement test 9 for review test (See Appendix 2) 
Achievement test 10 (See Appendix 2) 

 
Moderator shows money cards in the following manner: 

1,000 1,000 1,000 = 3,000 Leone 

100 100 100 = 400 Leone 100 

5,000 1,000 100 100 = 6,200 Leone 

5,000 5,000 5,000 = 15,000 Leone 

500 500 = 1,000 Leone 

2,000 500 = 2,500 Leone 
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VI.11 Basic calculation  

At the end of this session, participants will: 
• Be able to add and subtract simple numbers. 

 
Timetable 

Time Subject Contents 

15min. Review test of the last 
lesson 

 Same as Achievement test 10 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Today’s topics  Moderator shows how to add and subtract 
numbers. 

 Participants write on their notebook following 
moderator. 

15min. Achievement test 11  Write 5 to 10 formulas shown by the moderator 
and answer them. (depending on the level of 
understanding of the participants). 

15min. Evaluation  Moderator quickly reviews the results and 
gives short advice to each participant. 

 
Material: Chalks & Blackboards  

Alphabet table (Appendix 1) 
Money cards (Appendix 3)  
Primary Mathematics 1 and 2 (textbook. You may borrow from school) 
Achievement test 10 for review test (See Appendix 2) 
Achievement test 11 (See Appendix 2) 

 
 
●  ●● ●●● 
1 +   2    =  3 

 

       ●●● 
●●  ●● ●●● 
●● ●●● ●●● 
4 +  5   =  9 

●●●  ● ●●●● 
●●●  ● ●●●● 
●●●● ● ●●●●● 

10   + 3   =  13 

○○○○○ 
5  -   1    = 4 

 

○ ○ ○ ○ ○ 
○ ○ ○ ○ 
9  -  3   =  6 

○ ○ ○ ○ ○ ○ 
○ ○ ○ ○ ○ ○ 

12 -  5   =  7 
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VI.12 “What do you sell and buy in the market?” 2 

At the end of this session, participants will: 
• Be able to write name and price of goods in the market. 
• (if possible) Be able to calculate price of goods from the unit price and quantity 

 
Timetable 

Time Subject Contents 

15min. Review test of the last 
lesson 

 Same as Achievement test 11 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Today’s topics  Moderator asks participants what they sell 
and buy in the market and how much those 
are and, shows how to write those. 

 Participants write on their notebook 
following moderator. 

15min. Achievement test 12  Write 3 to 5 goods and their prices 
(depending on the level of understanding of 
the participants). 

15min. Evaluation  Moderator quickly reviews the results and 
gives short advice to each participant. 

 
Material: Chalks & Blackboards  

Alphabet table (Appendix 1) 
Achievement test 11 for review test (See Appendix 2) 
Achievement test 12 (See Appendix 2) 

Example:  
Goods Unit Price Quantity Total Price 

Rice Le. 500 2 cups Le. 1,000 
Ground nuts Le. 1,500 4 pans Le. 6,000 
Firewood Le. 500 6 bands Le. 3,000 
Notebook Le. 800 1 book Le. 800 
Pepper Le.1,000 3 cups Le. 3,000 
Palm oil Le.1,000 5 pints Le. 5,000 



Moderator’s Guide for Basic Literacy Class 

18 

VI.13  “What do you spend for regularly?” 2 

At the end of this session, participants will: 
• Be able to write name and amount of costs that they spend regularly. 

 
Timetable 

Time Subject Contents 

15min. Review test of the last 
lesson 

 Same as Achievement test 12 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Today’s topics  Moderator asks participants what kind of 
costs they spend regularly and how much 
those are and, shows how to write those. 

 Participants write on their notebook 
following moderator. 

15min. Achievement test 13  Write name of 3 to 5 living costs and 
amounts (depends on the level of 
understanding of the participants). 

15min. Evaluation  Moderator quickly reviews the results and 
gives short advice to each participant. 

 
Material: Chalks & Blackboards  

Alphabet table (Appendix 1) 
Achievement test 12 for review test (See Appendix 2) 
Achievement test 13 (See Appendix 2) 

 
Example:  

Items Period Cost 
School charge Term Le. 5,000 
School feeding  Term Le. 1,500 
Osusu Month Le. 500 
Seed rice Year Le. 1,000 
Rice Day Le. 500 
Public bus Week Le. 500 
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VI.14  “How much do you spend?”  

At the end of this session, participants will: 
• Be able to calculate the total price and change in shopping 

 
Timetable 

Time Subject Contents 

15min. Review test of 
the last lesson 

 Same as Achievement test 13 

15min. Evaluation  Moderator reviews the results of the test quickly. 

30min. Today’s topics  Moderator shows participants how to calculate the 
total price and change in shopping. 

