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PREFACE

This manual on CBO Building is prepared to develop capacities of the frontline staff to cope with the 
present need of development of interpersonal interactions. The lists of references are provided at the 
end of the manual. 

Forest frontline staff works under various situations for discharging their duties and comes in contact 
with diverse population. The nature of their work needs to build all round relationship with people of 
diverse mentality. They are also often placed in remote locations where they are compelled to take help 
from the local people for mere survival. To keep pace with the Joint Forest Management, development 
of Community Based Organization will  render help to exert their official duties possibly in a better way.

We hope that the manual will be helpful for the forest staff to manage emergency situations in their day 
to day life.

Kolkata,2015

S. B. Roy
Training & Communication Expert & 

Chairman, IBRAD

N K Pandey, IFS 
Chairman, SPMU, Forest Department, 

Govt of WB
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Lesson 1
1 Hour

Lesson Plan
Objectives: This training module aims at developing understanding of the trainees about the different 
roles and responsibilities of the Community Based Organisations under JFM.

Lesson Topic Expected Outcome
Roles and responsibilities At the end of the module trainees will be able to explain the roles  re-

sponsibilities, rightsand accountability of Forest Range Officer, Forester, 
Forest Guard, JFMC Executive Committee members, General Body 
members and SHG as per JFM Resolutions

Topics:
-	 Objective of the lesson 
-	 Concept of Community Based Organisation
-	 Roles, responsibilities, rights and accountability of different functionaries under JFM

Concepts used in the module:
-	 The concept of Community Based Organisation
-	 West Bengal Government Resolutions on JFM to ascertain roles and responsibilities of different 
stakeholders

Approach:
-	 Trainer will use the concept and approaches of Adult Learning Principle to deliver the training
-	 Group exercises will be done to engage the participants and have experiential learning.

Backward linkages: Module on JFM Stakeholder

Forward linkages: Module on Maintenance of Records 

Materials 
-	 Hand outs and reference material on Roles and Responsibilities of CBOs
-	 Power point presentation
-	 Chart paper and sketch pen for group work

Time required: 

•	 Objectives of the lesson							        5mins
•	 What is Community Based Organisation					     10 mins
•	 What are the different CBOs under JFM					     5mins
•	 Roles and responsibilities of different CBOs in JFM				   25mins
•	 Question answer session in the form of quiz and wrap up			   15 mins
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Lesson 1: Roles and Responsibilities

1.1 What is community based organisation

According to the National Community Based Organisation Network (http://www.sph.umich.edu/ncbon/
whatis.html), “Community–Based Organization is one that is driven by community residents in all aspects 
of its existence and

•	 The majority of the governing body and staff consists of local residents,

•	 The main operating offices are in the community,
•	 Priority issue areas are identified and defined by residents,
•	 Solutions to address priority issues are developed with residents, and
•	 Program design, implementation, and evaluation components have residents intimately involved, in 

leadership positions”

Considering the above definition the JFMC and SHGs can be considered as Community Based Organisation 
(CBO).  The front line staffs of the forest department have functional linkages with members of the JFMCs 
and SHGs. The roles, responsibilities, rights and accountability varies based on the position and purpose.
As discussed in the previous module of JFM stakeholders forest department, JFMC and SHGs have different 
roles and responsibilities in terms of ensuring protection, production, harvest and share of benefits under 
JFM program. Within the department and the CBOs the roles, responsibilities and accountability varies 
based upon the positions. Some of the roles are explicitly mentioned in the JFM guidelines but some are 
implicit and are being followed based upon the norms and protocols. 
The roles and responsibilities of different actors of the Forest Department in terms of protection, production, 
harvesting and benefit sharing are discussed in the following section.
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Lesson 2
1 Hour

Lesson Plan
Objectives: This training module aims at developing understanding of the trainees about the record keep-
ing requirements of JFMCs.

Lesson Topic Expected Outcome
Maintenance of Records At the end of the module trainees will be able to explain what are the 

types of records to be maintained by the JFMCand how to disseminate 
the information of the records among different stakeholders 

Topics:
-	 Objective of the lesson 
-	 Records to be maintained by the JFMCs
-	 Records to maintained by the SHG
-	 How to disseminate the information of the records to different stakeholders
Concepts used in the module:
-	 West Bengal Government Resolutions on JFMabout record maintenance
-	 CBO record management 

Approach:
-	 Trainer will use the concept and approaches of Adult Learning Principle to deliver the training
-	 Group exercises will be done to engage the participants and have experiential learning.

