
Site 
Coordinators 

Manual
for working within 

the sex work sector





“The community used 
to call us names, but 
now they want us to 

teach them”
Site Coordinator1  

1 Creating safe spaces: Evaluation of the Sex Work Programme.
  By Impact Consulting for NACOSA and SANAC



With support from NACOSA 
Funding from the Global Fund

19 Anson Street 

Observatory

 Cape Town

7925

 South Africa

Tel: +27 21 448 7875

Fax: +27 21 448 7857

Email: info@sweat.org.za

www.sweat.org.za



3
Site Coordinators Manual

C
O

N
TE

N
TS

Contents

Acknowledgements ...................................................................................................................... 4

Acronyms .................................................................................................................................... 4

Introduction ................................................................................................................................. 5

Who is this manual for? ............................................................................................................ 5

How to use this manual ............................................................................................................ 6

CHAPTER 1: SETTING THE SCENE .................................................................................................. 7

Introductions and expectations .................................................................................................. 7

Session: What do sex workers need to live healthy lives? .............................................................. 8

Session: The South African National Sex Worker Plan ................................................................. 10

Session: Where do I fit into the picture? The role of the Site Coordinator ..................................... 14

Session: Communication skills: Listening and asking questions ................................................... 16

CHAPTER 2: PLANNING: A Road map for success .......................................................................... 19

Session: The Site Coordinator as a planner ............................................................................... 19

Session: Mapping my area ...................................................................................................... 22

Session: Mapping my stakeholders .......................................................................................... 24

CHAPTER 3: WORKING WITH PEER EDUCATORS ............................................................................ 25

Session: The site coordinator as a supervisor ............................................................................ 26

Session: Communication skills: Non-verbal communication ........................................................ 29

CHAPTER 4: OUTREACH.............................................................................................................. 31

Session: Reaching Sex Workers with HIV prevention, treatment and care ..................................... 31

Session: What is outreach? ..................................................................................................... 35

Session: Communication skills: Reflecting and Affirming ............................................................. 39

CHAPTER 5: WORKING WITH GROUPS: Creative Space and Support Groups ..................................... 41

Session: the site coordinator as facilitator ................................................................................. 41

Session: Creative Space ......................................................................................................... 42

Session: Support Groups......................................................................................................... 54

CHAPTER 6: BRINGING IT ALL TOGETHER ..................................................................................... 55

Session: Monitoring ................................................................................................................ 55

Session: Using communication skills to support peer educators and service users ......................... 58

Session: The Site Coordinator as a human being ....................................................................... 60

ANNEXES .................................................................................................................................. 62

ANNEX 1: Job Descriptions ...................................................................................................... 62

ANNEX 2: Data collection tools ................................................................................................ 64

ANNEX 3: Standard Operating Procedures................................................................................. 70

ANNEX 4: Service User’s agreement form ................................................................................. 74

ANNEX 5: Creative Space Feedback Form ................................................................................. 75

ANNEX 6: The Global Fund National Sex Worker Programme ....................................................... 76

ANNEX 7: TB Fact Sheet ......................................................................................................... 79

ANNEX 8: STI Brochure ........................................................................................................... 80

ANNEX 9: 5 Pictures Showing Sex Workers in Different Situations ............................................... 81



Site Coordinators Manual4

A
C

K
N

O
W

LE
D

G
E

M
E

N
TS

Acknowledgements

Thank you to the Site Coordinators from Phase II of the The Global Fund National Sex Worker Programme, 
and others, who shared their experiences and recommendations for this manual:

Gita November; Nosipho Vidima; Jonathan Fortuin; Leigh Davids; Constance Nothando Mathe; Masentle 
Lakaje; Jackie Nakazibwe.

Thank you also to Clinton Osbourn who project managed the development of this manual, for his creative 
and careful contribution to the process.

Acronyms

AIDS Acquired Immunodeficiency Syndrome
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Introduction

The Global Fund National Sex Worker Programme is a programme which aims to improve 
the lives of sex workers in South Africa. 

The programme helps sex workers to reduce the risks of getting HIV, for those who are negative; and for 
those who are positive, the programme supports them to get the health care they need to live long and 
healthy lives. The programme recognises that sex workers are complex, whole human beings, like any 
other person. Sex workers face many different challenges, including criminalisation, violence, stigma and 
discrimination, and we will not be successful in assisting sex workers to deal with HIV unless we treat the 
whole person.

The Global Fund National Sex Worker Programme is funded by the Global Fund for AIDS, TB and Malaria. 
In South Africa, the grant is managed by NACOSA. Civil society organisations (or sub-recipients) receive 
funds to deliver services to sex workers.

The programme started off fairly small in 2010 (called Phase I). In Phase II, the programme went through 
a massive scale-up. During Phase II, 56 Site Coordinators were employed and trained. They were the 
pioneers: they had to start projects where there had been none before; they had to build trust with sex 
workers; they had to figure out the best ways of reaching sex workers with services; they had to solve lots 
of problems and think of ways of constantly improving the service they were providing. 

Now in 2016, we have just started with Phase III of the The Global Fund National Sex Worker Programme. 
The Programme will run from April 2016 to March 2019. There have been quite a few changes to the 
programme in Phase III. The programme will reach slightly more sex workers than Phase II, but now the 
programme is focused in 9 districts of South Africa. This means that we will need to “saturate” those 
districts and reach as many sex workers as possible, including those who in the past might have been 
“hard-to-reach”.

Who is this manual for?

This manual has been developed to build the skills of Site Coordinators as part of Phase 
III of the The Global Fund National Sex Worker Programme. However, the manual could 
also be used by other sex worker programmes.

Site Coordinators are employed by non-governmental organisations (called Sub-recipients or SRs in Global 
Fund programmes) to coordinate the activities of the sex worker programme at site level. Site Coordinators 
manage a team of 7 full-time or 14 part-time peer educators.

This manual builds on the experiences, feedback and learnings of the Site Coordinators in Phase II. 
It also gives an up-to-date overview of the Phase III programme, including important changes and 
improvements.

All Site Coordinators should have completed Peer Education Training before starting Site Coordinator 
Training. This manual builds on skills learnt during Peer Education Training. 

Participants should also have experience with providing services for sex workers before, for example, as a 
peer educator. They should also be familiar with the issues that sex workers face.
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How to use this manual
The manual is meant as a handbook to be used while participating in the Site Coordinator Training. The 
manual contains information, exercises and tools that will be used during the Site Coordinator Training.

The manual can also be used as an on-the-job tool after the training, for example, to refresh your memory 
on how to fill in some of the forms. The exercises in the manual can also be used by site coordinators in 
the workshops that they will facilitate in future, including Creative Space workshops and support groups.

The manual is divided into 6 chapters, representing the 6 sessions of the workshop. As training usually 
happens over 5 days, chapters 3 and 4 are shorter and can be covered in one day. Each session consists 
of a mixture of icebreakers, information, discussions, exercises, energisers and reflections.

Each day starts with an icebreaker to warm up the participants, and to mark the start of the day. Each 
day also has an energiser for the after lunch slot when participants often tend to get tired. The energiser 
is to wake people up and bring them back to the group to help them to focus.

Because communication is such an important part of a site coordinator’s role and because communication 
skills cut across every part of the site coordinators job, we have slotted in opportunities to practice 
communication skills throughout the course of the workshop.

At the end of the manual, in the Annexes, there are some useful tools and resources. 
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CHAPTER 1 
SETTING THE SCENE

Introductions and expectations
To start the workshop, the facilitator should:

• Welcome everyone

• Introduce herself/himself

• Make sure that everyone has a manual

• Provide an overview of the 5 days of the workshop

 

Introductions

Ask participants to go around introduce themselves to the group, saying their name, which SR they work 
for, which site they are responsible for, and then to say one quality that they have that makes them a good 
site coordinator.

For example: 

“My name is Noluthando, I work for CPC, I am a Site 
Coordinator in Bojanala, North-West, and I am good at public 

speaking”

Or:

“My name is Ivan, I work for WRHI, I am a Site Coordinator in 
Region G in Johannesburg, and I am passionate”

Exercise: Give and Gain

Participants each draw an outline of their hands and write down 5 things that they would like to gain 
from the training in one hand and 5 things that they would like to give to the group in the other hand. 
The group then shares what they have written on each hand. When sharing what they would like to gain 
from the process this is collected together on a list and drawn up as the expectations. They are asked 
if they thought of anything else while they were listening to others talk and they can add to the list of 
expectations.

Each participant then gets to share what they have to give to the process and these things are written up 
as an agreement about how we will be working together over the next few days.

Each person in the room has something to gain but also brings with them something that they can give to 
the rest of the group. We can all learn from each other and not only the facilitator.

Expectations can guide the facilitator in terms of which areas of the workshop to focus on. The expectations 
can be revisited at the end of the workshop, to check if all the needs of the participants have been 
addressed.
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SESSION: 
WHAT DO SEX WORKERS NEED TO LIVE HEALTHY LIVES?
This session aims to tune in to the needs of sex workers, who are the beneficiaries of the programme. It 
aims to assess the different circumstances in which sex workers live and work, and the different challenges 
they face in staying healthy and protecting themselves from HIV/AIDS. 

Exercise: Who is a sex worker?

• Hand out flip chart paper and koki’s

• Ask participants to come up with a sex worker character who is typical of sex workers in 
their area

• They should decide on a name for their character and describe her or him

» What is the gender of the sex worker?

» How old are they?

» Where do they come from?

» What kind of place do they work at? Brothel? Bar? Street? At home? 

» Where do they stay?

» What challenges do they face?

» What is their HIV status? Are they HIV negative, or HIV positive?

» What is their personality like?

• Ask participants to draw their sex worker in the middle of the page, and around the 
drawing to write the things that this person needs to lead a healthy life

• Then ask the participants to come up to the front and introduce their character to the 
others.  Allow for discussion and asking of questions

• After all the participants have presented their characters, the facilitator can summarise 
and reflect on the different types of needs that sex workers have 

The Global Fund National Sex Worker Programme is a client-centred, and needs-based programme. It is 
not based on other people deciding what is right for sex workers. It is based on us listening to sex workers 
and responding to their needs. As the participants will have showed with their characters, different sex 
workers, in different settings, have different needs. So the programme should not be a one-size-fits-all 
kind of programme. To be effective, the programme needs to be flexible. 
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The diagram below shows that a good sex worker programme has empowered, knowledgeable, connected 
sex workers at the centre. The main elements of the programme are based on sex workers different 
needs. 
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Sex Worker - 
empowered, 

knowledgable, 
connected

Programmes 
to prevent and 

address violence 
(from clients, 

police, intimate 
partners and 

others)

Is able to 
develop skills 

to become 
economically 

empowered, and 
whose choice 

of work is 
respected

Receives 
screening, 

referral and 
treatment for 

STIs, TB, Sexual 
and Reproductive 
Health and other 

health needs

Knows her HIV 
Status, and if 
positive has 

access to the 
full range of 

HIV treatment, 
adherence and 

care

Can always 
get enough 
condoms, 

femidoms and 
lubricant to 

practice 100% 
safer sex

Is part of a 
community of 
sex workers 

who advocate 
against stima, 

discrimination and 
criminalisation

Diagram: The elements of a client-centred, needs-based sex worker HIV Programme

I have more 
clients than 

condoms.

I only use the local 
clinic for emergencies 
because they are so 

rude.

Neither I nor my 
child can access 

healthcare.

I am afraid to 
test for HIV.

The police took 
me to their car 
and took turns 

raping me.

My brothel owner 
charges me more 

than 50% of 
everything I earn.

I was detained 
by the police 
for carrying 

condoms.

When I am 
beaten by clients 
I have nowhere to 

turn

Some of my 
clients refuse to 
wear condoms.

My landlord 
evicted me.

I have been 
unable to keep 

my family fed and 
housed.

I was sterilized 
against my 

will.

Figure 1: Sex Workers face many challenges in their lives. (Adapted from UNAIDS 2014)
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SESSION: 
THE SOUTH AFRICAN NATIONAL SEX WORKER PLAN 

“Sex work is essentially work” - Deputy-President Cyril Ramaphosa

Watch short clip of the Launch of the National Sex Worker Plan.

March 11 2016 was a very exciting day for the sex worker movement.  On that day, the first South African 
plan to tackle HIV amongst sex workers was launched by the Deputy-President, Cyril Ramaphosa. This 
plan was developed by a group of experts including sex workers, people from civil society organisations 
who work with sex workers, government, legal experts, and researchers. 

Although the plan is an HIV Plan, it also recognises that HIV is a complex disease. Sex workers are at risk 
for HIV for many reasons. These reasons can be divided into:

Biomedical risks

These are biological risks that any sex worker could be exposed to, by the nature of their work: 

• having many sexual partners

• having sex frequently

• high rates of HIV amongst clients

• having an untreated STI increases the risk for getting HIV

Behavioural risks

These are risks which stem from the individual’s behaviour:

• having unprotected sex

• sexual practices which increase the risk of HIV transmission (eg anal sex)

• alcohol and drug abuse

• harmful vaginal practices like douching

• not knowing one’s HIV status

• HIV+ sex workers who are not on treatment

Social and structural risks

These are risks which come from the societies in which we live, and from the norms, values and 
laws in our society:

• violence towards sex workers

• laws which criminalise sex work

• stigma and discrimination from service providers and the community

• social marginalisation

• poverty

• low education levels

Compare these to the risks that we thought about earlier. Are their things that we came up with that are 
not included? Did they think about things that we did not think about?
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Peer educators at the centre

Because sex workers face a complex range of risks, they needed a comprehensive plan with a range 
of services to address these risks. The SA National Sex Worker HIV Plan has come up 6 packages of 
services. 

These are:

» Peer education package

» Health care package

» Psychosocial service package

» Human rights package 

» Social capital building package

» Economic empowerment package

What’s in the Peer Education Package?

Let’s open up the Peer Education Package, and see what’s inside. Here are the components of the 
Peer Education Package:

• Condoms and lubricant

• Social and behaviour change communication

• HIV Testing services

• Linkage to care and peer navigation

• Social mobilisation

• Psychosocial support

• Human rights support and access to justice

If the contents of the Peer Education Package look rather familiar to you, that’s a good thing. These are 
activities that peer educators in the The Global Fund National Sex Worker Programme have been doing 
in Phase II. This means that there is agreement between our own experience and that of the experts that 
these activities meet sex workers’ needs and are effective.
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Human 
rights

package

Peer educators are at 

the centre of this package 
of services. The other 
packages of services will 

be provided by different 
partners, both civil society 

and government. But peer 
educators play a critical 
role in connecting sex 
workers to those other 

packages of services

Social capital buildingpackage

Psychosocial 

service 
package

Health care package

Economic 
empowerment

package

Peer 
education 
package
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Theory of change: a road map to the change we want to see

The National Sex Work Plan contains a Theory of Change. What is a theory of change?

We can think of a Theory of Change as a map. 

Imagine that a group of us are planning a trip from Kimberley 
to Durban. We have never been to Durban before. We take out 
the map and look at it together. Now we are able to plan our trip 
properly. We can see how far we have to go. We can work out 
which is the best road to take. We decide to go from Kimberley 
to Bloemfontein, then across the Free State to Harrismith, and 
from Harrismith we will go down the N3 to Durban. We can decide 
where we might need to stop on the way. We can work out how 
much petrol we will need. We can decide if we are going to pack 
padkos, or get takeaways along the way. Maybe we have different 
opinions about these matters, but we discuss them, and come to 

an agreement on the way forward.

