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1 iNTRoduction

Documentation is a generic term that refers to the process and tools for collecting and recording information. A variety of documentation methods exist which employ visual and auditory components and which convey the relevance and meaning of the material that is collected. These include text, video, audio or a combination of media. 
This Unit reviews approaches to gathering and documenting information, including observing, note taking and conducting interviews. It addresses the questions of why documentation is necessary, how and when it should be conducted, which techniques should be used and for whom and by whom data should be recorded. It identifies requirements specific to documenting the processes of creating a participatory map and collecting local knowledge. Ethical requirements related to documentation are discussed, including obtaining prior consent and release forms from community members (this will be linked to Module 02 - Attitudes, Behaviours and Ethics). 
2 Why documentation is necessary

Documentation is important for a variety of reasons. It generates material that can be used to:  

· inform and support a community’s mapping product (this material might also become useful in the long-term archiving of local knowledge and might have uses beyond its original mapping purpose); 

· keep an account of activities and events through the entire lifespan of a mapping project, which can be useful in evaluating the project and providing feedback on a project’s progress to stakeholders (e.g. government and funders).
3 The Role of Community Members 

Careful consideration needs to be given to what gets documented, the methods used for documentation and who identifies and records this material. While members of the community take a prominent role in the documentation process, it is likely that people from outside the community also are involved, usually in a facilitating or training role. Materials identified for documentation and the methods used should fit within the project goals and within the interests and comfort zone of the community members. While certain individuals (e.g. community leaders or those acting as authorities on a specific topic) may play a larger role in the documentation process, input should be sought from the entire community wherever possible regarding the materials to be recorded and preferred approaches to documentation. 
A community’s ways of expressing knowledge should be considered in determining the community’s role in the project. Certain styles of documentation may or may not be appropriate, depending on the ability of those styles to represent local knowledge in a way that is meaningful to community members.

A variety of cultural factors influence the process of documentation in a mapping project. For example, group discussions may prevent the involvement of less vocal members of the community or the use of photography or video may inadvertently limit the involvement of participants who do not feel comfortable having their image captured. Documentation methods should be sensitive to cultural appropriateness and personal feelings, while also recognising and responding to power imbalances that may exist within the community.

Project facilitators need to understand that certain styles of documentation lead to greater inclusiveness than others and multiple approaches and methods may be required to obtain input from a broad spectrum of community members. One way to begin to think about this is in how the documentation team is formed. It should be comprised of outsiders and community members, women and men, young, middle-aged and elderly, rich and poor and those from different ethnic groups within the community. 

4  DOCUMENTATION METHODS
A variety of techniques can be employed on their own or in conjunction with one another to document local knowledge and/or the participatory mapping process. An overview of these documentation styles provides a useful starting point for determining which methods are most suitable for a particular project. 
4.1 Archive and Literature Review

A review of existing reports, studies, videos, photos, maps and other documents that have been created regarding the area and/or community in question is often useful before engaging in a community mapping exercise. Gathering information in this manner involves collecting and organising items such as archival materials, reports and other published literature or records. This step is important to avoid duplicating material and wasting the time of community members who might have provided this information before. However, it is also important for community members to validate this material before applying it to the map. 
4.2 Observation and Note Taking 

Listening and watching are fundamental to the process of using observation as a means of documenting local knowledge. Observation involves paying attention to the things that people are doing and saying, including the ways that they make use of private and public spaces and suggestions that are made surrounding the mapping process. 
Observers need to be conscious of bias, or "seeing what we expect to see". We have a preconceived notion of what is happening, so our observations are distorted by our own limited understanding of events. 
Observers also need to be impartial in drawing definitive conclusions about certain events. In particular, we need to avoid subjectivity and "seeing what we want to see". This can occur especially when evaluating projects which observers want to appear successful because events may be misinterpreted (consciously or unconsciously) in order to better suit one’s own requirements.

Field notes are important for recording direct observations and for documenting procedures that are employed and ideas that arise surrounding these. Keeping well-organised, detailed field notes is necessary even for projects that do not rely on observation and note taking as a primary method of documentation.
4.3 Interviews

An interview is a dialogue between two or more people for the purpose of exploring either a specific theme or topic, or providing insight into a broad subject. Interviews usually involve an interviewer (who asks questions) and an interviewee (who answers). Interviews are intrinsic in all of the other documentation methods discussed in this section. 

