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:ULWLQJ� LV�DQ� LPSRUWDQW�VNLOO� IRU�FRPPXQLW\�DFWLYLVWV�� ,W� LV�QRW�VXI¿FLHQW� WR�
observe problems. We must be able to describe the problem in a written 
statement. Our written statements on the problems help us begin the pro-
cess of analysing the problem. Written statements are used in letters and 
reports which become important when we take action to solve the problem.

Many people are reluctant to write. They believe that their writing is not 
good enough and fear that people will laugh or look down at them. They 
believe that their spelling and their grammar (the way they put words to-
gether) will be incorrect. They believe that only people with high levels of 
education are able to write properly.

We believe that this is not true. Everybody who is able to think can write 
powerfully. We also believe that with practice the problems of spelling and 
grammar will improve. 

7KH�UHDVRQ�SHRSOH�GR�QRW�ZULWH�SRZHUIXOO\�LV�¿UVWO\�WKDW�WKH\�GRQ¶W�EHOLHYH�
they can write, and secondly, because they believe they can’t write, they 
do not develop the skills to write . 

�� 7KH�¿UVW�WDVN�LQ�OHDUQLQJ�WR�ZULWH�SRZHUIXOO\�LV�WR�IUHH�\RXU�PLQG��JHW�ULG�
of the voice in your head that says you can’t write. 

This voice can be the teacher in your school who criticised you harshly, it 
FRXOG�EH�IULHQGV�ZKR�ODXJKHG�DW�WKH�ZD\�\RX�SXW�ZRUGV�WRJHWKHU��,Q�D�UDFLVW�
society it could be English speakers who say that a black person speaks 
IXQQ\��,W�FRXOG�EH�PHQ�ZKR�VD\�ZRPHQ�FDQQRW�EH�JRRG�DW�DQ\WKLQJ�

�� The second task is to establish a writing practice. One way of doing this 
is to keep a diary and to write in it for a few minutes every day.

,Q�WKLV�VHFWLRQ�ZH�VKRZ�\RX�KRZ�WR�ZULWH�ZLWK�D�IUHH�PLQG�DQG�WR�NHHS�D�
diary. We also show you how to take notes, write a memo and a report.

5HDG�WKH�WH[W�³:ULWLQJ�LV�D�3RZHUIXO�2UJDQLVLQJ�7RRO´�RQ�WKH�SUHYLRXV�SDJH�

��� 'LVFXVV�WKH�IROORZLQJ�TXHVWLRQV�

a). Do you agree that every person who is able to write can be a good 
ZULWHU��([SODLQ�\RXU�DQVZHU�

E���7KLQN�DERXW�\RXU�SHUVRQDO�H[SHULHQFH��+DV�WKHUH�EHHQ�DQ\�SHUVRQ�RU�
incident that discouraged you from writing? Has any person or incident 
encouraged you to write?

1.1 writing is a Powerful organising tool 

�

ACTIVITY 

 our eXPerience with writing
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�

ACTIVITY 
The ideas and tools on 
writing skills for activ-
ists are inspired by the 
work of Louise Dunlap. 
See 
www.undoingsilence.
org

 the free writing eXercise

Free writing is talking to yourself on paper and keeping your mind as 
free as possible. Free writing helps develop your skills as a writer, but it 
also helps you become a free person. 

�� This writing is free because you write without judging your writing.

�� Free writing will work for you if you do this regularly – try to do this every 
day.

�� Your free writing will look rough and may have spelling errors and in-
FRPSOHWH�VHQWHQFHV��'R�QRW�ZRUU\���WKH�DLP�LV�WKDW�\RX�IUHHO\�H[SUHVV�
yourself.

�� Free writing is the starting point for other pieces of writing such as a let-
ter or report.

�� Free writing is writing for yourself and you don’t have to show this writing 
to anybody if you don’t want to.

6RPHWLPHV�LW�KHOSV�WR�VWDUW�\RXU�IUHH�ZULWLQJ�ZLWK�D�µSURPSW¶���WKDW�LV�D�IHZ�
ZRUGV� RU� D� VHQWHQFH� WR� JHW� \RXU� WKRXJKWV� ÀRZLQJ�� 6RPH� H[DPSOHV� RI�
SURPSWV�DUH�µ:K\�,� OLNH�FKRFRODWH¶�RU� µ7RGD\�,�DP�IHHOLQJ¶�RU� µ:KHQ�,�ZDV�
OLWWOH¶��:ULWH�GRZQ�WKH�SURPSW�VHQWHQFH�DQG�WKHQ�OHW�\RXU�WKRXJKWV�ÀRZ��DQG�
keep your pen moving on your paper. 