Now we have a plan that we all share. We can start on our 
journey. We keep consulting our map along the way. We may face 
some challenges along the way: there may be roadworks which 

slow us down, or potholes in the road, or we may get a puncture, 
and have to stop to change the tire. We might have to take our 

map out again, and plan a change in our route. We might have to 
figure out a different way of getting to Durban.

The theory of change in the SA National Sex Worker HIV Plan is a map which shows us how we are going 
to get to our destination. In this case, our destination is:

A long and healthy life for all sex workers, their clients, non-commercial sex partners, 
and children.

DIAGRAM: Theory of Change for the SA National Sex Worker HIV Plan
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 • Decreased 

incidents of 
HIV, STIs and 
TB

• Decreased 
mortality due 
to HIV, STIs 
and TB

• Reduced 
human rights 
violations 
experienced 
by sex 
workers

A long and 
healthy life for 
all sex workers, 

clients, non-
commercial sex 

partners and 
children

Health care 
package

Psychosocial 
service 
package

Human 
rights

package

Social 
capital building

package

Economic 
empowerment

package

Pe
er

 e
du

ca
ti

on
 p

ac
ka

ge Increase coverage 
and access to 

core package of 
services

Foster enabling 
environment

Safer 
sexual 

behaviour

Decreased 
exposure to 
HIV, STIs and 

TB

Decreased 
experience 
of violence, 
stigma and 

discrimination
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Exercise: Silent movie

• The facilitator asks participants to break up into groups of 4 or 5. S/he asks them to think 
about the sex workers that we met earlier. She asks them to think of a way of expressing, 
as a group, with their bodies, an image (like a statue) which symbolises the idea of “sex 
workers now”. 

What does sex work look like in South Africa at the moment?

• Once each group has decided on and practiced their image, the facilitator should then 
ask them to create another image or symbol of how we would like  to see sex work in our 
society. This image is of “sex workers in the future”.

• Once each group has decided on and practiced this image, ask them to show, through 
movement, what the process is in getting from the first image -“ sex workers now” - to 
the second one - “sex workers in the future”. What needs to happen? What needs to 
change? Does anything need to be added or taken away?

• Once all the silent movies have been practiced and are ready, each group shows 
their movie to the rest of the participants. The audience is asked for their ideas and 
interpretations of what was happening in the silent movie, and the actors can also 
explain what they  were communicating with their images. 

This is simply another way of showing the theory of change.
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SESSION: 
WHERE DO I FIT INTO THE PICTURE? THE ROLE OF THE 
SITE COORDINATOR

Energiser: Share a stretch

• Ask participants to stand

• Each participant is to share a stretch that they use to relieve aching muscles 

• Participants can repeat stretches if they are ones they like 

• After the participant has demonstrated a stretch, everyone tries it out

Exercise: What qualities and skills does a site 
coordinator need?

• The facilitator asks participants what qualities and skills a site coordinator needs. 

• The facilitator asks participants to divide into groups of 4-5, and gives them the following 
instructions:

» Each group should stick sheets of flip chart paper together to make a big sheet that 
is big enough for a person to lie down on. One person lies on a flip chart page and 
someone draws an outline around the person. Make sure that you have the persons 
head arms and torso traced onto the page.

» Think about all the things that a site coordinator needs to do. Write this in big 
letters all around the outline of the person. Think about what sex workers need, but 
also think about what does a site coordinator need to do in the office to make all of 
these things happen.

» What skills do they need in order to be able to perform all of their tasks well. Write all 
of the skills into the arms of the outlined person.

» Now think about what personal qualities a site coordinator should have? Write all of 
these words into the torso of the person.

» Now think about all of the knowledge that a site coordinator needs to have and write 
these words into the head. 

• Each group presents their picture to the rest of the participants. Participants are 
encouraged to discuss and ask questions
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Exercise: Who does what? 

• The facilitator will have prepared colourful A4 paper, and write on each one the different 
people who form part of the The Global Fund National Sex Worker Team, or part of the 
broader team that the Site Coordinator will be working with: Site Coordinator; Programme 
Manager; Nurse; Peer Educators; M&E Officer; Finance officer. The facilitator will stick 
these pieces of paper on the wall around the room.

• The facilitator gives all the participants some post-its (about 30 should be more than 
enough). 

• Participants are asked to think of the different roles of all the people on the team. They 
should come up with a few roles for every position, and write each role on a post-it. Then 
participants get up and stick each role on the wall under the relevant job title.

• When everyone is finished, the whole group can go around and look at the roles under 
each job title and discuss. Job descriptions may be slightly different from one organisation 
to another, so everybody does not have to agree 100%. 

• At the end of the discussion around each role, the facilitator can ask: “Are there any roles 
that we have left out?” before moving on to the next job title.

• After all the job titles have been discussed, the facilitator can ask: “Does your organisation 
have any other people that will form part of your team?” For example, some teams might 
include HCT Counsellors or Paralegals, or the Director might be involved in the team.

The Site Coordinator is part a team of colleagues working together to make the 
programme a success.
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Site 
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Finance 
Team

M&E
Team

Professional Nurse
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Educators
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Manager
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SESSION: 
COMMUNICATION SKILLS: LISTENING AND ASKING 
QUESTIONS

The facilitator explains that because communication skills are such a vital part of being a Site Coordinator, 
we are going to practice some communication skills every day of the workshop. Learning to communicate 
well is a lifelong process. However, in this workshop, we are going to look at some of the building blocks 
of good communication.

The communication skills we are going to practice can be used skills with our peer educators, and with our 
service users (sex workers), and in fact with anyone we communicate with.

One of the most important skills of any good leader is not how to talk, but how to listen. 

Exercise: Feeling heard  

• The facilitator asks participants to think about times when they have felt “listened to”  
and “heard”. Ask participants:

» What are some of the good things about feeling heard?

» Can participants describe what it was about the listener that made them feel heard?

• After the discussion, the facilitator can reinforce the discussion with the following 
points:

» There is more to listening than simply not talking

» You can show you are listening with your body language, your facial expression, your 
tone of voice, and what you say

» We can listen with our eyes as well as our ears

» Active listening means trying to understand, with our thoughts and our feelings, what 
the other person is going through

» Active listening is also communicating what you have heard and understood
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Activity: Practicing active listening

• It’s important for a Site Coordinator to really be able to listen to people so that we can 
understand what they need and respond accordingly.

• Sometimes just listening to people can help them.

• Let’s practice how to listen:

» Get into pairs, each person has to think about a challenge that they have had as a site 
coordinator in the last week. 

» Each person is going to get a chance to share their challenge with their partner and the 
partner must just listen.

» No need to respond. No need to offer advice. Only listen. When we are really 
listening we are not thinking about a response or about something else. We have all of 
our attention on the person that we are listening to. There are some things that we can 
do with our body to show that we are listening such as eye contact, nodding of the 
head and leaning in towards the person, but we should keep it natural and 
not try too hard otherwise it will be uncomfortable for both people. Use your voice 
to show listening and understanding, but not more than two or three words. Use words 
like “Mmm” “Uh-huh” “Really” “Go on” etc.

» Decide who is going to go first. The person just starts talking and the other person just 
listens. If they are finished or go quiet, there is still no need to talk, keep your attention 
on the person and continue listening until they have come to a conclusion about how 
to deal with the challenge on their own.

» Then change and the other person has a chance to share their challenge.

Reflect on what it was like to listen and what it was 
like to be listened to.

Which did you prefer?

Did you come to a solution?

Listening
Have you ever had a helpful experience when you talked with someone 
about a problem? It could have been a friend or family member who 
simply listened to you. They did not give you a solution, give advice or tell 
you what to do. They simply listened while you talked about your thoughts 
and feelings. Afterwards you felt better, just because you talked about 
it and felt heard. Sometimes, just the experience of talking 
to someone who listens can be healing.
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Open and Closed Questions

Asking questions is another important part of communication. Questions can be opening or closing. In 
counselling, we should ask more opening questions that closing questions. However, both are necessary 
at different times.

Open questions are useful when we want to gather information, or when someone wants to talk about 
something.

Closed questions are useful when we want to get specific information.

Open questions do not have a right or wrong, or a yes or no answer.

For example:

• How are you?

• What brings you here today?

• Tell me about how outreach went last night.

• How are things at this brothel?

• How did that make you feel?

Closed questions can be answered with a “yes” or “no”, or with brief information.

For example:

• What is your date of birth?

• How many sex workers did you see on outreach last night?

• Do you always use condoms?

• Have you ever been arrested?

Activity: Practicing open questions

Participants should go back into their pairs. Now they are going to role play a problem that 
a sex worker might want to talk to them about. As before, one person will be the Speaker 
and the other will be the Listener for 5 minutes. Then they will swop.

This time, the Listener keeps using the active listening skills which we practiced above, but 
adds open questions.
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CHAPTER 2 
PLANNING: A ROAD MAP FOR SUCCESS

Icebreaker: How to make a stew

Participants are told that they have to come up with instructions for an activity, and that 
the group goes around, with each person just giving one word. For example, the instruction 
could be “describe how to make a stew” or “describe how to make a fire” or “describe how 
to pluck a chicken”. Each person adds one word to the instruction until it seems that the 
instruction is complete. You can imagine that the instructions often end up sounding quite 
strange and hilarious.

Participants can also have the chance to come up with their ideas for instructions.

SESSION: 
THE SITE COORDINATOR AS A PLANNER

“If you fail to plan, you plan to fail”

Planning is one of the most essential skills in the site coordinators tool kit. 

Planning on a regular basis:

• Helps you to reach your goals

• Helps you manage your time effectively 

• Makes you more organised

• Reduces stress and conflict

• Helps you make smarter decisions

• Helps you to focus and stops you from wasting time and money

• Is a team effort, and gives the team members a chance to share ideas

• Makes sure that everyone in the team understands what their role is

Discussion: Planning

As a whole group discuss how you do planning at your site. Share how often you plan. 
What kinds of plans do you make? How do you capture your plans? Do you make plans 
individually or as a team? 

Planning can happen every year, every quarter (i.e. 3 months); every month; every week, or 
every day. In this workshop, we are going to focus on quarterly planning and weekly planning.

Different organisations can have different ways of planning, and different schedules for 
planning. This is one example:
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Weekly planning meetings

Weekly planning meetings bring the team of site coordinator and peer educators together. The weekly 
planning meeting is a chance to reflect on how the last week went, and to plan the week ahead. 

Some of the things the meeting can deal with include:

• Looking back on the activities of the previous week, eg outreach and Creative Space, and asking how 
they went.

• Discuss any problems that were experienced, and how these can be solved.

• Discuss challenges with meeting targets, and strategise how to overcome these.

• Peers can hand in data collection tools (forms).

• Check that the forms have been filled in completely and correctly.

• Get feedback from peer educators on any issues or needs that sex workers are experiencing that need 
to be addressed.

• Plan outreach for the next week.

» Which locations are going to be visited, on which days, and at which times?

» Which team members are going to be involved with which tasks?

» What are the transport needs and arrangements for outreach?

» What equipment is needed for outreach?

• Plan Creative Space workshops and/or support groups for the next week.

» What are the dates, times and venues of workshops and support groups?

» What roles will the different team members play in preparing for or assisting with the workshops and 
support groups?

» What are the topics for the workshops or support groups? 

» What is the agenda? 

It is a good idea to develop a calendar of weekly activities. This can be on the wall of the 
office (for example on a whiteboard) or a printed out copy for all team members

WEEKLY PLANNING CALENDAR EXAMPLE
C

H
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TIME: MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
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Quarterly planning

The Global Fund National Sex Worker Programme Performance Framework and budget are quarterly. That 
means there is a three month period to achieve the quarterly targets, and a three month budget that is 
allocated to the organisation for those activities. 

On a monthly or quarterly basis, the weekly planning meeting can be made longer, to look at the stats 
from the month or the quarter before, so that the team can see how well they are doing in meeting their 
targets.

Some people feel nervous when they hear the words “stats” and “data”, but there are ways of working with 
data and showing data that everyone on the team can understand, and even start to get excited about. 

CASE STUDY: Using data to do better

The organisation, 90-90-90, has a target of reaching 600 sex workers per 
quarter with individual and group HIV interventions.

After the last quarter, the team held a quarterly meeting. The meeting 
was attended by the site coordinator, the peer educators, the nurse, the 
programme manager and the M&E Officer. The M&E Officer showed the team 
a slide to show that they had reached 450 sex workers during that quarter. 
The M&E Officer explained that this was 75% of the target.

The team discussed why they had had challenges in reaching the target. It 
was important that the discussion was not one of blaming anyone, but of 
identifying what the challenges were and how they could be overcome. Some 
peer educators said that the sex workers in Main Road only start working 
after 11pm at night. Because they had been doing outreach at around 7pm, 
they were too early to meet with those sex workers. Another peer educator 
said most of the sex workers at the Blue Light Club were from Zimbabwe, and 
because she didn’t speak Shona, she had difficulty in communicating with 
them. The nurse said that when they arrived at the Imperial Apartments and 
tried to speak to the sex workers there, the pimps, who were high on drugs, 
had become aggressive and chased them away. 

Together the team discussed different solutions and came up with ways of 
trying to solve the problems they had encountered. They planned to start 
outreach to Main Road at 11pm. They decided that peer educators Mary and 
Joy should do outreach to the Blue Light Club, because they spoke Shona. 
And peer educator Thuli said she had a friend who was friends with the pimps 
at Imperial Apartments. They decided to go and meet with the pimps during 
the day, tell them about the programme, and try to convince them to give 
them access to the sex workers.

At the end of the next quarter, the M&E Officer presented a graph which 
showed that they had reached 540 sex workers, or 90% of their targets. They 
discussed which of their strategies had worked, and what hadn’t worked so 
well. The team was very pleased with their improvement, and felt motivated 
to keep on pushing for 100%.
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SESSION: 
MAPPING MY AREA 
Another very important planning task is to learn as much as you can about the sex workers in the area you 
are going to be working in. One tool to do this is to do a map. It is a good idea for everyone on your team 
to get to know the map of your area. You can find a map of your area on the internet, or you can draw your 
own. It is a good idea to have a large map on the wall of your office. 

Why is mapping your area a good idea?

• It shows where sex workers are.

• It helps us to understand the different types of sex workers in our area.

• It gives us a way of estimating the number of sex workers in our area.

• It helps us to plan how we are going to reach sex workers with services.

• It gives us a way of seeing whether we can reach our targets.

• It helps us to distinguish between the sex workers we are reaching, and those we are not reaching.

Exercise: Map your area

A mapping exercise can give you a lot of useful information, which will help you to reach 
as many of the sex workers in your area as possible with services. 

Instructions: 

• Take a flip chart and different coloured kokis

• Draw the local area in which you are going to be working. As a Site Coordinator, you might 
be responsible for a district or a sub-district. For this exercise, it doesn’t matter what the 
boundaries of the district or sub-district are on the map. For this exercise, just choose a 
local area that you are familiar with.

• Draw a map of the area. It doesn’t have to be a work of art or very accurate. Put in the 
main features of your area: the main roads, the hospitals and clinics, the police stations, 
the rivers or bush, the shopping malls, truck stops or bars and clubs. Put in the main 
features which are part of the “sex work world” in your area. You can use symbols to 
show these features, for example handcuffs to show the police station or a bottle to 
show a bar.

• Then think about the places where sex workers live and/or work. These can include 
brothels, hotels, streets, busy areas, truck stops, shebeens, bars, clubs, markets, 
colleges, or any other place that you know about. 