A discussion of some of the more popular interview styles demonstrates how they can be used for participatory mapping projects. 
Focus groups: A focus group is an interview that is conducted with a group of people to discuss a subject of interest. The information obtained through focus group interviews can resemble that collected in a brainstorming session. For this reason, focus groups are particularly useful for determining project goals and design. On the other hand, a focus group may not be the best choice if detailed information about a specific topic is desired; that kind of information may be more easily obtained in a personal interview with one person who understands the topic. 
Structured interviews: Structured interviews are conducted between an interviewer and one or more interviewees. They involve a discussion that is framed by a predetermined series of questions. This approach is most useful for investigating a specific subject that community members might understand differently and should not be used for more exploratory enquiries.

Semi-structured interviews: Semi-structured interviews draw upon certain components of the structured interview process because the interviewer comes prepared with a series of questions or topics for discussion. However, the interview can deviate from the interview schedule. It is generally beneficial to record semi-structured interviews when exploring the range of knowledge relating to a particular topic. 
Unstructured interviews: An unstructured interview begins with the premise that the interviewer does not know the most important subjects to discuss. Therefore, it is not guided by an interview schedule, but by the natural flow of conversation between the interviewer and respondent. The interviewer probes the respondent based upon the things that are said and in areas where greater detail or clarification is desired.
4.4 Photography

Photographs enhance the aesthetics and content of a participatory map (especially if it is a digital map). People, places, objects, or events can be photographed by community members and other people involved in the mapping project and added to the map. Historic photos or pictures from community members’ personal collections also can be included. Depending on the mapping techniques that are used, photographs (supplemented with text or spoken words) may even serve as the primary form of conveying local knowledge. 
4.5 Participatory Video
Film is a powerful tool for conveying events, sentiments or the everyday affairs that characterise life in a particular place. Through the use of film, community members are able to demonstrate actions, practices or beliefs related to the land that may take many words to properly explain. Furthermore, film is a great equaliser because ideas can be conveyed across groups which may not share the same written or spoken language. While there are certain costs associated with using participatory video (e.g. the costs of equipment and the amount of time it takes to train those who are not familiar with these tools), footage can enhance a community map by documenting the ways that people interact with one another and the land. 
5 Summary of documentation methods 

The following table lists some of the strengths and weaknesses associated with the various styles of documentation. Many of the issues associated with certain techniques can be overcome by using multiple methods of documentation. 
	Technique
	Pros
	Cons

	Archive and literature review
	· Documents the characteristics of the group

· Establishes historic presence of a population on a particular territory and the relationship that a community has had with its land  

· Allows insight into ways that the community has been portrayed in the past (negative and positive) and opens the possibility to address information that may be biased or incorrect

	· Information source may not have come from within the community and so may not reflect the views held within the community  

· Document quality varies and access may be difficult in certain situations  

· Documents (e.g. censuses or birth and death records) may not accurately represent certain populations where data have been unavailable or difficult to obtain  

	Observation and note taking
	· Relatively low-cost method of documenting local knowledge 

· Allows for the inclusion of impromptu remarks or occurrences

· Provides a record of the things that people are doing or saying without the behavioural changes that may occur when people are in front of a camera or are being recorded  

· Documents the steps that have been taken in generating the map 
	· Can exclude community members from participation

· Inevitably reflects the perspective of the observer, who may lack an accurate understanding of reasons behind statements or actions  




	Focus group
	· Allows for collaboration in addressing a problem

· Can get the opinions of a large number of people in a relatively short amount of time and at a low cost 

· Can place community members on an even footing with one another
	· Certain participants may feel uncomfortable speaking up in a group setting and so may not be heard

· Participants may agree to popular ideas in order to avoid controversy or appearing to disrespect other participants  

	Structured interview
	· Allows for comparability across a group of people 

· Could be less time-intensive because responses generally can be easily recorded by the interviewer, eliminating the need for transcription 
	· May not represent the true concerns of community members if they do not play a role in formulating the questions

· Does not allow for the inclusion of any interesting or revealing stories that respondents may wish to share 

	Semi-structured interview
	· Allows for a degree of comparability while enabling interviewees to explore other areas of interest where they see fit 


	· May represent the agenda of researchers from outside the community if community members do not play a role in formulating questions

	Unstructured interview
	· Recognises the unique body of knowledge that interviewees possess and which shape them
· Driven by community members, allowing for the full expression of their ideas and opinions
	· Easy to get off track and spend a great deal of time discussing issues that are not relevant to the project