 Participants write on their notebook following 
moderator. 

 Moderator plays a role of trader and participants 
play a role of customer one by one. Participants write 
the name, price and total price of what they bought.   

15min. Achievement 
test 14 

 Participants calculate the total price and change of 
shopping shown by the moderator. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Chalks & Blackboards 

Primary Mathematics 2, 3 and 4 (textbook. You may borrow from school) 
Shopping kit (Appendix 4) 
Achievement test 13 for review test (See Appendix 2) 
Achievement test 14 (See Appendix 2)  

 
Example:  
 “How much do I pay to buy… ?” 

-  1 egg and 2 onions 
-  1 cup of pepper, 1 pencil and 1 soap 

 
 “I have Le. 3,000. If I buy …., how much is the change?” 

-  1 cup of pepper  -  1 pint of oil 
-  2 pencils   -  1 onion and 1 soap 

Price List 
Egg Le.    500 Oil Le.   1,500 
Onion Le.    300 Pencil Le.    100 
Pepper Le.   1,000 Soap Le.    400 
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VI.15  “How much do you spend?” 2 

At the end of this session, participants will: 
• Be able to write name and amount of costs on petty cash book. 
• Be able to calculate the balance and total amount of expenses. 

 
Timetable 

Time Subject Contents 

15min. Review test of 
the last lesson 

 Same as Achievement test 14 

15min. Evaluation  Moderator reviews the results of the test quickly. 

30min. Today’s topics  Moderator guide participants how to calculate 
balance of income and expense on petty cash book. 

 Participants try to record a sample petty cash book. 

15min. Achievement 
test 15 

 Participants calculate the balance and total expenses. 

15min. Evaluation  Moderator quickly reviews the results and gives 
short advice to each participant. 

 
Material: Chalks & Blackboards 

Shopping kit (Appendix 4) 
Petty cash book (Appendix 5) 
Achievement test 14 for review test (See Appendix 2) 
Achievement test 15 (See Appendix 2) 
 

Date Item Income Expense Balance 

01/11/07 Sales of cassava 8,000  8,000 

10/11/07 Eggs (2)  1,000 7,000 

15/11/07 Soap  400 6,600 

20/11/07 Pencils (3)  300 6,300 

20/11/07 Pepper (2 cups)  2,000 4,300 

 Total of November 8,000 3,700 4,300 

 

- 

- 

- 

- 
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VI.16 Final evaluation 

At the end of this session, participants will: 
• Know their level of understanding and achievement in this course. 

 
Timetable 

Time Subject Contents 

15min. Review test of the last 
lesson 

 Same as Achievement test 15 

15min. Evaluation  Moderator reviews the results of the test 
quickly. 

30min. Examination  Moderator explains the role of final 
evaluation examination. 

 Moderator tells words and figures to be 
written as follows. 

 Participants write the words and numbers, 
and calculate the total and balance. 

30min. Evaluation  Moderator evaluate one by one quickly. 
 Moderator and ECDC give completion 

certificate to participant who attended the 
course more than 80%. 

 
Material: Chalks & Blackboard 

Achievement test 15 for review test (See Appendix 2) 
Final examination (Appendix 6) 
Completion certificate (if necessary) 

 
1. You earned 35,000 Leone from sales of rice in this month. 

2-1. You bought 2 EGGS for 1,000 Leone. 

2-2. You bought 2 cups of PEPPER for 2,000 Leone. 

2-3. You bought 1 SOAP for 400 Leone. 

2-4. You paid 1,000 Leone for PUBLIC BUS to go to the market. 

Now, please fill in the petty cash book and calculate total income, total expense 

and balance. 

 



Moderator’s Guide for Basic Literacy Class 

22 

VI.17 Simulation game (Optional) 

This lesson can be conducted if the moderators are willing to and the understanding of 
participants is very high.  
 
At the end of this session, participants will: 

• Be able to keep a simple petty cash book 
• Be able to calculate total amount of expenses and balance between income and 

expenses. 
 
Timetable 

Time Subject Contents 

15min. Review of the last 
lesson 

 Moderator guides participants to remember what 
they did in the last lesson. 

15min. Guidance of the 
game 

 Moderator explains the rule of the game. 
 Participants form three groups as shown in the 

table in next page (shop keepers, school and 
housewives) 

 Moderator distributes kits for each group (money, 
petty cash book, and picture cards) 

 Participants count the money and record initial 
income on petty cash book. 

60min. Simulation game  Shopkeepers go to wholesaler to buy their goods. 
 School collects school charge and contributions 

from housewives. 
 Housewives go to shops to buy school materials 

and food, and pay school related costs. 
 All participants record their income and expense, 

and calculate the balance. 
 Moderator facilitates and supervises participants to 

enjoy the game. 
 Participants enjoy the game. 