• Then think about the numbers of sex workers in those places? Is it one sex worker? A few 
sex workers (from 2-10)? Or many (more than 10)?

• Put one plus sign on your map if there is one sex worker; two plusses if there are a few; 
and three plusses if there are many.

Bravo! You have now completed your first mapping, zoning and 
size estimation exercise!

Present your map to the group, and discuss. 

Keep your map for the next exercise.
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During the discussion, the facilitator can also ask:

• Which sex workers do you think are high risk, and why?

• Which sex workers do you think are low risk, and why?

• What are the particular challenges in your area?

Exercise: Not just the low hanging fruit

Imagine picking fruit off a tree. The easiest fruit to reach are the ones which are low on 
the tree. You can just reach out and pick them. But if you just pick the low-hanging fruit, 
that still leaves all the fruit at the top of the tree. How are you going to pick those fruits? 
You might have to stand back for a minute and come up with a plan. Perhaps you need to 
call someone to help you, or you need to try to climb the tree, or fetch a ladder, or come 
up with some other plan.

Look at your map, and think about which groups of sex workers are like low-hanging fruit in 
your area, and which ones are higher up on the tree, and therefore harder to reach.

Think about these questions:

• Who are the hard to reach sex workers in your area? 

• What makes them hard to reach? Is it because of their gender? (MSM and Transgender 
sex workers are sometimes harder to reach) Is it because of their nationality? (foreign 
sex workers, especially those without legal status are often hard to reach) Or is it perhaps 
because they are young, or the fact that they work with pimps, or the fact that they are 
on drugs?

• What are some solutions we can come up with for reaching those hard-to-reach sex 
workers? Have you come up with any solutions in the past?

Show on your map where the hard-to reach sex workers are (if you know where they are. 
Sometimes we don’t know). Present your map to the group. Share stories with the rest of 
the group, and discuss strategies for reaching the fruit at the top of the tree.

Remember that sex work is still criminalised and stigmatised in South 
Africa. In order for sex workers to trust us, they need to know that we 
will be careful with sensitive information about where they work and 
live. Any information which could bring harm to sex workers must be 
protected and not shared with people outside of the programme



Site Coordinators Manual
24

C
H

A
P

TE
R

 2

SESSION: 
MAPPING MY STAKEHOLDERS
Remember we said earlier that peer educators are the link between sex workers and the different 
packages of services (e.g. health, psychosocial, human rights, social capital building, and economic 
empowerment)? One of the most important ingredients for the success of the programme is working with 
partners, gatekeepers and stakeholders. 

Why do we work with stakeholders?

• Because we can’t do everything.

• To make sure that your project is well-known.

• So that you can refer sex workers to a wide range of services to meet their needs.

• So that other organisations can be your eyes and ears, and refer sex workers to you.

• To coordinate and make sure that you are working together with government and other organisations 
(not overlapping or duplicating).

• To overcome barriers and obstacles that have made sex workers not use services.

• To sensitise stakeholders about the needs of sex workers.

• To decrease stigma and discrimination and create an enabling environment. 

   

Exercise: Map your stakeholders

Materials needed: Colourful stickers

• Take the map that you have drawn. Place stickers on your map to show where the 
important stakeholders are.

• Think about all the stakeholders in your area. Ask yourself these questions:

» Who are the people who can block our progress if we don’t find a way of working well 
with them?

» Who do we need to make this programme a success?

» Who needs to know about us? 

» Are there coordinating structures and networks in my area that we are part of, or 
should be part of? (for example a Local AIDS Council, or a District AIDS Council, or a 
Victim Empowerment Forum). 

    Example Of Engaging Stakeholders: When Sex Workers Work With Gangsters

Case study from SWEAT Good Practice Guide to integrated sex worker programming

Gangs and drug suppliers
Worcester: “When SWEAT started their work we did not get any girls. It was very difficult if you 
did not meet with the big boss. We sat down and thought ‘how are we going to recruit?’ We went 
to speak to the big boss to explain that we are wanting to educate girls on human rights and 
safe sex. He responded by saying that we would take his girls and then what would he do. We 
explained that this wasn’t our intent. In Touws River, Worcester and Ceres, we had to turn to the 
big boss in each place. We entered the police station and spoke to the Colonel. He told us that 
we were the first organisation to enter Worcester wanting to speak to gangsters and that even 
the police were scared of these men. But too often girls come to police stations and are abused 
or ignored. That is not on. As from today we are working with police and gansters. When we do 
our job on streets and when we do outreach we get escorted by the police - as the areas are 
dangerous. And the girls are able to take out our human rights book and the police say we will 
leave you alone because you are with SWEAT.”
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CHAPTER 3 

WORKING WITH PEER EDUCATORS

Warm up
Participants show how they are feeling with a gesture. Reflection on how a movement can really express 
feelings. This leads into the next exercise.

Energiser: People Machine

This icebreaker shows how a team works together.

Ask participants to stand in a circle (in large groups, have two or more circles). Explain 
that the participants will be using their bodies and voices to create a large piece of moving 
machinery. One person will begin by going into the middle of the circle and will think of 
a sound and a movement to repeat that represents part of a larger machine. Once the 
participant has begun repeating his or her sound and movement, others need to move 
into the circle and connect themselves to the person and add their own sounds and 
movements. When everyone is joined together, allow the machine to work for a short while 
and then ask participants to return to their seats.

The facilitator can reflect that a team is a bit like a piece of machinery. Every piece of the 
machine is important, and every piece needs to work with the other pieces so that the 
machine keeps running smoothly, and can carry on doing what it is supposed to do.
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SESSION: 
THE SITE COORDINATOR AS A SUPERVISOR

Discussion: What makes a good peer educator?

The facilitator asks the participants to imagine that they are part of a team in their 
organisation that is responsible for recruiting a team of 7 peer educators. Ask participants 
to discuss what qualities or characteristics a good peer educator should have.

To stimulate more discussion, the facilitator can also ask these questions:

• Which peer educators should you recruit if you want to reach the hard-to-reach sex 
workers?

• Is it a good idea to hire a group of sex workers who are friends?

• What kind of personality qualities should a peer educator have?

• What knowledge and life experience are you looking for when recruiting a sex worker peer 
educator.

• Most sex workers drink, and many take drugs. How should site coordinators deal with this 
issue when recruiting peer educators?

• How important is level of education?

Exercise: Good and bad supervisors

• Ask participants to get into groups of 3. Each groups should have a piece of paper and a 
pen (this activity does not need flip charts). On the piece of paper, make two columns, 
one labelled “like” another labelled “dislike”.

• In each group, people should discuss the supervisors and managers they might have had 
in the past. They should discuss the qualities in those supervisors or managers which 
they liked and those they disliked, as well as the things which the supervisor did which 
were good, and those that were not so good.

• After the small group discussions, the larger group can discuss the qualities that people 
liked and disliked in supervisors who they have worked under in the past. The facilitator 
can write these up on a flip chart under “like” and “dislike” columns.

• If the following points are not raised in the discussion, the facilitator can add them:

» As Site Coordinators we get the best performance out of everyone on the team through 
supportive supervision rather than “policing”.

» In any work setting, supervisors are responsible for making sure the work gets done, 
but that doesn’t mean they do it all directly.

» They must motivate, manage and support the work of the peer educators.

» They are responsible for the quantity and the quality of the work being done by others.

» Site coordinators make sure the work gets done by building a team.

» How well the team is built makes a big difference in what gets done, how much gets 
done and how well it gets done.

» Supportive supervision can make a difference in a project: it can make a difference 
in everyone’s job satisfaction; it can help team members to grow personally and 
professionally; it can decrease conflict between team members; it can affect how long 
peer educators stay with the organisation.
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Tips for Managing Peer Educators
In preparing this manual, we got advice from experienced Site Coordinators, who are sex workers 
themselves, about what they have learnt about managing peer educators

• Get to know your peer educators. Learn about them, their habits, their personalities. Each peer 
educator has their own strengths and weaknesses. For example, Siya may be shy to talk in groups, 
but is very good on a one-to-one basis, or Sindi may not be a morning person, but she shines on night 
outreach, or John drinks heavily over the weekends, but is great at accessing MSM in clubs.

• Understand that most peer educators are still working as sex workers. That is ideal because it means 
that they know the industry and are connected to the people in it. But it brings with it a set of realities 
that you have to work with, eg late nights, not liking to be controlled, drugs and alcohol, and in many 
cases, personal problems and traumas.

• Understand that for many peer educators, it might be their first job, and this means they need support 
and patience. Help them to understand their job descriptions, roles and the expectations that come 
with the job. 

• Get to know peer educators’ level of education, and work with them according to their level of 
understanding and capacity. 

• Get to know South African labour law (such as the Basic Conditions of Employment Act and the 
Labour Relations Act) and the Human Resources Policy of the organisation. Help peer educators to 
understand these policies. 

• Get support from the organisation in dealing with disciplinary problems. Talk through challenges you 
have with your programme manager.

• Understand that managing people is a balancing act. It is important to be patient and supportive, and 
to give people the chance to learn, change and grow. However, if the peer educator continues to do 
the same thing, or if the offense is serious, there will have to be a disciplinary procedure.

• Keep good records e.g. time sheets, email communications, incident reports, as you may need these 
as evidence in the future. 

 “You have to 
understand that 
everyone is not 
the same”

Le
ig

h:

C
on

st
an

ce
:

“You have to be a 
teacher, a mentor 
and a counsellor”

G
it

a:
N

os
ip

ho
:

“You are one of them. 
You know what their 
lives are like. You speak 
their language”

M
as

en
tl

e: “In the beginning you have lots of disciplinary problems, 
like absenteeism, being drunk on duty, not coming to work 
if they get a client, or not understanding things like leave. 
You have to teach people what is OK and what is not OK”

“When we first started, 
the peer educators did not 
understand that they couldn’t 
do business and go off with 
a client when they were on 
outreach”
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Rolling role play: Dealing with peer educators

This is a rolling role play which enables participants to try out different ways of responding 
to challenges they could experience as site coordinators in supervising peer educators. 

Put two chairs in the middle of the circle, with the participants sitting in a circle around the 
two chairs. 

The facilitator explains that participants are going to get a chance to act out different 
problems that arise between site coordinators and peer educators. 

To start off, two people sit on the two chairs in the middle, facing each other. One is the site 
coordinator, the other is the peer educator. 

Either one can start by coming up with a problem, which the one person wants to raise with 
the other person. The two role play a discussion in which they try to come up with a solution 
to the problem. If the “site coordinator” gets stuck or runs out of things to say, s/he can 
turn to the audience and ask “can you help me?” One of the audience can then volunteer 
to take her or his place and continue with the role play.

Also, if one of the audience feels they want to try out a different approach, they can put 
up their hand, and if the “site coordinator” agrees, they can allow the audience member 
to replace them.

If the problem between the two seems to be solved, the facilitator can also ask if anyone 
in the audience would like to try a different approach, and again, the site coordinator can 
be replaced. 

When different solutions and approaches have been tried out, and it seems as if the 
problem is solved, a new “peer educator” and “site coordinator” can take the two seats, 
and start again with a new issue. 

The rolling role play can continue until most, or all participants, have had a chance to 
practice at least one of the roles. 
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SESSION: 
COMMUNICATION SKILLS: NON-VERBAL COMMUNICATION

Before we even start talking, we are communicating. Other people pick up on how we are feeling through 
both our non-verbal and our verbal communication, and as good communicators, we should also tune into 
the other persons non-verbal communication, in addition to what they say.

Here we are going to become aware of two non-verbal communication skills: tone of voice and body 
language.

Exercise: Tone of voice

• Ask participants what is meant by ‘tone of voice’- note ideas.

• Ask for them to show examples [angry, impatient, concerned, friendly... try to get both 
positive and negative ones] [if they just say 'angry' ask them to say something in an angry 
tone of voice, and so on].

• Explain that they will now have a chance to try out different tones, using the same 
words.

• Demonstrate what they will do.

• Explain that they will be asked to repeat a sentence using different tones of voice. The 
sentence is ‘you did not fetch your medication last week’.

• Ask everyone to repeat the sentence.

• Count off by twos and make pairs facing each other: one + two.

• Explain you will call out an emotion and either 'one' or 'two'.

• Either ‘one’ or ‘two’ of the pair should repeat the phrase above using the tone of voice 
that might show the emotion called by the facilitator.

• Explain that everyone should think how they feel when they talk or listen, and to observe 
each other.

• Call out ‘one’/ ‘two’ alternately and give an emotion from the list.

Possible 

emotions:

» Impatient » Sad » Bored » Encouraging» 

» Angry » Excited » Happy

» Surprised » Sympathetic » Non judgmental

» Curious » Tired » Not paying attention

• Facilitators should observe body language of each person in the pairs as closely as 
possible.

• Ask participants about specific ‘tones’ [for example ‘impatient’]. 

• How did you feel when you spoke like that? What do you think your partner felt when 
you spoke that way? Ask: how did people feel when their partner spoke to them 
impatiently?

• Repeat questions, about other tones.

• Ask everyone:

» Which tones of voice made you feel you would want to talk and listen to the Site 
Coordinator? 

• Summarise the discussion.

Key learning points
» We need to pay close attention to our tone of voice.

» If we sound impatient or judgmental or 'pushy' – we can 'break' the communication with our peer 
educators or service users.
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Exercise: Body language

• Ask participants what we mean by ‘body language’.

• List their ideas.

• Ask the participants if they noticed any of the body language that went along with the 
different tones of voice used in the last session. (Remind them of the different tones 
used).

» get their ideas, observations.

» tell the observations made by facilitators.

• Ask for volunteers to demonstrate body language that shows:

» Anger, understanding, boredom or disinterest, sympathy, interest.

• Tell them to be subtle and realistic.

• Ask participants: Is it possible to say the same words, in the same tone of voice–and give 
a completely different message just through our body language?

• Say the sentence: “You did not fetch your medication last week” twice–using the same 
tone both times with different body language.

• The first time, look very interested (body language that shows interest).

The second time, as you say the sentence, check your watch and look in your bag 
instead of listening to her answer.

• Ask: what message did the sex worker probably get the first time, compared to the 
second time?

• Ask: What can we learn from watching the body language of the sex worker we are talking 
with, listening carefully to her voice tone? How can this help us in our work?

Key learning points
» We need to pay attention to all the different ways we communicate: the tone of voice we use, the 

words we use and our body language.

» We also need to watch the people we are talking to... their tone and their body language.
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CHAPTER 4 

OUTREACH

Icebreaker: Who Is It?
People write down something about themselves they think no one knows on a piece of 
paper, and hand it to the facilitator. The facilitator reads the slips of paper and others 
guess whom the person is. It is amazing to see the things some people reveal about 
themselves.

SESSION: 
REACHING SEX WORKERS WITH HIV PREVENTION, 
TREATMENT AND CARE

The HIV Continuum of Care

Courtesy SWEAT Good Practice Guide to integrated sex worker programming
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Discussion: Reaching sex workers across the prevention, 
treatment and care cascade.

The facilitator divides the participant into 6 small groups. Each group is asked to discuss one of the 
following questions:

• You have been tested for HIV and fortunately you are HIV-negative. What do you need?

• You have been tested for HIV and unfortunately you are HIV-positive. What do you need?

• You have been referred to the clinic for enrollment in care, but you didn’t go. What do you need?

• You have enrolled in care at the clinic, and you have been prescribed ARVs. What do you need?