· Can be more time-consuming than other types of interviews 


	Photographs
	· Adds an aesthetic value to the words of community members

· Meaningful to all people, regardless of language or literacy 

· Depicts items, people, events and emotions that would be difficult to describe using words alone 
	· If used out of context, a photograph could give the wrong impression 

· Not all map makers are familiar with photographing techniques 

	Video
	· Conveys actions, enabling the inclusion of events, such as local ceremonies, in the map

· Meaningful regardless of literacy  

· Allows for the depiction of emotion 
	· Expensive compared with other techniques 

· Not all map makers are familiar with the tools required to create a film 


6 Choice of Documentation methods  

Based on the preceding criteria, there are a number of questions that map makers should ask themselves prior to determining their map-making process and the ways that they will document local knowledge. It is important to remember that one need not choose a single technique, but that multiple styles of documentation can be used to enhance the project. The following list serves as a guide to the kinds of questions that might be asked at the outset of a project: 
· How will the map be displayed (e.g. paper, model, digital)? 

· How much time is available?  

· How much of this time can be dedicated to the actual documentation process and how much to training?  

· What is the budget? Are there any opportunities for additional funding?  

· What are the costs of the different documentation styles that are being considered?  

· What role do community members have in the documentation process?  

· What styles of documentation are most acceptable within the community?  

· What documentation techniques best meet the project goals that have been outlined by the community?

All programmes operate under time and funding constraints. Depending upon what needs to be accomplished within these limitations, certain documentation processes and techniques may be more suitable than others. Multiple techniques can, and likely should, be employed in a complementary manner that allows the project to move forward within its time and funding constraints.

An additional element to consider is the amount of assistance that will be drawn from the community. While drawing help from community members might allow the project to record more knowledge within a shorter period of time, it also requires factoring in the process of training community members. However, the training component may be expressed as a goal in and of itself. This would have the added benefit of allowing greater community engagement and input while enabling local actors to refine certain skills, which could be shared throughout the community. 
7 Ethical requirements of documentation

Free, prior and informed consent (FPIC) recognises a community’s inherent and prior rights to its lands and resources and respects its legitimate authority to require that third parties enter into an equal and respectful relationship with it, based on the principle of informed consent. The process of FPIC refers to the dialogue, information sharing and general process through which community members choose to participate in a project. When properly implemented, the FPIC process ensures that communities and individuals are voluntarily participants with comprehensive knowledge of relevant risks and benefits. 

In participatory mapping initiatives that are initiated by outsiders, FPIC includes a clear understanding of:  

· the purpose of the initiative, expected duration and procedures;
· the right to decline to participate and to withdraw from the initiative and the anticipated consequences of doing so;
· factors that may influence willingness to participate, such as potential risks or adverse effects;
· an understanding of prospective benefits;
· how the spatial information that community members provide is recorded, used, archived and possibly reused;
· whom to contact with questions.

When documenting mapping initiatives, applying a participatory process does not guarantee that recorded materials are an authentic representation of a community’s values and desires. Participatory mapping can, in some cases, be misapplied so as to be an extractive, data mining exercise rather than a genuinely empowering endeavour. These potential risks need to be communicated to the community at the outset of the project, even though this might influence the willingness of the community to engage in the project. 
8 Release forms 

Interviewers should always ask the interviewee for permission to share the information and materials created during interviews and participatory mapping programmes. Ideally, permission should be given in writing, using a prepared document called a “release (or consent) form”. This is particularly important if the materials are used in a public forum, such as online presentations, print publications or documentary films.

The interviewees sign a written release form to indicate their awareness of the goals of the project and their willingness to allow their recorded material to be used in stated programmes or for other purposes. Release forms may be specific (such as requesting permission to use a person's image in a video) or they may be broad so that the documentation may be used in ways impossible to anticipate at the time of the interview. 

Generally, a release form is not needed in cases where people are participating in public events, such as a photograph of a large group of people watching a P3DM or dancing at a festival. Use caution, however, when photographing or recording professional performers participating in staged events; many professional performers do not allow such documentation without their consent.
  
� Adapted from Folklife and Fieldwork: A Layman’s Introduction to Field Techniques. First edition. Prepared 1979 by Peter Bartis, revised 2002. Library of Congress, Washington DC.
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