 
Material: Chalks & Blackboards 

Alphabet table (Appendix 1) 
Petty cash book sheet (Appendix 4) 
Simulation game kit (Appendix 7) 
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Rule of the Game:  
Group No. 

per 
group 

Instruction 

4 Shops 
- stationary 
- food 
- bag 
- uniform 

1-2 ▸ Initial fund is provided. 
▸ Record income, expense and balance on petty cash book. 
▸ Buy goods to sell in your shop from a wholesaler 

(Moderator) with the initial fund. 
▸ Sell the goods to customers (housewives or the school). 
▸ You can decide the price to sell. 
▸ If your sales is less than the initial fund, you lose the 

game. 
 

1 School 1-3 ▸ No initial fund is provided. 
▸ Record income, expense and balance on petty cash book 
▸ Collect school charge (Le. 5,000/pupil) and school feeding 

contribution (Le. 1,500/pupil) from all housewives. 
▸ Pay incentives to three (3) teachers (Le. 10,000/teacher) as 

soon as possible. 
▸ Buy foods for school feeding for all school kids from the 

food shop. 
▸ If you fail to pay the incentives or to provide school meal, 

you lose the game. 
 

5-6 Housewives 1-2 ▸ Initial income is provided. 
▸ Record income, expense and balance on petty cash book. 
▸ Each family sends two children to school 
▸ Buy school materials for your children (2) from shop 

keepers. 
You can negotiate the price with shopkeepers. 

▸ Buy food for family to feed and send your children to 
school. 

▸ Pay school charge (Le. 5,000/pupil) and school feeding 
contribution (Le. 1,500/pupil) for your children. 

▸ If you spend all cash before buying all materials and 
paying school related costs, you lose the game. 

 
 



Moderator’s Guide for Basic Literacy Class 

 
 
 
 
 
 
 
 
 
 

APPENDICES 
 

Appendix 1 Alphabet table 

Appendix 2 Achievement tests (1 to 15)  

Appendix 3 Money cards 

Appendix 4 Shopping kit 

Appendix 5 Petty cash book 

Appendix 6 Final examination 

Appendix 7 Simulation game kit 
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Appendix 1: Alphabet Table (20 copies) 

A1-1 

 

Alphabets 
(1) 

A/a 

B/b C/c D/d 

E/e F/f G/g 

H/h I/i J/j 

K/k L/l M/m 
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Appendix 1: Alphabet Table (20 copies) 

A1-2 

 

Alphabets 
(2) 

N/n 

O/o P/p Q/q 

R/r S/s T/t 

U/u V/v W/w 

X/x Y/y Z/z 
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Appendix 2: Achievement Tests <40 copies> 

A2-1 

Achievement Test – 1 
Write alphabets which you learned in Lesson 1 in order. 
     

     

     

 
Achievement Test – 2 
Write alphabets which you learned in Lesson 2 in order. 
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Appendix 2: Achievement Tests <40 copies> 

A2-2 

 
Achievement Test – 3 
Write 10 words told by Moderator. 
1 2 

3 4 

5 6 

7 8 

9 10 

 
Achievement Test – 4 
Write your name and 4 names of your family/ friends. 
1 

2 

3 

4 

5 
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Appendix 2: Achievement Tests <40 copies> 

A2-3 

 
Achievement Test – 5  Name: 
Write 10 words told by Moderator. 
1 2 

3 4 

5 6 

7 8 

9 10 

 
Achievement Test – 6  Name: 
Write 10 words told by Moderator. 
1 2 

3 4 

5 6 

7 8 

9 10 
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Appendix 2: Achievement Tests <40 copies> 

A2-4 

 
Achievement Test – 7  Name: 
Write 10 words told by Moderator. 
1 2 

3 4 

5 6 

7 8 

9 10 

 
Achievement Test – 8  Name: 
Write numbers told by Moderator. 
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Appendix 2: Achievement Tests <40 copies> 

A2-5 

 
Achievement Test – 9  Name: 
Write 10 goods and those quantity told by Moderator. 

Goods Q’ty Goods Q’ty 
1  2  

3  4  

5  6  

7  8  

9  10  

 
Achievement Test – 10  Name: 
Write 10 prices told by Moderator. 
1 2 

3 4 

5 6 

7 8 

9 10 
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Appendix 2: Achievement Tests <40 copies> 

A2-6 

Achievement Test – 11  Name: 
Write 10 formula told by Moderator and write the answer. 
1 2 

3 4 

5 6 

7 8 

9 10 

  
Achievement Test – 12  Name: 
Write 5 goods in the market and those quantity and prices told by Moderator. 