• You have been prescribed ARVs, but you did not go to the clinic for your follow-up appointment and 
to get your next month’s tablets. What do you need?

Each group spends about 10 minutes discussing these questions, and then presents their answers back 
to the larger group. 

After each group presents their answers. The facilitator can ask the larger group: “What else do you think 
she or he needs?”. The participants can give feedback and discuss until they feel that all the needs have 
been discussed.

Courtesy of FHI 360: Linkages 

The Prevention, Care and Treatment Cascade
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FOR YOU TO READ

Guidelines for when to start people on ART and PrEP

In 2015, the World Health Organisation brought out new guidelines on when to start people who have 
been diagnosed with HIV on Antiretroviral Therapy. The guidelines also deal with HIV negative people who 
should be offered Pre-Exposure Prophylaxis (PrEP) to reduce their chances of getting HIV.

Target population Recommendation Implementation in South Africa

Recommendation 1: When to start ART among people living with HIV

Adults
ART should be initiated for all 
adults living with HIV at any CD4 
count

This will be rolled out in South 
Africa from September 2016

Recommendation 2: Oral PrEP to prevent HIV

HIV-negative individuals at 
substantial risk of HIV infection 

Oral PrEP (containing TDF) 
should be offered as an 
additional prevention choice for 
people at substantial risk of HIV 
infection as part of combination 
prevention approaches 

This has been implemented 
in South Africa from 1 June 
2016. For now, PrEP is being 
offered at 10 sites (these 
include sites managed by 
TBCA, WRHI and PHRU)

Exercise: Self-assessment: An HIV Care Cascade 
model for your site

Every organisation involved with the Global Fund National Sex Worker Programme is 
different. But every organisation has the responsibility of addressing the needs of HIV 
negative and HIV positive sex workers in this phase of the programme.

• This means that we have to encourage sex workers who don’t know their status, and 
those who last tested HIV-negative, to have an HIV test every three months.

• For those sex workers who are HIV-positive, we have to encourage and assist them to 
enrol in care, and to get onto treatment.

• For those sex workers who are HIV-positive and on treatment, we have to support them 
to make sure that they stay on treatment and stay healthy.

How is your organisation going to achieve these aims? Which model is going to work best 
in your location? 

The answers to these questions depend on your context. Your context includes the 
geography of your area; the needs of sex workers in your area; the services and facilities 
that exist in your area; and the resources that you have as an organisation. When we say 
resources, we include both human resources (i.e. the number and types of staff that you 
have and what their skills and qualifications are) and the material resources (e.g. your 
budgets, your facilities and your equipment).
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Fill in this questionnaire to assess your organisation’s context

QUESTION ANSWER

1. Does your organisation have a clinic?

2. If yes to question 1, is it a mobile clinic 
or a fixed clinic, or both?

3. If yes, is your clinic accredited to 
dispense ARVs?

4. Does your organisation have a nurse or 
nurses?

5. If your organisation has a clinic, are the 
clinic and nurse in your district, close to 
where the sex workers are?

6. Can your organisation do Viral Load 
testing, CD4 counts, TB testing?

7. Are site coordinators or peer educators 
trained in HCT?

8. If your organisation does not have a 
clinic, do you have a partnership with a 
local health facility?

9. Does your organisation have a 
partnership with health NGOs?

10. Does your organisation test sex workers 
on outreach?

11. Does your organisation test sex workers 
when they come to workshops or 
support groups?

12. If you make use of referrals of HIV+ 
sex workers, HOW do you follow up to 
make sure the referral was successful?

13. How will you know if a sex worker 
in your programme is defaulting on 
treatment?

14. How will you respond if you learn that 
a sex worker in your programme is 
defaulting on treatment?

PLAN:

Based on your answers above, how can your organisation best reach sex workers with HIV services:

HIV Testing:

Enrollment in treatment:

Adherence support:
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SESSION: 
WHAT IS OUTREACH?
Working with sex workers means reaching out to them. We have discussed that sex workers often don’t 
come forward to access services because of all the challenges they experience. Out reach is a way of 
building relationships with sex workers, taking services to them, and linking them to services in the 
community. 

Energiser: The human knot

Ask each participant to begin walking around the room in any direction they choose and 
to freeze when you ask them to stop. Say, “Stop!” loudly and then ask the group to bunch 
together into as a tight a group as possible. Then ask them to close their eyes and reach 
out their hands to one another until everyone is holding two other people by the hand. This 
creates a tangled knot. Next ask the group to open their eyes and to form a circle without 
once having to let go of each other. Say that we can get into tangles in our lives that seem 
difficult to get out of, but with patience and support, things can work out.

8 STEPS FOR CONDUCTING OUTREACH

STEP 1: Map your area

We learnt about mapping your area on page 22

STEP 2: Map your stakeholders

We learnt about mapping stakeholders on page 24
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STEP 3: Build relationships

Building relationships with sex workers and gate-keepers is vital for successful outreach. This includes 
connecting with managers in bars or shebeens, establishing links with pimps, and opening communication 
with drug-lords as well as owners or managers of brothels, so that easier identi fication of sex workers 
working in or on these sites is possible.

Building relationships with gate-keepers takes time, as trust needs to be earned. It is important to get the 
message across that making this connection benefits both parties.

QUOTE: Masentle: “In the township, there are lots of home-based sex workers. They are 
very under cover. Their neighbours don’t know they are sex workers, so you have to be 
very careful and discreet in gaining their trust. It takes time. When you visit them, you 
can’t go with the outreach vehicle or wearing your SWEAT T-shirt.”

from SWEAT Good Practice Guide to integrated sex worker programming

STEP 4: Plan your outreach 

Planning for outreach usually takes place at the weekly meetings. Develop a schedule for the week, 
showing which locations are going to be visited on which days, and on which times. Discuss which will 
be the best days and times to reach sex workers. Decide when different team members are going to go 
on outreach. The outreach schedule can be written up on a white board, or handed out to the team, or 
both.

Decide what method of transport you are going to use for outreach, (e.g. Outreach vehicle, mobile clinic, 
public transport, on foot) and make transport arrangements.

Look back at the map that you created the previous day to plan the outreach. See which areas you would 
go to on what days. Why do you choose particular areas to go to at particular days and times? How do you 
think about the time allocation that you give to each place depending on the number of sex workers etc?

“We always faced challenges of reaching sex workers in clubs, pubs 
and shebeens. What does a sex worker look like? How would we know 
if someone is a sex worker? We built relationships with owners and 
managers and they became our eyes and ears. An incentive we used 
was to give out flavoured condoms and pamphlet so that managers 
or owners could approach the ladies with information about the 
organisation so that they could know if you need services, that you 
can call the helpline or office.”
- Presentation of Good Practices Workshop
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STEP 5: Prepare for outreach

It is a good idea to arrive at the office at least an hour before you are due to leave on outreach, so that 
you can prepare.

The peer educators outreach kit should include:

• Outreach uniform (e.g. T-shirt)

• Name tag

• Backpack

• Condoms, lubricant and femidoms

• Brochures or other IEC materials

• A notebook and pen

• Outreach forms or tablets (NOTE: in Phase 3, The Global Fund National Sex Worker Programme will 
start using tablets to capture data. Your organisation will decide if peer educators will take these on 
outreach. The aim of the tablets is to make it easier to capture data, but this has to be balanced 
with the safety and security of the outreach team)

• Referral forms

• A list of important numbers, including emergency numbers

STEP 6: Connect with sex workers on outreach

A tip for gaining entry to hotspots is for peer educators to wear a uniform with identifying badges. This 
prevents peer educators and programme staff being misidentified as police. 

The kinds of activities incorporated in outreach include: 

• Handing out condoms and lubricants and demonstrating correct condom use.

• Distribution of IEC materials, as well as such as helpline contact num bers and referral services.

• Invitations to sex workers to join Creative Space workshops, support groups and other services the 
organisation offers.

• Listening to challenges that sex workers face and assisting or guiding them, and then following up 
with them at a later stage.

• Providing advice and information.

• Conducting workshops on the spot around specific topics.

• Encouraging on-site HCT if it is appropriate, espe cially for those women working in the bush or on the 
streets.

• Screen for STIs and TB.

• Talking about rights, speaking about police operations and client violence. 

QUOTE: “In some places like drug dens, we started to use a password, so that the drug 
dealers would let us in to give us access to the sex workers. “We say ‘RED’, and they 
say ‘UMBRELLA’. Then they know it is us and it is safe”.
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STEP 7: Record the outreach

Filling in outreach forms should happen as soon as possible after the activity so that information is not 
forgotten. The Site Coordinators we spoke to say that writing down details while you are talking to sex 
workers on outreach can interfere with the conversation, so this should be kept to a minimum. One idea is 
to complete the forms in the van after you have finished at one location, before moving on to the next.

Exercise: Practice filling in outreach forms

Participants can spend some time getting familiar with filling in the Outreach Monitoring 
Form. Look at the outreach form in Annex 2, go through the form box by box, discussing 
how the form should be filled in.

STEP 8: Follow up

Follow up the next day on any issues that came up on outreach. This can include writing referral letters, 
calling sex workers back to check how they are or to give them information, reporting incidents to the 
relevant people in your organisation, finding out about services, making phone calls or emails.
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SESSION: 
COMMUNICATION SKILLS: REFLECTING AND AFFIRMING

Warm up: Mirror game

Participants divide up into pairs facing one another. The facilitator plays some music. One 
person moves to the music, the other person copies them. Then they swop over. After the 
exercise is finished, reflect on what it was like to copy the other person. What made it easy/
difficult to follow them?

Discussion: Reflecting

Think back on a time when you were struggling with a problem. One of the hardest things 
when we have problems is we feel very alone. We often think that other people won’t 
understand what we are going through, or will judge us. Sometimes people mean well, but 
they give us advice, when that is not what we need. Sometimes we just want to be heard 
and understood. It makes us feel less alone. 

Question: Have you ever had the experience of talking to someone about a problem, and 
while you were talking, you managed to see the problem more clearly, and see a way 
forward?

Reflecting is another important communication skill, which shows the other person that we 
empathise with them, and accept them. As the listener, we become like a mirror, reflecting 
the feelings and the meaning back to the other person, which helps them to understand 
things more clearly.

Reflecting feelings

Reflect what you think the person is feeling, not the details of what is said. Listen for and 
reflect both the verbal and the non-verbal expression of feelings. 

Reflect feelings by saying things like:

“It sounds like you are…”

“It seems like you feel….”

“You sound….”

“That must be….”
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Exercise: Practicing reflecting feelings

The facilitator reads out the following statements, and the participants call out reflections 
on the feelings. If the feeling is not quite right, the facilitator can say “Not really”, and if the 
feeling is named correctly, say “Yes!”

“My daughter has just passed her Grade 12”

“Today we were so busy, I had 10 clients. I just want to sleep”

“I was so worried about having an HIV test, but I tested today, and guess 
what? I’m negative”

“Since I was diagnosed HIV positive, I haven’t been able to sleep. I keep 
thinking I am going to die”.

“After we finished doing business, the client pushed me out of the car and 
didn’t pay me!”

“Since my mother died, I miss her so much. It’s hard to get out of bed 
every day, and life has no meaning”

“When I see the police van coming down the road, I think back on that 
policeman who beat me, and my heart starts beating so fast”

“When I went to the clinic to fetch condoms, the sister said “You must be 
a prostitute if you need so many condoms” in front of all the people in the 
waiting room. I just ran out of the clinic as fast as I could.”

Affirmation

Affirmation communicates that we accept and appreciate the other person. It focuses on choices, 
knowledge and behaviours which are positive and constructive. Affirmation identifies the other person’s 
strengths and helps them to build their self-esteem. Think back on how you felt when you were praised by 
a parent or a teacher. Affirmation makes us feel good!

Excercise: Behind your back: Affirmation game

This exercise is designed to encourage positive feeling about themselves amongst 
participants. The facilitator gives everyone paper, pens and safety pins. Ask participants to 
have someone assist them in pinning the paper to their backs. Let them know that they 
will go around the group writing comments on every one’s back. These comments should 
all be positive, and can be as basic as ‘Nice smile’. Provide a time limit such as 5 or 10 
minutes during which the group can write. Once the time is up, participants need to help 
one another remove the paper from their backs and can be given a few minutes to read 
the comments.

After the exercise, the facilitator asks participants to talk about the affirmations they 
received, and how they made them feel.
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LIKE DISLIKE

CHAPTER 5 

WORKING WITH GROUPS: CREATIVE SPACE AND 
SUPPORT GROUPS

Icebreaker: Two truths and a lie
Have participants say three things about themselves. Two should be true and one should be 
a lie. Have participants guess which response was a lie and give their reasoning.t

he welcome and introductions, sca

SESSION: 
THE SITE COORDINATOR AS FACILITATOR

Introduction
Today’s session is about setting up and facilitating Creative Space workshops and support groups. The 
content of this session is linked to the Red Umbrella Creative Space manual. 

For the Site 
Coordinators training 

workshop, every 
participant should 
receive a copy of 

the Creative Space 
manual.

Discussion: What makes a good facilitator?

• Ask participants to divide up into groups of 4-5. 

• Ask them to take a piece of paper, and draw two columns, Like and 
Dislike.

• Ask them to think about workshops that they have attended in the past. 

• What do they like about the way workshops are facilitated, and what do they dislike?

• After the discussion, someone from each group reports back to the rest of the 
participants.
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SESSION: 
CREATIVE SPACE

FOR YOU TO READ

Overall aims of Creative Space workshops

The aims of Creative Space workshops are to allow us as sex workers to engage with each other as unique 
individuals greater than our sex worker identity, and to empower sex workers with information about HIV, 
health and human rights.

• Support and networking

Creative Space is primarily a space to share common experiences and connect with others. Creative 
Space helps us overcome feelings of isolation by building connections between us.

• Confidence and self-esteem

Through having our participation valued, and speaking out in the big group, we build our confidence 
and self-esteem.

• Insight and self-expression

Creative Space encourages us to engage and to express ourselves. Through this we gain insight 
into the habits and patterns that shape our lives. This insight can lead to radical and positive life 
changes.

• Appreciation of diversity

Our many cultures, backgrounds and identifications are used as resources. This encourages us to 
learn and respect the diversity of our group and become more open and flexible. It also builds up our 
trust and breaks down stereotypes.

• Access to information and services

Creative Space operates as a portal of services available to us as sex workers. It is a good place to 
start finding the help or healing we are looking for. Healing comes through expressing ourselves and 
our world view as well as being valued and accepted through all the services we access.

• Advocacy

Sex workers stories about our challenges and struggles, including human rights abuses, are often 
shared at Creative Space. If these stories and themes are monitored and documented they can be an 
important advocacy tool for sharing with relevant role-players, e.g. police, media, politicians.

How can we make more money? How can we stand together for our rights? 
How can we live better in a world with HIV and other STIs? How can we 
heal the hurts we need to heal? How can more of us be facilitators and stand up for 
others? How can we improve our relationships? How can we care for ourselves 
better? How can we bring about decriminalisation?

These are all questions we can answer by being together.
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Basic Workshop Kit

• Thick kokis for working 
on flip chart paper

• Flip chart paper
• Prestik
• Labels for participants 

to write their names
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STEP 1: Plan before the workshop
Workshops go well when they are planned. When deciding on a topic, think about where the group is at 
and what will be most relevant or urgent for them. 