Backward linkages: Module on Roles and Responsibilities 

Forward linkages: Nil

Materials 
-	 Hand outs and reference material on Maintenance of records
-	 Power point presentation
-	 Chart paper and sketch pen for group work

Time required: 

•	 Objectives of the lesson							        5mins
•	 What are the records to be maintained by the JFMC				   20mins
•	 What are the records to be maintained by JFMC				    5mins
•	 How to disseminate the information 						      10mins
•	 Group discussion and wrap up						      20mins
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Lesson 2: Maintenance of Records

2.1 Records to be maintained as per the JFM Guidelines 
As per the JFM Resolution of the state of West Bengal, the JFMC has to maintain the following records:

Beneficiary Register 
As per the Government Resolution on JFM, the Executive Committee of Joint Forest Management 
Committee has to maintain a register showing the necessary particulars of the beneficiaries who are 
members of committee in terms of 
- Name
- Father’s name
- Address
- Age
- Number of family members
- Name of nominee

Nomination form 
Nomination form duly filled in and approved by the Executive Body should be pasted in the register.
Such register will also be maintained in the range office for permanent record.

Minute Book
The Executive Committee of the JFMC should also maintain a “Minute Book” where the proceeding of 
the meetings of the Executive Committee held from time to time and the proceeding of the Annual General 
Meeting will be recorded under the signature of the President of the Committee and such minute duly 
attested by the Member Secretary would be send to the Range Officer for permanent record.

Approved copy of microplan
Though it is not mentioned in the Government Resolution but JFMC also must have an approved copy of 
the micro plan in vernacular language
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Patrolling Register/Duty Register for the JFMC members 
As one of the main functions of the JFMC is to ensure protection of forest and many JFMCs are following 
the system of rotational patrolling voluntarily by its members, they maintain Patrolling Register/Duty 
Register for their members. Through this register it also becomes clear how the members are discharging 
their duties to protect the forest. This is to be maintained by the Executive Committee. 

Plantation Register
It is suggested that JFMC should also maintain the yearly plantation register to record the status of plantation 
and through this can plan for protecting/maintaining young plantation areas through grazing management. 
This would be maintained by the Executive Committee duly attested by the Member Secretary.

Records to be maintained by the SHGs
There is no mention about the SHGs in the Government Resolution but in case of the SHGs formed under 
the JFMC they should maintain the following records
- List of member with name, address and nominee
- Meeting Resolution Book
- Bank Pass book and cheque book
- Cash book for intra group loaning

2.2 Dissemination of information maintained in the records to all the stakeholders
As in case of JFMC the Executive Committee and the Member Secretary is responsible for maintaining the 
records, it is important that these are shared to the general body members in the AGM and also from time 
to time to ensure transparency. 
Any new inclusion or exclusion of members is to be informed to the general body and also to the AGM.
The minutes of the resolutions taken in the previous meeting is to be discussed in the subsequent meeting 
for follow up.
The progress of micro plan is to be discussed in the meeting of EC with the Member Secretary and Range 
Officer.
The major works carried out, expenditure incurred etc is to be displayed through permanent display board 
for dissemination of information and maintaining transparency. It could be at the location of work and also 
in the Community Hall/Centre of the JFMC/SHG/village     
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Lesson 3	 1 Hour
Lesson Plan
Objectives: This training module aims at developing understanding of the trainees on how to conduct 
meetings of the JFMCs

Lesson Topic Expected Outcome
Conducting meetings At the end of the module trainees will be able to explain how to conduct 

different types of meetings of the JFMCs effectively. 

Topics:
-	 Objective of the lesson 
-	 Possible meetings of JFMCs
-	 Purposes of each meeting
-	 Convenor of the meeting
-	 Setting Agenda
-	 Protocols to be followed
-	 Record keeping
-	 Process of decision making
-	 Follow up 

Concepts used in the module:
-	 Decision making approaches
-	 West Bengal Government Resolutions on JFM to conduct meeting of JFMCs

Approach:
-	 Trainer will use the concept and approaches of Adult Learning Principle to deliver the training
-	 Group exercises will be done to engage the participants and have experiential learning.

Backward linkages: Nil
Forward linkages: Nil

Materials 
-	 Hand outs and reference material on Conducting meeting
-	 Power point presentation
-	 Chart paper and sketch pen for group work

Time required: 

•	 Objectives of the lesson							       5mins
•	 What are the possible meetings of JFMCs					     5mins
•	 Purposes of each meeting							       5mins
•	 Convenor of the meeting 							       5mins
•	 Setting agenda for a meeting and protocols to be followed 			   5 mins
•	 Record keeping								        5 mins
•	 Process of decision making and follow up					     15 mins	
•	 Question answer session in the form of quiz and wrap up			   15 mins
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Lesson 3: Conducting Meetings
3.1 Possible meetings of JFM
As per the Government Resolution, the Executive Committee of the JFMC should hold one Annual General 
Meeting (AGM) in each year.
The Executive Committee shall meet at least once in every two months. 
3.2 Purpose of each meeting

Purpose of AGM
- The representatives of the beneficiaries to the Executive Committee are elected by the general body 
members in each year during the AGM. 
- Discussion on distribution of usufruct sharing
- Discussion on activities of the committee
- To take up plan of work on JFM support activity for the forthcoming year
- To resolve conflict, if any

Purpose of EC meeting
- To discuss issues related to ongoing forestry works
- Discussion on preparation and implementation of micro plan
- Discussion on JFM support activities
- Discussion on any other emergent works 

3.3 Convener of the meeting
Member Secretary is the convenor of the meetings. He/she serves inform all the members by serving 
notice.  

