Support the spread of good practice in generating, managing, analysing and communicating spatial information

Module: [M14- Documentation]

Module 14 - Documentation
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	Introduction
	Fundamental to the success of any PGIS project is the integrity of the process by which the map evolves and the information that substantiates it. 

It is therefore important that practitioners:

· exercise care in documenting the steps that facilitate the creation of a participatory map;  

· ensure that the process of collecting local spatial knowledge is sound. 
This Module focuses on the methods and tools of documentation and how the appropriate application of these tools can enhance the processes for participatory mapping activities. It consists of six Units, including an introduction to documentation, a review of interview techniques and note-taking procedures, practical lessons on the fundamentals of participatory video, picture taking (Photo Voice), audio recording and evaluating the mapping programme and the collected data.

	Target audience
	Technology intermediaries working in multidisciplinary teams and operating within an institution/organisation already committed to practising participatory mapping and who are or would be required to: (i) deliver training on the practice; (ii) facilitate the process in the field.

	Module objectives / expected outcomes
	After the completion of the Module the trainee will be able to plan activities which document the process and local spatial knowledge; to demonstrate requirements related to documentation, such as receiving prior consent and obtaining release forms; to distinguish between different interview techniques and design an interview schedule; to deploy basic skills related to video recording and editing, photography and audio recording; to explain the importance of receiving evaluative feedback from community members and to design a framework for achieving this. 

	Content outline and main topics covered
	Unit M14U01 – Introduction to Documentation (½ day) 
· Why documentation is necessary 
· The role of community members 
· Documentation methods 
· Summary of documentation methods 
· Choice of documentation methods 
· Ethical requirements of documentation 
· Release forms 
Unit M14U02– Interviewing Techniques (½ day) 
· The art of interviewing 
· Preparing for the interview 
· Asking questions 
· Mapping and interviews 
· Concluding the interview 
Unit M14U03 – Fundamentals of Note Taking (½ day) 
· Why note taking? 
· Note-taking tools 
· When and how to take notes 
· Note-taking techniques 
Unit M14U04 – Fundamentals of Participatory Video (1 day) 

· What is participatory video? 
· Why use PV? 

· Editing – three levels of skills 
· The process 
· Dealing with decision makers 
· The ethics 
· Ethics of editing 
· Are you an agent for change? 

Unit M14U05 – Fundamentals of Photography (Photo Voice) ( ½ – 1 day) 
· Photo Voice as a tool of community expression 
· Photographic composition 
· Content: headroom, nose room and direction of subject 
· Types of shots: distance of the camera 
· Types of shots: angle and height of the camera 
· Working with exposure and focus 
· Working with light 
Unit M14U06 – Fundamentals of Audio Recording (½ day) 
· Audio-recording tips 
· Microphone handling 
· Recording 
· Recording in different settings 
· Storing your recordings 
· Using audio recordings in participatory mapping projects 

	Duration
	3 ½  – 4 days 

	Comments
	Link with Module M02.
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