The Creative Space manual contains guidelines for sessions on a variety of topics that are important to sex 
workers. You can use one of these, or you can design your own. Whether you design your own workshop, 
or choose one of the planned sessions in this manual, think carefully through each part of the workshop. 
You will also need to coordinate services and the preparation of food for the day of the workshop. The 
questions below are designed to help you with planning.

Set a date and time

•• Is the time suitable for sex workers e.g. when they are off-duty, and not too early in the morning?

•• Can other services be available e.g. counselling, wellness clinic, paralegal peer educator?

•• Can you organise transport money and food for this same time?

Draw on the resources you have

•• What are the extra materials needed for this workshop and the icebreaker?

•• Is there a specialist you can contact to input on the topic?

•• If you give the input yourself, can you find the time to practice in front of a friend or a mirror?

•• Are there stories, case studies, videos or news events around the topic you can present?

•• Is there some part of the described workshop session you need to leave out for this group?

•• Is there something you need to add for this group?

•• Could you record the workshop or part of it? What might be useful to share with other sex workers or 
rights organisations?

Involve participants before the workshop starts

Can you identify two or three participants who will be attending to actively contribute?

Here are ways they could contribute:

• Co-facilitating - especially for the small group sessions

• Telling their own story relevant to the topic

• Giving an input that is relevant to the topic

• Running the icebreaker or coming up with one of their own

• Being gatekeepers

Set up the space

A space that has been thought through and carefully set up, gives the participants the message that this 
is an important space and sets the tone for how the workshop will continue.

•• How can you arrange the chairs for maximum participation?

•• Can you plan ahead for group work by getting tables or large boxes into the space?

•• Where would be a good place to stick up flip chart paper with the group’s ideas on it?

•• Can you set up a notice board with key services and announcements?

•• Are there enough toilets and toilet paper?

•• How will you serve tea and food?

•• Where will participants put out their cigarettes?

•• Is there anything hazardous or dangerous to children who might attend?
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Intake table

In setting up the space, we will also need to have a table for intake of participants and screening. Make 
sure there is someone prepared and ready to manage things at the table. The table should be equipped 
with:

•• A register for all service users to sign (see page 64 for a sample register)

•• Service user’s agreement for all participants to sign (see page 74 for a sample service user’s 
agreement)

•• Condoms/femidoms/lubrication and educational pamphlets

•• Travel money (which has been obtained in advance)

•• Receipts for travel allowances filled in by peer educator/team leader and signed by service users, and 
co-signed by a team leader/manager

Activity: Planning a Creative Space 

• Go back into the same groups of 4-5 from before. Think about a subject that you would 
like to have a Creative Space about. You can choose a topic from the Creative Space 
manual, or you can choose your own topic.

• Draw up the Workshop plan as well as write down everything that you will have to do in 
order to be well prepared for the workshop.

STEP 2: Facilitate the workshop

Basic Workshop toolkit

Opening

The opening is the time to make everyone feel welcome, safe and comfortable.

•• Introductions: Begin by asking each sex worker to introduce themselves and say where they work.

•• Connect to services: Any services available should be announced.

•• Set the agenda: Write the agenda up on flip chart paper. Ask participants if there is anything else 
that needs to be put on the agenda.

•• Deal with practicalities: Make sure everyone knows where to find the toilet and when there will be 
breaks, food and transport money.

Ice breakers

When we don’t know someone, we can often feel threatened by them. As soon as we know even a 
little about them, we begin to feel more comfortable. Icebreakers allow everyone to know a little about 
everyone else and bring energy and presence in to the space. A well-chosen icebreaker could also prepare 
the group by introducing something of the topic to be covered as well as get the group thinking about it.

Ground rules

To make it safe for all of us to participate, we need ground rules. Ground rules make sure everyone is 
respected and that all opinions are valued. The best ground rules are those that are worked out with the 
whole group present. Invite the group to offer ground rules and write these down on the flip chart paper.

If they struggle with coming up with some, you can assist them by asking: “What about cell phones 
ringing?” or, “what about being drunk or under the influence of drugs?” You could also ask: “What else do 
we need to have in place for us to feel safe here together?”
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As a group, we may need to discuss the issue of confidentiality. When participants share things about their 
lives in this group, maybe we can keep that information in this group. If we share with people outside the 
group, we talk about people from the group in a way that they can’t be identified.

If the workshop will be recorded in any way, we need to explain how this will happen, where the information 
will go, and get permission for any photographs of people we might take.

Language

Language may also be an issue for our group. Some participants may not understand everything, or they 
may not be comfortable speaking in the language of the workshop. Ask the group how they want to work 
with language. It may be appropriate to have someone translating the whole workshop, or giving one 
participant their own “translator”.

Common Ground Rules

Work with groups

Paired and small group work is often essential for tapping into participants’ own experience and knowledge 
around a topic. The point of breaking into pairs and groups is to get as many people participating as 
possible. Some participants, who may not be willing to speak up in the full group, may be willing to talk 
with just one other person (in pairs) or in a smaller group. This is especially the case when participants are 
not comfortable speaking in the main language of the workshop. Small groups can allow for translations 
to happen among participants.

A good size for a small group is between 6 and 8 people. Small groups allow for greater sharing and 
intimacy between the members. The smaller the groups, the longer the feedback back in the larger group 
could take.

You will need to assess the overall energy and decide what size groups to break up into. Small groups 
could be a problem when your participants are subdued and not keen to participate. In this case it may 
better to divide the overall group into much bigger groups of perhaps 12-18 participants. Then you can be 
sure there will be at least three or four participants to lead the group work.

Reflective listening skills can also be used when facilitating groups. We should listen carefully to the 
participants and we can reflect back important things.
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Common Ground Rules• Cell phones off or on silent• This is a safe space and everything shared in this room stays in this room• All opinions and views need to be respected
• Respect differences• Be open to new concepts and ideas• Take turns speaking, and do not interrupt others• Put your hands up to ask a question or contribute

• Don’t interrupt when someone else is talking
• One conversation at a time (no side conversations)
• Be a team player• 2 minute rule when talking - due to time constraints, stick to time limit• Toilet breaks are allowed all you need to do is excuse yourself
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Take the lead

As facilitators, we lead the workshop. We need to step into our authority, remember our dignified posture, 
speak loudly and clearly, and be a model of confidence and inclusiveness.

Lets think about the tone of voice and body language from the previous day and how this can connect to 
being a good facilitator.

Make it safe

If participants don’t feel safe, they will not participate. Getting full engagement and participation from the 
participants is our main aim as facilitators. To feel safe participants need to know:

•• they are welcome

•• how long the workshop will be

•• time will be managed

•• what to expect during the workshop

•• how things work (e.g. breaks, food, transport money)

•• they will not be judged

•• there are ground rules

•• confidentiality is in place

•• instructions are clear and focused

Meet the group where they are

We will need to do things differently depending on the mood of the group. Where there are strong feelings, 
these will need to be addressed first. Even during the workshop, we will need to go with what the group 
wants because if we don’t, they will do it anyway!

Accept that different participants in the group may “go against each other” (see box on how to deal with 
conflict). Becoming short-tempered, irritable or working against the group will quickly make us tired.

Beware of taking too much responsibility for the group. This is their space and it is up to them to use it. 
What we can offer is facilitation.

Also make sure you use the same language as the group as far as possible. If participants are used to 
“ground rules” for example, don’t talk about a “group contract”, even if these are the same thing.

Invite everyone’s voice in to be heard

As facilitators, we want to bring as many of our participants’ voices as possible into the Creative Space.

It can help to use “we” language rather than “I” language. For example, we would not say: “I am going to 
teach you…” We would rather say: “We are going to discover….”

One way to get everyone’s voice to be heard is to actually go person by person asking for their response 
or input to a question. Allow only one person to speak at a time. Try to start with the more confident 
people.

Allow some participants to skip when their turn comes, come back to them at the end, but never force 
someone to speak if they don’t want to.

Sometimes participants who will not speak in the big group, will speak in smaller groups or in pairs. When a 
participant offers something into the space, always show appreciation for what they have contributed, and 
never judge them. Find a way to value their contribution. Avoid long discussions with a single participant. 
Rather speak with this person after the workshop.
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Ask questions

Questions are the most important tools of the facilitator. Ask questions in as many different ways as you 
can. Always give participants a chance to find answers and solutions first. Only if they don’t come up with 
things, do you add important points the group may not have not mentioned.

Identify actions 

Especially when closing a particular activity, and the session as a whole, leave the group with a clear sense 
of what has been discovered by them, what the key messages are from the topic, and what actions they 
might take.

Appreciate what is working

Pay attention to and model appreciation as a practice and way of being in the world. Acknowledge everyone 
who has participated at the workshop and especially those participants who have helped. Appreciate 
things achieved. Appreciate the food, the space, and the time together.

Write on the flip chart paper

Being able to write down quickly what participants have contributed to the Creative Space is an important 
part of being a facilitator. Try to have clear headings on your flip chart paper. Use bullet points. Write 
clearly.

Give inputs and information

Any input or information you offer to participants must be highly relevant to them. Be sure of information 
you give. Never be afraid to say you don’t know the answer to something. Rather say you will find out the 
answer and bring it next time. Or refer the participant to someone who does know the answer.
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• Sex workers already have facilitation skills

• If you are working as a sex worker, you have already been working 
on your facilitation skills! These are some the skills that sex 
workers and facilitators have in common:

• Thinking on your feet

• Quickly reading a situation and the people in it

• Pitching yourself into the mood of the audience

• Knowing how to handle difficult people

• Getting out of tricky situations

• Acting
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From SWEAT Creative Space manual

Exercise: Practice getting groups to talk

Facilitate a discussion around common sex worker problems.

Being a good facilitator and being a good public speaker are not the same thing. One of the 
main facilitation skills is getting the group to engage with the topic, and to discuss it, and 
to explore solutions. The group learns through listening to the different opinions of the other 
group members. In a group discussion, everyone’s own opinion and perspective is valued. 
The facilitator’s role is to activate that group process.

In this exercise, ask the participants to practice asking questions to activate group 
discussion.

Ask participants to break up into groups of about 5.

Ask each group to look at the 5 pictures showing sex workers in different situations in ANNEX 9.

Each small group member should use a picture.

Each group member should take turns facilitating a discussion around the picture. Stand up 
in front of the small group, show them the picture, and ask questions about the picture to 
generate discussion.

Remember to use the communication skills we have practiced so far: Listening skills, asking 
open questions, and reflecting. 
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CASE STUDY FACILITATION: PALESA

    Palesa: The first workshop I ever went to was on listening. I expected the 
facilitator to tell us and give instructions on how to listen. The facilitator did 
not tell us anything. Instead she asked us to remember a time when we felt 
we had been listened to. 

Then she asked the whole group to contribute ideas as to what made people 
feel listened to. She wrote everyone’s ideas on the flip chart paper. I was 
pleased to see my idea written up on the flip chart paper. When the group ran 
out of ideas she asked questions that made us come up with more ideas. In 
the end, it was the group not the facilitator who came up with a really good 
list of what good listening is about. The facilitator summarised the list on the 
flip chart paper. It’s amazing, but it’s a list I can still remember to this day!

When I went home and read in a book what made good listening skills, I 
realised that our group had come up with every single thing in the book!  
Not only that, but the kind of language we had used was easier for us 
to understand than the language that was written in the book. From that 
moment on, I knew I wanted to be a facilitator.

Tap into participants own 
knowledge and 
experience

Get the 

whole group 

to offer their 

thinking and 
ideas

Ask questions 
to encourage 
the group to 
think more 
deeply Summarise the 

thinking of the group so that 
actions 
can be 
taken 
forward



49
Site Coordinators ManualSite Coordinators Manual48 49
Site Coordinators ManualSite Coordinators Manual48

C
H

A
P

TE
R

 5
Questions the facilitator can ask include:

What can you see in this picture?

What do you think is happening in this picture?

What do you think she is feeling?

What do you think she is thinking?

Has anything like this ever happened to you?

What could she do?

After everyone has had a chance to practice, the participants get back together into the larger group.

The facilitator asks:

How did it feel being the facilitator?

Was anything harder than you expected?

Was anything easier than you expected?

What else did you learn from the exercise?

Key learning points
» Asking appropriate questions helps group discussion

» Discussion amongst the group helps generate solutions to a problem

» Giving opportunity to all members to speak gives many different solutions

Discussion: What are the challenges of facilitating 
groups?

• Ask participants to think about some of the groups that they have facilitated or co-
facilitated in the past, or groups they have attended. 

• What are some of the challenges that happen in groups? What are some of the things 
that cause groups to get stuck, or to go off track? Are there certain people that can be 
difficult to deal with in groups? Are there dynamics between group members, or between 
the facilitator and group members, that can cause problems for the group.

• Discuss some of the challenges that can happen in groups. Discuss what a facilitator can 
do to make these challenges better or worse.
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Exercise: Dealing with challenges is part of facilitation

• This is a role play to explore some of the difficulties which groups face and how these can 
be overcome.

• The facilitator asks the participants to divide up into three groups.

• Put the participants in three working groups. Ask each group to choose one person to 
facilitate a discussion on a topic from the Creative Space manual.

• Give each group a common challenge that groups experience. One group is going to show 
what happens when there is conflict between members of a group. Another is going to 
show what happens when one or two people dominate the discussion. The last group is 
going to show the problems that are caused by people being too shy to participate.

• Give each working group ten minutes to prepare a role-play of 3–5 minutes, before acting 
it out in front of the rest of the participants. 

• Following each role-play, ask participants about the difficulty the facilitator faced. How did 
they try to overcome it? 
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TIPS FOR WORKING WITH SHY PEOPLE
• Encourage them individually, within and outside of the group.

• Establish reasons for their silence.

• Give notice of the topic before the discussion, so that they have time to prepare.

• Give them responsibility for note-taking and feedback.

• Place them in a supportive group. 

• Give them time.

• Use role-play to build up confidence and skills.

TIPS FOR MANAGING CONFLICT
• Acknowledge the conflict.

• Try to establish the cause of the conflict.

• If it is related to the topic in question, 
help lead the participants to a place of 
agreement, encouraging mutual respect.

• Give each side a chance to talk and be 
heard 

• Don’t take sides

• Remind participants of the ground rules 

• If it is unrelated to the topic, and 
only involves several group members, 
encourage them to resolve this 
disagreement later, outside of the group 
setting.

TIPS FOR HANDLING 
DOMINANT PEOPLE

• Give them 
responsibility within 
the group.

• Reinforce alternative 
behaviour.

• Limit the number of 
times each person can 
speak, so that each 
member is treated 
equally.
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Learning 
Cycle

Plan

Reflect

Act

The learning cycle

Facilitators are lifelong learners and 

they approach everything they do as a learning 
experience. In order to learn, we need to go 

through each stage of the learning cycle. 

This is planning for action, taking action, and 

reflecting on that action. We take our reflecting 

back into planning for the next round of the 

learning cycle. Many people and groups focus on 

planning and action. Unless we visit each phase 

of the learning cycle, we, or the group we are 

in, will not learn. Individual and group reflection 

is critical for learning. There are not 
mistakes, there are only missed–takes of the 

learning cycle. We learn from these and go into the 

next cycle. The commitment is to on-going 
learning. Not to getting things right every time.

Energiser: Prrr and Pukutu
Aims: A quick exercise to make everyone laugh 
and move. 

As everyone stands in a circle, they have to 
react to what you call out. 

Directions: 

1. Ask everyone to stand in a circle. Explain 
that you would like them to think of two 
birds. One calls “prrr” and the other 
calls “pukutu”. 