3.4 Setting agenda for a meeting
The agenda for AGM is fixed to elect the Executive Committee members.
However, agenda for the EC meetings are fixed as per the need and requirements.  

3.5 Protocols to be observed during a meeting
There is no guidelines mentioned regarding observing any fixed protocol for the meeting. 

3.6 Record keeping
The minutes of the meeting is generally prepared and maintained by the Members Secretary. The issues 
discussed, views expressed by different members and the resolutions taken are recorded in the Minutes 
Book. The Minutes Book is kept with the Member Secretary. However, it is desirable that the Executive 
Committee takes the responsibility to maintain and keep the Minute Book.      

3.7 Process of decision making 
Any decision is taken based on consent by the majority of the members. Discussion and consensus based 
process is followed for taking any decision.Though in case where there are two equally strong opposing 
groups within the JFMC, it becomes difficult to come to any conclusion and the matter remains unresolved 
for long.    

3.8 Follow up 
Follow up of the decisions /resolutions taken in the meetings are being done by the Executive Committee 
and Member Secretary. 
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Lesson 4
1 Hour

Lesson Plan
Objectives: This training module aims at developing understanding of the trainees about the Fund 
Management practices under JFM.

Lesson Topic Expected Outcome
Fund Management At the end of the module trainees will be able to explain how to manage 

the fund of JFMC more effectively

Concepts used in the module:
-	 Fund Management by the CBOs

Approach:
-	 Trainer will use the concept and approaches of Adult Learning Principle to deliver the training
-	 Group exercises will be done to engage the participants and have experiential learning.

Backward linkages: Nil

Forward linkages: Nil

Materials 
-	 Hand outs and reference material on Fund Management
-	 Power point presentation
-	 Chart paper and sketch pen for group work

Time required: 

•	 Objectives of the lesson							       5mins
•	 Role of JFMC to manage fund as per the government resolution 		  5 mins	
•	 Joint Bank Account and creation of a post of Treasurer in JFMC		  10 mins
•	 Role of Treasurer								        10 mins
•	 Maintenance of Accounts of JFM						      15 mins
•	 Group Discussion and wrap up						      15 mins
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Lesson 4: Fund Management

4.1 Role of JFMC to manage fund as per the JFM Resolution 
There is no mention about the sources of fund and financial management by the JFMC in the existing 
Government Resolution. It is mentioned that member of the JFMC will receive 25% share of net sale 
proceeds of firewood/pole/timber. As there is no mention about the fund of JFMC, there is no provision for 
the post of Treasurer also in the JFMC.
In some cases the share is deposited in the JFMC Joint Account, operated by two/three members nominated 
by the JFMC. The money is the distributed to the members. Some JFMCs also keep some fund aside to 
undertake village/community development activity of their JFMC. 

4.2 Joint Bank Account and creation of a post of Treasurer in JFMC 
As there are many projects coming up where money for the implementation works would be directly 
transferred to the JFMC account it is desired to elect one Treasurer from among the Executive Members. 
Each JFMC should have a Savings Bank Account with joint signatories, one must be the Member Secretary. 
The other two could be the Treasurer and President of the JFMC.Since these three office bearers are involved 
in all finance related activities, they together would be responsible and accountable towards the Executive 
Committee and JFMC.

4.3 Role of Treasurer
The Treasurer should maintain the cash book and bank book. All the deposits and withdrawal from the 
bank would be recorded in the cash book. 
All the records such as cash book, accounts register, receipt book, pass book, cheque book, sale record, 
share from net sale proceeds etc will be under the custody of the Member Secretary. Treasurer has to work 
in close coordination with the Member Secretary. 

4.4 Maintenance of Accounts of JFM
All the expenses will be in line with the rules laid down by the Executive Committee and as authorized by 
the EC and recorded in the proceedings of the EC meetings. 
In every meeting, the Executive Committee will review the accounts of the previous month. If considered 
appropriate by the EC, they may authorize two or more members to inspect and review the accounts.

The financial accounts of the JFMC will be closed at the end of every year and the cash book will be closed 
at the end of every month.

The Treasurer would present the annual income and expenditure account in the Annual General Body 
Meeting. 
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