Goods Quantity Total Price 
1   

2   

3   

4   

5   
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Appendix 2: Achievement Tests <40 copies> 

A2-7 

Achievement Test – 13  Name: 
Write 5 items and those period and costs told by Moderator. 

Item Period Cost 
1   

2   

3   

4   

5   

 
Achievement Test – 14  Name: 
Write 10 prices and changes of shopping told by Moderator. 
1 2 

3 4 

5 6 

7 8 

9 10 
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Appendix 2: Achievement Tests <40 copies> 

A2-8 

 
 
Achievement Test – 15 Name: 
Complete the following petty cash book with filling the bordered boxes.. 

Date Item Income Expense Balance 

01/11/07 Sales of Cassava Le. 8,000   

10/11/07 Eggs (2)  Le. 1,000  

15/11/07 
 
  
 

 Le.          

20/11/07 
 
  
 

 Le.          

20/11/07 
  

 Le.          

 
Total 
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Appendix 3: Money Cards <2 copies> 

A3-1 

 

Le. 100 
 
 

Le. 100 
 
 

Le. 500 
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Appendix 3: Money Cards <2 copies> 

A3-2 

 

 

Le. 1,000 
 
 

Le. 2,000 
 
 

Le. 5,000 
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Appendix 4 Shopping Kit 

A4-1 

<3 copies> 

 

Onion  Le. 300 

 

 

Egg  Le. 500 

 

 

Pepper  Le. 1,000 

 
 

 

Pencil  Le. 100 

 

 

Soap  Le. 400 

 
 

 

 

 

Oil  Le. 1,500 
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A

ppendix 4 Shopping K
it 

A
4-2 

<2 copies> Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 500 

Le. 500 

Le. 500 

Le. 500 
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Appendix 5: Petty cash book <24 copies> 

A5-1 

Name: 

Date Item Income Expense Balance 

     

     

     

     

     

     

     

     

     

 Total    
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Appendix 6: Final examination 

A6-1 

FINAL EXAMINATION 
Complete the petty cash book following the instruction of the moderator. 
 
Name: 

No. Item Income Expense Balance 

1     

2-1     

2-2     

2-3     

2-4     

3 Total    
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Appendix 7: Simulation game kit 

A7-1 

Price List at wholesaler (Moderator) 
 
*Price at the wholesaler is fixed. Not negotiable. 
 

Item Price Q’ty Item Price Q’ty 
Exercise book Le.1,200 12 Pencils (2 per pack) Le. 400 12 
School bag Le. 3,000 12 School uniform Le. 8,000 12 
Food for family Le. 2,000 6 Food for school feeding Le. 18,000 1 

 
 

 
Initial Income 

 
Moderator distribute following money to participants. 
 

Money 
Player 

Le. 100 Le.500 Le.1,000 Le.2,000 Le.5,000 
Initial income 

Total 
Stationary shop 2   2 3 Le.19,200 

Bag shop   1  7 Le.36,000 
Uniform shop    3 18 Le.96,000 

Food shop   3 1 5 Le.30,000 
Housewife 10 8 10 5 5 Le.50,000 
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<C
hildren: 6 copies> 

School Bag School 
Uniform 

Exercise 
Book 

Pencils 

Food 
(1 per 
family) 

School 
Charge and 

School 
Feeding 

 

School Bag School 
Uniform 

Exercise 
Book 

Pencils 
School 

Charge and 
School 

Feeding 

Food 
(1 per 
family) 
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Appendix 7: Simulation game kit 

A7-3 

<School: 1 copy> 
Teacher 1 Le. 10,000 
 

 

Teacher 2  Le. 10,000 
 

 

Teacher 3  Le. 10,000 
 

 

School feeding storage 
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Appendix 7: Simulation game kit 

A7-4 

 
<Goods: 1 copy> 
Food for family  

 

 

Food for family  

 

 

Food for family  

 

 

Food for family  

 

 

Food for family  

 

 

Food for family  

 

 

 



M
oderator’s G

uide for Basic Literacy Class 
A

ppendix 7: Sim
ulation gam

e kit 

A
7-5 

<G
oods - 1: 6 copies> 

Exercise book 
  

 

Exercise book 
  

 

Pencil 
  

 

Pencil 
  

 

School bag 
 

 

School bag 
 

 

School uniform 
 

 

School uniform 
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<M
oney: Le.100: 6 copies> 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 

Le. 100 
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<M
oney: Le.1,000: 6 copies> 

 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 

Le. 1,000 
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A
7-8 

<M
oney: Le.5,000: 6 copies> 

 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 

Le. 5,000 
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A
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<M
oney: Le.500: 4 copies> 

 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 

Le. 500 
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