2. If you call out “prrr”, all the participants need to rise up on their toes and move out 
their elbows sideways, as if they were a bird ruffling its wings. If you call out “pukutu”, 
everyone should stay still and not move a feather! 

3. Proceed, by calling out “prrr” or “pukutu”. Anyone who moves when they shouldn’t, 
or who stays still when they should move, has to fall out of the game. They can then 
help you to watch the other participants. Go on until you have just a few people left 
in the circle. Everyone should have had a good laugh.

STEP 3: Reflect after the workshop

From SWEAT Creative Space manual 

Facilitators are in the business of learning and they are always learning themselves. Consider asking 
participants to give you feedback using a short questionnaire after the workshop (see page 75 for a 
sample feedback form). You can use this feedback in your own reflection and also take it into planning.

In order to learn from each time you facilitate, it is important to reflect after every workshop. Use these 
questions to help you reflect:
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What worked in this workshop?

Write down what went well, what the good moments were, what you were proud of, what you think the 
group gained. Write down where you showed the core facilitation skills of taking the lead, making it safe, 
meeting the group where they are, valuing all voices, appreciating, and closing with clear actions.

What didn’t work in this workshop?

Write down moments where the group energy flagged, where no one was interested in completing an 
exercise or activity, or where participants didn’t understand. What about the workshop didn’t work this 
time? For example, could your instructions be clearer? Could you find a way of bringing the silent voices 
in? Could you let go of some judgements about certain groups of people?

The learning cycle

What will I do differently next time?

Write down the changes you will make to this particular workshop. These you take into your planning for 
the next workshop. Also write down what you might do differently as a facilitator.

STEP 4: Record the workshops

Recording workshops can help us gather evidence about sex workers’ lives and advocate for our rights. 
Whatever way the workshops are recorded, permission needs to be gained from the participants present. 
There are a number of ways to record Creative Space workshops:

Reports: These are useful to remember what has been covered and good for feeding information back to 
funders.

Sex worker ideas: The flip chart paper which captures sex workers ideas and experiences could be valuable 
information to share and help other sex workers better understand their challenges and ways to work 
with them. You could take photographs of flip chart paper where sex workers ideas are recorded. You can 
upload the photograph and email it to a rights organisation like SWEAT or Sisonke.
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CREATIVE SPACE WORKSHOP REGISTER 

SR NAME: Organisation 90-90-90 District Sedibeng

Date 13 June 2016 Topic Learning about STIs

Venue Thusong Hall Site Vanderbiljpark

Facilitator 
Name Jane Facilitator/s 

Signature

First name Surname
Year 

of 
birth

F
Sw

M
Sw

Tg
Sw

Other 
(Non sex 
worker)

Condoms & lube
Cell phone 

number
Signature

Male Female LUBE

1 2001 x 200 10 20 0723317331

2 1969 x 100 0 20 0825535519

3 1988 x 100 10 10 0712289965

4 1986 x 50 0 10 0845528140

5 1989 x 50 50 20 0987

6 1993 x 200 10 20 0837776654

7 1988 x x No phone

8

9

10

Totals: 5 1 1 700 80 100

Total Clients   8

Total Peer 
Educators   2

Total 
Attendance   10

Answers on page 54
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Exercise: Monitoring Workshops

As we have said, in most organisations it is the job of the peer educators to make sure 
that the workshop register is filled in. It is the job of the site coordinator to make sure that 
the workshop register has been filled in completely and correctly. This is important to make 
sure that everyone who attended the workshop can be counted, because it links with the 
amount of money spent on the workshop. The register also allows you to do any necessary 
follow ups.

Look at the workshop register below. There are some mistakes in the register. Go through 
the register and see if you can identify the 7 mistakes. 

When everyone has completed the exercise, ask them to call out what mistakes they 
picked up, and discuss these.
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Answers to exercise on page 53: 1. Facilitator did not write her surname 2. Facilitator did not sign 3. Participant 1 gives her year of birth 
as 2001 – follow up on this because she is under 18 4. Participant number 5 – phone number is incomplete 5. Participant number 6 – 
her name is illegible 6. Participant number 7 – did not record number of condoms received 7. Total number of clients is 7 not 8

SESSION: 
SUPPORT GROUPS
A support group is a group of people with a common concern who meet to give each other emotional 
support and companionship. In some ways, a support group is like a Creative Space workshop in that 
sex workers can come together to listen to each other, talk through their experiences and feel that they 
are part of a community. The skills needed to facilitate a Creative Space workshop and a support group 
are therefore very similar. However, a support group is smaller, and many times, people share on a 
deeper level. This means it is extra important for a support group to feel like a safe space, where there is 
confidentiality and acceptance.

What kind of support group?

Topic: Support groups normally meet to discuss a particular topic or issue, which the support group 
members have in common. In planning what kind of support groups to set up, think about what the 
issues are which are most relevant to sex workers in your community.

Some ideas for support groups include:

• Adherence groups for HIV+ sex workers

• Substance abuse groups

• Parenting groups

• LGBT groups

• Groups that deal with rape or gender-based violence

• Foreign or migrant sex worker support groups

• Life skills support groups

Discussion: Kinds of support groups

What kinds of support groups do participants think the sex workers in their areas will benefit 
from? What are the biggest needs and challenges which they have heard sex workers 
raise?

Facilitator or no facilitator?

Think about whether you want the support group to be led by one of the group members, 
or one of the peer educators, or by an external facilitator or counsellor. 

Curriculum or no curriculum?

There are some good models for support groups out there. These models include manuals 
with session guides, which are quite useful when you are starting out.

These manuals include:

• Stepping Stones for preventing gender-based violence

• IACT support groups for people who have been diagnosed HIV+

• Alcoholics Anonymous or Narcotics Anonymous support groups

Alternatively, your team may want to design their own support groups.

Closed vs open groups

A closed group has a set number of members (e.g. 10) who attend the series of meetings 
for a determined number of sessions. An open group allows any member to join the group 
at any time. A closed group usually feels safer, and allows members to open up more.
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CHAPTER 6: 
BRINGING IT ALL TOGETHER

Icebreaker: Magic box

Ask participants to stand and form a circle. Explain that we are going to use our imaginations 
together so that each of us can give a gift to the rest of the group. 

Get them to look up into the sky and imagine they see the magic box descending.

This box is a treasure chest filled with gifts of every kind. As the box gently drifts down 
into the room we lift our hands up to take hold of it and now it becomes heavier, more 
substantial and we have to use our strength a little to lower it onto the ground. The facilitator 
then shows the group which side the lid is fastened and everyone has to turn the lid to 
open the box. Now one by one each member of the group gets a chance to climb inside the 
box and hunt around for the perfect gift. This gift could be an object like a diamond or and 
apple, it could be something abstract like a peaceful sleep, or a beautiful moment. When a 
participant has found the gift he or she, steps out of the box and gives the gift to everyone 
in the circle. A facilitator can start the process, saying “I’m giving everyone courage to go 
forward” or “I am giving everyone an ice cream for energy” etc. At the end when everyone 
has had a turn, close the box up and lift it up into the air again and see it float back where 
it came from.

SESSION: 
MONITORING

Discussion: Why do we do monitoring?

The facilitator asks the group why it is necessary to fill in forms for everything we do? 
Facilitate a discussion.

Add any of the following points if they do not come up in the discussion:

• Monitoring is proof that the work was done. As the saying goes: “If there’s no evidence, 
it wasn’t done”

• Monitoring enables us to check WHO was reached, WHERE and WHEN they were reached, 
and with WHAT services

• Monitoring enable us to be accountable to our beneficiaries (sex workers) and to 
stakeholders

• Monitoring enables us to measure how we are doing in relation to our targets

• We need to monitor in order to be able to report to the funder, so that the funder can see 
that funds are being spent on the right activities

• Monitoring allows us to analyse our performance, so we can continually plan to get better 
and better
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Data quality checks

In this workshop, we go through all the different forms that need to be 
filled in as part of the Global Fund National Sex Worker Programme.

Another important role of the Site Coordinator is to make sure that the 
data that is collected is:

• Complete 

• Correct 

• True

That’s why a Site Coordinator has to not only check that peer educators 
hand in all their forms, but also has to look at the forms in detail to check 
for any “red flags”. Red flags are signs that there could be data fraud 
happening. 

Data fraud is when someone reports information that is not true, or 
reports that an activity happened when it didn’t happen.

Discussion: Red flags for data 
fraud

What are some of the red flags for data fraud that you can 
think of?

What do you think that you as a site coordinator can do to 
prevent and deal with data fraud? 

While preparing this manual, we asked experienced Site 
Coordinators what were some of the red flags for them 
that suggested that there might be data fraud going on.

They said:

• When lots of names on the outreach form are people 
with the same surname

• When the year of birth is the same for everyone on the 
outreach form

• When only one peer educator reports that name, and 
no one else

• When the dates and times of the reported outreach do 
not tally with the outreach schedule

• If the places mentioned on outreach forms do not sound 
familiar

• If the numbers of sex workers reached seem suspiciously 
high
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Make sure that all peer educators 
know the importance of having true 
and correct data. Make sure they 
really understand how to fill in the 
forms properly. Keep on mentoring 
and supporting them so that they 
feel more and more comfortable 

working with data.

Every week in the weekly meeting, make time to discuss 
monitoring. Take time to address any questions peer educators 
have. You could even pick out a random form and go through it 
as a group. Use it as a teaching moment. But be sensitive about 
how you do this, because no one likes to be “named and shamed”. 

Have an attitude which is supportive, fair, 
encouraging, warm and kind, but at the 

same time, be a bit suspicious. Know that 
many people will try and take short-cuts if 

they think they will get away with it

When checking forms, 
be on the lookout for 

anything that looks fishy, 
like the red flags we have 

discussed above.

Know your area really well. 
Know as many of the sex 

workers in your area as you 
can. Know all the places where 

sex workers work, or live, or 
both. 

Know the sex industry 
really well. This is 

another reason why it 
is so important for Site 
Coordinators to be sex 
workers themselves. 

Outreach forms should 
be handed in straight 
after outreach, either 
to a designated team 

leader or to the driver. 

Go on outreach yourself to support and oversee the process, but do 
this at random times, so that peer educators never know when you are 
going to be coming. Mix up your outreach schedule, so that you go with 
different peer educators, at different times, to different places. Don’t 

just go during weekdays, go at night and over the weekend too.

Do spot checks. Phone the people on the forms (if 
their phone numbers are given) and tell them that 

you are phoning to check if they were satisfied 
with the service they received. Or, if you don’t have 

their number, go to the place mentioned on the 
outreach form.

Check outreach forms against the outreach schedule and 
the calendar to see that everything ties up. You can even 
think about what the weather was like on that day (for 
example, if it was raining, and the peer educator reports 

that they high numbers of street-based sex workers)
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Preventing data fraud

Site Coordinators we spoke to had some very good advice for preventing and dealing with data fraud:
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SESSION: 
USING COMMUNICATION SKILLS TO SUPPORT PEER 
EDUCATORS AND SERVICE USERS 

Role play: Using communication skills to support sex 
workers 

The facilitator asks the participants to break up into pairs to practice a role play. Each pair 
will choose one of the scenarios below, and prepare a role play. One person is the sex 
worker and the other is the counsellor. Rehearse the role play, trying to bring in as many of 
the communication skills we have practiced so far. 

When everyone is ready, each pair will have a chance to do their role play in front of the 
larger group. 

Communications skills check list:

Tone of voice	

Facial expression	

Body language	

More listening than talking	

Using minimal encouragers	

More open than closed questions	

Reflecting feelings	

Affirming	

Scenarios

• A sex worker who is having problems with her boyfriend, who beats her

• A sex worker whose family want the Department of Social Development to take her baby 
away because she is a sex worker

• A sex worker who has just found out that she is HIV+ and hasn’t told anyone yet

• A sex worker who has been kicked out of home by her mother

• A sex worker who was beaten by a client, and is now scared to go to the road

• A sex worker who has TB, but doesn’t take her medication because of side effects, because 
she doesn’t have enough food to eat, and doesn’t want to go to the clinic because of the 
attitude of the nurses

• A sex worker who was arrested by the police over the previous weekend. Police abused her 
and treated her in a degrading way

• A sex worker who is having problems with her teenage daughter. She hasn’t told her daughter 
what she does for a living

• A sex worker whose friend was murdered

• A sex worker who is sick of being in the industry, and doesn’t want to do sex work any 
more 
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Energiser: Bushveld

Directions: 

1. Stand in the middle of the sitting circle. Everyone but you needs to have an established 
place to sit. In other words, everyone should be sitting on their own chair in the circle, 
and there should be no spare chairs

2. Ask the participants to choose three different animal names. Then go round the circle, 
naming each participant in turn with these animals. For instance, the first person could 
be a hippo, the next a leopard, the third an elephant. The fourth would then be another 
hippo. Go round the whole circle until everyone, including yourself, has one of the three 
animal names. 

3. Next explain that you are going to call out one of the animal names. Everyone with that 
name has to jump up and find somewhere else to sit. You are also going to find a place 
to sit. The person who doesn’t find a new place will be left in the middle and will have 
to call out the next animal.

4. Add that if someone calls out “bushveld!”, then everyone has to jump up and find 
another place to sit!

5. Continue until you are all exhausted!
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SESSION: 

THE SITE COORDINATOR AS A HUMAN BEING
Looking after ourselves: self-care 

A big challenge for anyone whose job involves helping other people is a build-up of stress that can 
eventually lead to “burnout”. We know that most sex workers have experienced a lot of difficulties, pain 
and traumas in their lives. When we work with sex workers, either as peer educators or as service users, 
we hear these stories, we listen, we empathise, and we try to find a way to help. 

When we witness other people who are struggling or who are in pain, or when we deal with a lot of conflict, 
it is understandable and normal that we get effected by it. There may be times when we feel like it is 
getting “too much”.

Discussion: Recognising burnout

The facilitator asks participants to brainstorm some of the signs of burnout. What are some 
of the behaviours, feelings or thoughts that are signs of burnout?

The facilitator writes the ideas on the flip chart as participants call them out.

Some signs may include:

• Exhaustion

• Feeling overwhelmed

• Feeling irritable and angry

• Withdrawing from other people

• Not wanting to go to work

• Being sick more than usual

• Starting to blame sex workers for their problems

• Drinking or using drugs (more than usual) to forget about work

• Getting involved in arguments more than usual

• Feeling like you are not good enough

• Feeling sad and tearful

Discussion: Taking care of yourself to prevent burnout

Taking care of yourself is not a luxury in this job, it is a necessity! We all have different ways 
of taking care of ourselves, but the important thing is that we do it.

What are some of the ways in which we can deal with the stresses of being a Site Coordinator, 
and prevent ourselves from burning out?

The participants can brain storm ideas, and the facilitator can write them on the flip 
chart.

As we have seen, there are many ways of boosting our mood, boosting our motivation, and 
bringing balance into our lives.

Here is one quick and easy stress-busting technique which we can practice here.
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Exercise: Laughter yoga

We all know that when we laugh, we feel better. But what if we were to laugh even if there 
didn’t seem to be anything to laugh about? What if we made ourselves laugh? Funnily 
enough, this also makes us feel good. This is what laughter yoga is all about. When you 
start off with laughter yoga, you feel very silly and ridiculous. But it really works. Here are 
two easy laughter yoga exercises.

Greeting laughter

Walk around the room and greet the other participants the way you normally would (eg 
shake hands, smile). But instead of talking, replace the words with laughter

Debt laughter

Everyone should imagine that they have just got a letter from the bank, or from a company 
they owe money to. The letter shows that you owe a huge amount of money. Look at 
the letter and laugh. Then walk around the room showing each other your letters, and 
laughing.

ENDING OFF

Discussion: Checking expectations

The facilitator goes back to the Give and Gain exercise that was discussed on the first day, 
and checks with participants if all their expectations were met. Most of the expectations 
should have been met. However, if there are some areas which have not been covered, the 
group can discuss ways in which participants can learn more about those topics, or where 
they can get that information.

Discussion: Reflecting on lessons learnt

Go around the group, asking participants to reflect on:

• Their experience of the training workshop, and

• The most important lesson they will take away with them
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Job description: Site Coordinator

Summary

The site coordinator will be responsible for the management of a team of peer educators and coordinating and 
arranging all activities pertaining to the sex worker project, including staff management; planning of outreach and 
workshops; liaison with local stakeholders and service providers; reporting, and general administration

Key Performance Area: Management of peer education team

Key Performance Indicator1.1 Assist with recruitment of peer educators

Key Performance Indicator 1.2 Orientate, supervise and support peer educators in line with the organisation’s Human 
Resources policy

Key Performance Indicator 1.3 Be responsible for coordinating and communicating peer educators’  shifts

Key Performance Indicator 1.4 Facilitate weekly planning meetings with peer educators

Key Performance Area 2: Plan, organise and coordinate project activities, including outreach and workshops

Key Performance Indicator 2.1 Conduct mapping and zoning of area in order to identify and plan where and how sex 
workers can be reached

Key Performance Indicator 2.2 Develop outreach schedule, and plan outreach activities, including transport, materials, 
reporting

Key Performance Indicator 2.3 Plan, organise and coordinate Creative Space workshops and support groups according 
to the performance framework and schedule

Key Performance Indicator 2.4 Continuously evaluate the outcomes and progress of outreach and workshops, and 
adapt and improve project activities to respond to sex workers’ needs as identified

Key Performance Area 3: Liaison with local stakeholders and service providers

Key Performance Indicator 3.1. Oversee referrals of sex workers to service providers; follow up to ensure referrals were 
successful, and work to overcome barriers to successful referrals

Key Performance Indicator 3.2
Liaise with local stakeholders (including Departments of Health, Social Development 
and Police) to build partnerships, inform stakeholders about the project, and to sensitise 
stakeholders to the needs and human rights of sex workers

Key Performance Indicator 3.3 Promote the meaningful participation of sex workers in decision-making platforms

Key Performance Area 4: Reporting 

Key Performance Indicator 4.1 Ensure that all forms are filled in accurately, completely and honestly after all activities, 
and are handed in

Key Performance Indicator 4.2 Consolidate and file all supporting documents

Key Performance Indicator 4.3 Work with M&E Officer to produce statistics, and to report on activities to NACOSA

Key Performance Indicator 4.4 Provide feedback on the project to the M&E Officer for inclusion in the narrative report to 
NACOSA

Key Performance Area 5: General administration

Key Performance Indicator 5.1
Be responsible for ensuring that stock control procedures are followed with regard to 
condoms, HIV testing kits, consumables, stationary etc. Ensure that stock is ordered 
timeously and that stock is sufficient for the project requirements

Key Performance Indicator 5.2. Ensure that all expenditure is in line with the Finance Policy and procedures of the 
organisation

Key Performance Indicator 5.3 Ensure that supporting documentation is received and is in order and is filed correctly

Key Performance Indicator 5.4 Communicate professionally with organisational staff and external stakeholders via 
email, or telephonically

ANNEX 1a: Job Descriptions
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Job description: Peer Educator

Summary

The role of the peer educator is to act as a bridge between the programme and the sex worker community. The main 
role of the peer educator is to mobilise and recruit sex workers to access services that provide for their health, human 
rights and psychosocial needs. Peer educators are also responsible for providing sex workers with basic information 
about their health and human rights, with a focus on the prevention of HIV.

Key Performance Area 1: Case Management

Key Performance Indicator 1.1
Each peer educator is responsible for reaching at least 180 unique individual sex 
workers per quarter. These sex workers should be seen at least once per quarter on 
outreach or at creative space workshops or groups.  

Key Performance Area 2: Build relationships with sex workers through a responsive outreach services that attends to the 
individual needs of sex workers 

Key Performance Indicator 2.1.
Distribution of materials to sex workers:

Distribute condoms (male, female) and lubricants• 
Distribute IEC Materials• 

Key Performance Indicator 2.2 Utilising opportunities to discuss sexual and general health with regards to STI’s, HIV and 
AIDS, TB., including testing, treatment, adherence and care needs.

Key Performance Indicator 2.3
Listening to sex workers and attending to health, social, justice and psychological needs and/
or queries. This would include referral where appropriate and/or follow up outreach contacts 
with the sex worker regarding addressing needs and/or queries.

Key Performance Indicator 2.4.
Providing sex workers with information about organisation’s services and mobilise sex 
workers to make use of such services, including safe spaces, creative space and support 
groups.

Key Performance Indicator 2.5. Also provide sex workers with information about the Sisonke sex workers movement.

Key Performance Indicator 2.6.

Asking the sex worker if she/he has experienced any human rights violation. If so:
Provide the sex worker with support and human rights advice.• 
Refer the sex worker to the organisation, to a peer human rights defender, to a partner • 
legal support organisation, or to the SWEAT Helpline.

Key Performance Area 3: Assist in the planning and implementation of Creative Space workshops and support groups

Key Performance Indicator 3.1 Assist the Site Coordinator with planning Creative Space workshops and support groups, 
including identifying themes and topics.

Key Performance Indicator 3.2. Recruit persons to attend Creative Space workshops and support groups.

Key Performance Indicator 3.3 Assist in planning and organising the logistics of Creative Space workshops and support 
groups, including venues, catering. 

Key Performance Indicator 3.4 Co-facilitate Creative Space workshops and support groups, as needed.

Key Performance Indicator 3.5 Ensure that registers are fully and accurately completed.

Key Performance Area 4: Networking and creating enabling environments to decrease stigma, and improve access

Key Performance Indicator 4.1.

Peer Educators will be expected to, in partnership with the relevant Site Coordinator, engage 
in networking with other service providers towards developing more mutually enabling 
environments where sex workers can more easily access and benefit from health, justice and 
psycho-social services.

Key Performance Indicator 4.2.
There will also be opportunities for joining and integrating sex worker issues within other 
joint campaigns or events with other civil society organisations. This work will be done in a 
planned approach coordinated by the respective Site Coordinator and Programme Manager.

Key Performance Area 5: Administration

Key Performance Indicator 5.1. Complete and maintain all forms and reports as required. 

Key Performance Indicator 5.2. Report cases for follow up to Site Coordinator for referral

Key Performance Indicator 5.3. Report trends, challenges, themes etc. to Site Coordinator.

Key Performance Indicator 5.4. Attend meetings (briefing, debriefing, team, staff meetings etc.) as scheduled.

Key Performance Indicator 5.5. Actively participate in learning and development opportunities.

:

ANNEX 1b: Job Descriptions 
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ANNEX 2: Data collection tools - Creative Space Register

CREATIVE SPACE WORKSHOP REGISTER 

SR NAME: District

Date Topic

Venue Site 

Facilitator Name Facilitator/s 
Signature

First name Surname Year of 
birth

F
Sw

M
Sw

Tg
Sw

Other 
(non 
sex 

worker)
Condoms & lube Cell phone 

number Signature

Male Female LUBE
1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

Totals:

Total Clients   
Total Peer Educators   
Total Attendance   
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ANNEX 2: Data collection tools - NACOSA Consent

SR LOGO

Service Provider: Site:

Province

Client Details

Surname

First Name

Contact Number

Date of Birth Sex F T

Date of Procedure

A: HIV STATUS
Known HIV+ status & on treatment Unknown HIV status (Provide HTS to the client)

Known HIV+ & not on treatment If known HIV+ status and ON treatment, referred for Adherence support

If known HIV+ status and NOT treatment, referred for ART

B: HIV Testing Service

Client Signature

Services Provided (Please tick )

HIV Testing Services (tick 1 option) HIV test results (tick 1 option if counselled and tested for HIV) Yes No

Counselled and tested for HIV HIV positive (If HIV Positive): Referred for ART Yes No

Counselled and declined to test HIV negative If HIV negative, Referred for PreP Yes No

Inconclusive (If Inconclusive): Elisa test referred Yes No

C. Behaviour Change

Was a condom used the last time you had sex with a client Yes No

If No, was a condom available? Yes No

On TB Treatment: No On STI Treatment Yes No

D: TB symptom screening Yes No E: STI Symptoms (Please tick ) Yes No

Cough of 2 weeks or more OR of any duration if HIV positive Yes No Yes No

Yes No Yes No

Yes No Yes No

Yes No Yes No

If "yes" to one / more of these questions, consider TB suspect Yes No

Y N Yes No

Y N
Yes NO

Yes No # #

Yes No # #

Yes No # #

Yes No

Yes No

Yes No

Yes No

H: Declaration

Client Signature Counsellor Signature

Counsellor Full Name

Counsellor Comments/Notes

Yes
(If Not on TB treatment, proceed with screening
questions)

(If Not on STI treatment, proceed with STI screening
questions)

I declare that I have received pre-test counselling on HIV/AIDS. I understand the test is voluntary and I consent to have my HIV status disclosed to me. I have been informed about the nature, 
conduct, risks and implications involved in an HIV test. I received and understood all the relevant information about the test. I had enough opportunity to ask questions and decide if I want to do 
the test. 

I consent to a sample of blood being taken for an HIV test to be performed by the counsellor below. I agree that my test results can be communicated to the testing provider and to a third party fo
data collection and reporting, provided that confidentiality is respected. I confirm that I received the HIV test free of charge. 

Type of SW (S= Street; T = Tarven, Shabeen; H= House)

Pain in the lower abdomen

Persistent fever of more than two weeks

Unexplained weight loss > 1.5kg in a month

Drenching night sweats

Pain when passing urine

Painful sex or bleeding after sex (not first time )

F: Human rights violations (please tick) G: Material and Psychosocial support
Male Condoms
Female condoms
Lube
IEC

Police harrasment/abuse

If yes to any of the above, was client referred

Domestic abuse

Sexual assault

Family law matters

Other Sexual health

Health

I confirm that I understand the contents of this document and agree to the provisions contained herein and have received my HTS results

Behaviour/Safety

Referred for STI Investigations

Referred for further investigations

If "yes" to one or more of these questions, refer for STI investigations

Unusual genital and/or anal discharge

Genital sores, growths or lumps

Genital pain

Informed Consent

Place: Program:

District

Client Services Form
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ANNEX 2: Data collection tools - Narrative Report

SERVICE PROVIDER:
REPORTING PERIOD:
REPORT COMPILED BY:

Title& Email

DATE OF SUBMISSION:

I. INTRODUCTION:

Brief one to two paragraph introduction (summarize key points of the report, highlight areas of special interest or concern).

II. COMPARISON OF PLANNED VERSUS ACTUAL PROGRESS AGAINST OBJECTIVES:
a) Target to Actual performance results table:
List the set performance indicator target (as per your service level agreement) and provide performance results for the relevant period in the Results column, tracking results
cumulatively for each quarter, and include totals in the Total column. In the last column please calculate the percentage towards the programme targets based on cumulative
achievements and set targets. Provide comments on results on indicators including comments on progress made towards achieving performance targets including comments

INDICATOR
Current
Target

Q1
% of
target

Comments:

a) Progress against planned activities:

Provide a brief narrative summary of progress against the agreed plans and activities for the reporting period. Include a description of the factors that disrupted what you had
planned and/or the facilitating factors that helped you achieve activities faster than expected. Please also tell us what you have planned for the next periods that will help you
to achieve your objective and/or about any significant events that will be taking place in the next period.

III. ORGANIZATIONAL UPDATE:

Discuss the status of your organization, especially the programme(s) funded by NACOSA. During the reporting period, were there any changes in staffing, organizational
development issues (new systems, failing systems, etc.), management issues, or special awards or achievements?

V. MONITORING AND STATISTICAL REPORTING:

Discuss your progress in collecting and storing project indicator data. Are you facing any challenges in reporting to the NACOSA M&E team each month? How do you rate the
accuracy and reliability of the data you are submitting?
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VII. ISSUES REQUIRING IMMEDIATE SUPPORT/ATTENTION BY NACOSA: 

Fill in the FAS table below with your budget and actual expenditure by line item and provide a brief management review of your programme’s financial status (compare
what was planned to spend to what was actually spent). Provide explanation of any budget to actual variances by line item with budget (if any). Let us know if
rescheduling of programme activities will affect the budget. Explain very low or very high expenditure rates (if any). Comment on future spend based on current spending
trends and planned activities.

  

 

VI. NOTABLE LESSONS, INNOVATIONS, OR QUOTES: 

Share with us any lessons learned during the reporting period, interesting anecdotes suggesting program impacts, small success 
stories, or ideas for publication.

In bullet form note any issues requiring NACOSA’s immediate assistance or attention in support of your programme. (This is a concise list of items that may 
be mentioned otherwise in the report.)

V. MONITORING AND STATISTICAL REPORTING:

Discuss your progress in collecting and storing project indicator data. Are you facing any challenges in reporting to the NACOSA M&E team each month? How do you rate
the accuracy and reliability of the data you are submitting?

Report on current financial status

ANNEX 2: Data collection tools - Narrative Report
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ANNEX 2: Data collection tools - Outreach Monitoring Form
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ANNEX 3: Standard Operating Procedures

THE ELECTRONIC SITE OUTREACH & HCT DATABASE

General:

The site outreach and HCT database has different sections, namely the • peer motivator list, the 
quarter tab and the performance dashboard. 

It is a tool used by the Site Coordinator, Programme Manager, Data Capturer or any other person • 
responsible for capturing the service data from the relevant monitoring forms.

The peer motivator, nurse or site coordinator will capture the information onto the relevant form for • 
activities.

These forms are then captured on a monthly basis on the electronic SITE DATABASE• 

This will allow one to report accurately on the outreach indicator as the tool ensures each sex • 
worker is only counted once per quarter.

The data will only be counted if “yes” is entered in column H (CSW)• 

IT IS OF VITAL IMPORTANCE THAT THE DATE BE ENTERED IN THE CORRECT FORMAT, IN • 
THE CORRECT QUARTERLY SHEET – the dates are on top of each sheet (e.g. 3 November 2014 
– in Quarter 5 (Q5).

The forms that are received from the Peer Motivators can be entered into the electronic Site • 
Outreach Database (SOD) on a monthly or weekly basis. It is suggested that you capture the forms 
weekly to avoid a backlog at the end of the month.  

You just have to enter all the names and related info on each of the sheets and the system will • 
automatically only count the first service per quarter (counts unique individual).

It should only include sex workers from the site e.g. if the organisation has 2 different sites they • 
should use a different electronic outreach monitoring tool for each site.

The person capturing the data must take care to ensure that the names are typed in correctly • 
(check spelling) because if there is a difference in the spelling of the name, a sex worker could be 
counted twice.

Unique code:

The tool automatically creates a unique code for each sex worker from the data you enter.• 

The unique code is used to reduce duplicates and errors in information collection (by peer educators) • 
and data capturing.

The above-mentioned unique element is automatically created from the data that you have entered. • 
You may thus either enter only the first 3 letters of the name and surname or you can enter the 
entire name and surname as the code will be generated in both cases.

The unique code is counted by a special counter, which only counts the number the first time • 
the unique code appears on the list. It then allocates a score of 1 if it is the first instance (or only 
appears once), and a score of 0 if the code name appears more than once.

It thus does not matter if a sex worker is entered into the database every time s/he appears on an • 
outreach monitoring form, so you can enter the names as many times as they appear; they will only 
be counted once. 
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SECTIONS OF TOOL

Peer Motivator List

Before you start capturing data in the new tool you must firstly go to the last sheet which is names “PEER 
MOTIVATOR LIST”

In column A you must enter the names of all the Peer Motivators at the given site (including the site 
coordinator). In column B you can enter (drop down box) if the person is a peer motivator or a site coordinator. 
It is not immediately necessary, but you can also add the date which the peer motivator was employed and 
if the peer educator resigns or is let go then you may enter the month and year when they left.

Quarter

The data from all the monitoring forms should be entered here. 

The sheet has many columns down which information must be entered on different aspect of the outreach 
(from outreach form). Each row will contain information on a different individual who was reached through 
outreach.

Quarter Column Discussion A- …

 

ANNEX 3: Standard Operating Procedures
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Performance Dashboard

The performance dashboard will Summarise all your data for you. You are therefor able to quickly and 
conveniently find data on the sex work programme indicators. When completing the monthly reporting tool 
for NACOSA you should refer to this sheet for the needed data. 

CONSOLIDATING DATABASE’S

This section applies to organisations that have more than one site that they report on to NACOSA. 

Each site will have their own sites database that they will capture all of their services into on a weekly and 
monthly basis. At the end of each month you need to consolidate all your sites data into database for your 
organisation. 

ANNEX 3: Standard Operating Procedures
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ANNEX 4: Service User’s Agreement Form

Creative Space: Service Users Agreement

What you can expect from Creative Space:

• We will treat you in a professional, polite and dignified way

• We will listen to your concerns

• We will keep information you share with us private and confidential

• We support the human rights of sex workers

• We will not discriminate on the basis of race, gender, religion, occupation, language, 
sexual orientation or financial status

• Access to all Creative Space’s services, including Creative Space, information, condom 
distribution, advocacy, counselling, legal representation

• A safe and clean environment at Creative Space

• The right to express opinions and make complaints that will be investigated

What Creative Space expects from you:

• We expect that all service users must be sex workers

• There will be no abusive, threatening, aggressive or intimidating behaviour towards 
Creative Space’s staff or clients

• No discrimination against other service users

• Use of drugs and alcohol on the premises is not acceptable

• Stealing will not be tolerated

• NOTE: If the above occurs, service users may be barred from using Creative Space’s 
services

NAME:____________________________________________________

DATE:_____________________________________________________

SIGNED BY SERVICE USER:__________________________________

CREATIVE SPACE STAFF MEMBER:____________________________
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ANNEX 5: Creative Space Feedback Form

Please tell us what you think! On a scale of 1-4 where 1 is strongly disagree and 4 is strongly 
agree. Please circle your answer. 

The workshop was easy to get to 1 2 3 4

Things were well organised 1 2 3 4

I felt safe at the workshop 1 2 3 4

I could say what I wanted to say at the workshop 1 2 3 4

I discovered or learned something I can use in my life 1 2 3 4

The facilitator was fair and didn’t judge anyone 1 2 3 4

The facilitator is a good leader for sex workers 1 2 3 4

It was clear what services were available 1 2 3 4

Creative Space: Feedback Form
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The story so far: Background
The Global Fund National Sex Work Programme (which used to be called the Red Umbrella Programme) was started 
in 2010. It was the first sex worker programme in South Africa that was coordinated, and was implemented in several 
places around the country. The programme is funded by the Global Fund for AIDS, TB and Malaria, a big international 
funder, based in Geneva, Switzerland, which uses money donated by the richer countries in the world to fund big HIV 
programmes all over the world. GF selects Principal Recipients in all the countries where they work. The role of the 
PR is to make sure the grant is implemented properly. The PR for the Global Fund National Sex Worker Programme is 
NACOSA. The PR selects sub-recipients (SRs), who are the organisations who actually implement the programme. 

The Global Fund National Sex Worker Programme started off with Phase I, which ran from 2010-2013. In Phase I, 
SWEAT was the only SR, and SWEAT in turn appointed sub-sub-recipients at 8 sites around South Africa. There were 
50 peer educators in total in Phase I.

Phase II of the Global Fund National Sex Worker Programme ran from 2013-2016. In Phase II, the programme went 
through massive growth.  Phase II was implemented at over 70 sites around South Africa, with 560 peer educators 
and 56 Site Coordinators. Now there were 18 SRs, with SWEAT as the Leading SR responsible for training, capacity-
building and advocacy. SWEAT also had Provincial Managers in every province, who supported the SRs and the Site 
Coordinators, and linked the Global Fund National Sex Worker Programme to provincial stakeholders, including the 
Provincial Councils on AIDS (PCAs)

The Story so Far: Good Practice Guide
In 2015, all the site coordinators in the Global Fund National Sex Worker Programme got together for a workshop in 
Johannesburg. Their brief was to come and share a story about how they had adapted The Global Fund National Sex 
Worker Programme to meet the needs of sex workers in their areas. For some of the site coordinators it was the first 
time that they had ever done a presentation, and they were nervous, but they were also very proud to be able to share 
their achievements. Everyone was very inspired by the stories that they heard. We also learnt that you need to be 
creative, and to keep on trying different strategies until you get it right. 

After the workshop, SWEAT published a booklet called “Good Practice Guide to integrated sex worker programming: 
based on the experiences of the Global Fund National Sex Worker Programme”. It contains guidance on how to 
work with peer educators, how to work with partners and stakeholders, how to address sex workers’ HIV needs, and 
how to look after sex workers needs as “whole people”, and how to address human rights and create an enabling 
environment.

Every site coordinator 
should have a 

copy of the 
Good Practice Guide!

ANNEX 6: The Global Fund National Sex Worker Programme



75
Site Coordinators Manual

The Global Fund National Sex Worker Programme: The story continues

TB/HIV Care 
Association

SR: Centre 
for  Positive 
Care (CPC)

SR: Nqobile 
Womens 

Development

SR: WITS 
RHI

SR: SWEAT 
(also 

responsible 
for capacity 

building)

SR: Lifeline 
Johannesburg

SR: Humana 
People to 

People

SR:Qholaqhwe 
LAC

SR: PHR

SR: Oasis

Grant structure: 

Global Fund, NACOSA, 
Sub-recipients, 
beneficiaries

Global Fund

Country 
Coordinating 
Mechanism

Principal Recipient 
(NACOSA)

North West

Northern Cape

Klerksdorp

Limpopo

Polokwane

Eastern Cape

Free State KwaZulu
Natal

East London

Buffalo City

Western Cape
Cape Town

Gauteng

Johannesburg

Thabo 
Mofutsanyane

Bloemfontein

Bojanala

City of Johannesburg

City of Tshwane

City of Ekurhuleni

Sedibeng

West 
Rand

Gauteng
Map of Global Fund 
National Sex Worker  
Programme Sites
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FOR YOU TO READ

Goals

Increase coverage and access to comprehensive HIV, STI and TB prevention, treatment, care and support and 1. 
related services for sex workers, their sexual partners, families and clients

Reduce violence and human rights abuses experienced by sex workers through sex worker empowerment, 2. 
community engagement, service provider training and law reform

Foster enabling health and related systems to enable sex workers to realise good health and their Constitutional 3. 
rights

Objectives

Reduce social and structural barriers to HIV, STI and TB prevention, care and impact among sex workers1. 

Reduce the sexual transmission of HIV among sex workers their clients and sexual partners by at least 50% using 2. 
combination prevention approaches 

To sustain sex workers’ health and wellness3. 

To strengthen the health system for National Sex Work Plan (NSWP) implementation4. 

Activities
1. 10 sub-recipients in 9 districts will employ a total of 32 teams. Each of the 32 teams will be comprised of 1 site 

coordinator and 7 full-time peer educators (or 14 part-time peer educators)

Each peer educator (full-time) will reach 60 sex workers per month (and 180 per quarter) with activities in a 
package of services which includes:

• Prevention messaging

• Distribution of safe sex commodities (male condom; female condom; lubricant)

• HIV Counselling and Testing

• PrEP will be offered to HIV- sex workers (this will be rolled out gradually depending on organisational and district 
readiness

• Universal test and treat will be offered to all sex workers who test positive for HIV (this will be rolled out gradually 
depending on organisational and district readiness)

• Referrals for ART or pre-ART

• Adherence support will be provided

• Human rights support and referrals

• Psychosocial support and referrals

• Creative Space workshops (one per month per team)

• Targeted small group activities based on needs of sex workers in the district (e.g. support groups around adherence, 
human rights violations, including gender-based violence, LGBTI issues, substance abuse etc.): estimated 10 sex 
workers per small group, 2 workshops per team per month)

Compare these activities to your ideas for what sex workers need that you came up 

with in the first exercise. Are these similar to the ideas that you came up with?

2. Each SR will employ one full-time professional nurse (preferably with primary health care and dispensing expertise) 
to oversee screening, referral and treatment for HIV, STIs and TB. The Professional Nurse will also promote linkage 
to care, and tracking of the HIV care cascade.

3. Attend quarterly meetings facilitated by NACOSA and arranged by the Programme Specialist.
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it can be 
TB

CURED

get tested for

What is TB
Tuberculosis (known as TB) is a disease 
caused by a germ called Mycobacterium 
tuberculosis. TB has infected millions 
of people throughout the world for 
thousands of years. People who have 
healthy immune systems usually do not 
get sick with TB even if the TB germs are 
in their bodies.

TB makes people sick when their bodies 
are not healthy enough to fight the TB 
germs. When the immune system is 
weak, the TB germs multiply in the body. 
This is called active TB. 

Active TB is a very serious disease that 
can kill you. 

TB passes from one 
person to the other 
through the air
Most active TB develops in the lungs. This 
is called Pulmonary TB. When someone 
sick with TB coughs or sneezes, the TB 
germs are released into the air. The 
germs can stay in the air for a long time, 
especially if the area is crowded, damp 
or has poor air. A nearby person can get 
infected with TB by breathing some of 
these germs into their lungs. Most of 
the TB germs stay in the lungs, although 
sometimes it will grow in other parts of 
the body. TB that grows outside of the 
lungs is called Extra-pulmonary TB.

I had TB. 
I got tested 
and treated. 

Now I am 
cured.

Fikile Boyce

South Africa has a 
large and deadly TB 
epidemic
More people die of TB than any other 
disease in South Africa. 

There are many reasons why this is 
happening: lack of housing, malnutrition, 
alcoholism and our weak health system 
all increase the risk of getting active TB. 

However, the main cause of TB deaths 
growing so rapidly is the HIV epidemic. 

HIV weakens the immune system so 
people are less able to fight the TB 
germs. Although people with HIV are at 
higher risk, anyone can get sick from TB.

Get Tested! 
It is important to get tested for TB if you 
are HIV-positive or you have a cough. The 
main way of testing for TB is by taking 
sputum (a gob of mucus from the throat) 
and testing it for TB germs at a medical 
clinic. 

The test will come back smear-negative 
or smear-positive. 

A smear-positive test means that there is 
a TB infection in your lungs and that you 
must start treatment immediately.

A smear-negative test means that you 
might not have TB. However, many HIV-
positive people test smear-negative, yet 
they still have active TB. 

If you are HIV-positive and have TB 
symptoms but a smear-negative TB test 
result, there are other checks your clinic 
can do to see if you really have active TB. 
A chest x-ray can help diagnose you. Also, 
you can have what is called a TB culture 
test, but this takes several weeks to give 
a result. 

TB can be cured
Medicines can cure TB. If you have 
TB, it is important that you take your 
medicines properly. If you have been 
treated before, have HIV, are pregnant 
or are taking contraceptives, you must 
tell your doctor as the medicines will be 
different for you.

If you have TB, you should get tested 
for HIV. If you have HIV, you should be 
regularly checked for TB.

Extra-pulmonary TB
Pain or swelling of your tummy

Pain or blood when you pee

Fever, nausea

Aches and pains in spine or joints

Reproductive problems

Pulmonary TB
Coughing for two weeks or more

Coughing up thick liquid or blood 

Chills, fever and night sweats

Weight loss and loss of appetite

Chest pain or problems breathing

Symptoms of TB

We can all prevent TB
There are simple things everyone can do to prevent the spread of 
TB:

• Get tested for TB if you have any symptoms, especially if you 
have a cough or you are losing weight.

• If you are HIV-positive, regularly ask your clinic to check if you 
have TB.

• Cover your mouth when you sneeze or cough.

• If someone near you is coughing, look the other way and cover 
your mouth.

• If you have TB, take your medicines properly.

• Open windows, especially in crowded rooms and taxis.

it can be 
TB

CURED

get tested for

Drug resistant TB is a very serious problem in South Africa. Drug 
resistance is when a person gets a strain of the TB germs that the main 
TB medicines do not work against. It is one of the major reasons TB is 
a big crisis. It is hard to treat drug resistant TB but not impossible. Drug 
resistant TB can be overcome if 

(1) people at risk of TB are tested regularly,

(2) people with active TB are given the right medicines and

(3) people taking TB medicines take the full course properly.

Tel: 021 788 3507

ANNEX 7:  TB Fact Sheet
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+

CELL

+-

HIV

HIV-
HIV+

What are STIs? 

 STIs are caused by bacteria, 
 viruses or parasites.  

 Most STIs are spread through 
 unprotected vaginal, anal and oral 
 sex, and also using sex toys.
 
 Intimate genital contact with someone 
 already infected can also spread STIs 
 such as herpes and genital warts. 

 Use condoms and dental dams to 
 enjoy safer sex and prevent STIs. 

STIs and HIV

 Some STIs can cause sores that 
 increase the risk of HIV 
 transmission…

 ...to you if you are HIV-negative

 ...from you if you are HIV-positive 
 and not on treatment.
 Being positive also makes you more 
 at risk of STIs.  

If you notice any sores:

     until you have had a sexual health check-up.

     contact.

STI symptoms 

Many people who have an infection experience 
NO symptoms. 

Others may experience:

sores/soreness

unusual lumps

itching

pain when urinating or defecating  
unusual discharge from the genitals. 

 
 Symptoms may not appear for several 
 weeks after infection.

When to get a sexual health 
check 

 Access medical healthcare as soon   
 as you notice symptoms.  

 If left untreated, some STIs can have  
 serious consequences such as 
 infertility.  

As many people will have no STI symptoms, it is 
advised that all sexually active people have: 

regular sexual health check ups

a check-up before and after unprotected 
    sex or sexual activities with a new partner.

HIV & SEXUALLY 
TRANSMITTED 
INFECTIONS 
STIs can be transmitted 
via unprotected sexual 
intercourse.

Protect yourself - use 
condoms and attend 
regular sexual health check 
ups.
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ANNEX 8: Sexually Transmitted Infections (STIs) Fact Sheet
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ANNEX 9: 5 Pictures Showing Sex Workers In Different Situations
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SMS “Please call me”

19 Anson Street 

Observatory

 Cape Town

7925

 South Africa

Tel: +27 21 448 7875

Fax: +27 21 448 7857

Email: info@sweat.org.za

www.sweat.org.za