��� 5HDG�WKH�WH[W�µ7KH�)UHH�:ULWLQJ�7RRO¶�RQ�WKH�SUHYLRXV�SDJH�

��� *HW�UHDG\�WR�IUHH�ZULWH�IRU���PLQXWHV��IROORZLQJ�WKHVH�LQVWUXFWLRQV
6WDUW�\RXU� IUHH�ZULWLQJ�ZLWK� WKH� IROORZLQJ�ZRUGV�� ³�:KHQ� ,�ZDV� IRXU�\HDUV�
ROG«´

Keep your pen moving, write whatever comes to mind, going wherever your 
PLQG�WDNHV�\RX�IRU�¿YH�PLQXWHV��'R�QRW�OLIW�\RXU�SHQ�RII�WKH�SDSHU��GR�QRW�
pause to think about what to write, do not cross out words or correct mis-
takes or spelling errors.

free writing “don’ts” 
Don’t stop writing even for a microsecond until the end of the time you set 
IRU�\RXU�IUHH�ZULWLQJ±�¿YH�PLQXWHV�WR�VWDUW�ZLWK�WHQ�RU�PRUH�PLQXWHV�ZKHQ�
you are get more used to free writing.

Don’t try to mentally control what you write, no outlines or plans.

'RQ¶W�WU\�WR�EH�³ORJLFDO´�RU�³JRRG�´�

Don’t cross out or change anything.

Don’t worry about grammar or spelling and give yourself permission to shift 
into another language if you feel like it. 

Don’t restrict your mind. Let your mind go wherever it wants, even if you 
VWDUWHG�RXW�ZULWLQJ�DERXW�VRPHWKLQJ�VSHFL¿F��

'RQ¶W� WU\� WR�EH�JRRG�RU�SURSHU� LQ�\RXU� WKRXJKWV��+RQRXU�\RXU�RZQ�³FUD]L-
QHVV´�HYHQ�LI�\RX�WKRXJKWV�DUH�ZLOG��VFDU\��ULVN\�RU�GDQJHURXV�

Don’t worry about your words and sentences being logical or making sense. 
Let the words come out the way they want.

 free writing “do’s”
5HOD[�DQG�OHW�WKH�IUHH�ZULWLQJ�VWLPXODWH�\RXU�PLQG�ZLWK�ZKDWHYHU�FRPHV�XS��

Give yourself permission to jump all over the place regardless of logic.

Keep your hands moving even when words do not come, keep your hand 
moving anyway. Write spiralling lines, write nonsense words, or write the 
ZRUG�\RX�JRW�VWXFN�RQ��³�RQ�������RQ�������RQ´�²XQWLO�\RXU�PLQG�FOLFNV�EDFN�LQWR�
action and more words come. 

You can write “My hand is tired, my hand is tired;” you can leave blanks, 

make up new words, whatever keeps your hand moving and your mind free 

of the judges.
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We can improve our writing by getting other people to read and comment 
on our writing. This is important because often we cannot see what is strong 
or what is weak in our writing. Often we are not aware if the message we 
want to put across comes across clearly. Also we may be unaware of inac-
curacies in our writing. 

%XW�JLYLQJ�DQG�JHWWLQJ�IHHG�EDFN� LV�GLI¿FXOW��:H�KDYH�EHHQ�WUDLQHG� LQ�RXU�
schooling system to give feedback by looking for errors and weaknesses. 
We easily point out spelling or grammatical errors. We tend to make the 
writer feel bad about their writing and therefore discourage them. 

:H�DOVR�¿QG�LW�GLI¿FXOW�WR�UHFHLYH�IHHGEDFN��:H�VHH�LW�DV�D�SHUVRQDO�FKDO-
lenge or a judgement on us.

Here is a suggestion in the activity below on how you can give and receive 
feedback aimed at supporting the writer, and not making the writer feel bad 
about himself or herself

��� ,Q�WKLV�DFWLYLW\���RU���ZULWHUV�FRPH�WRJHWKHU�WR�JLYH�HDFK�RWKHU�IHHGEDFN�

��� One writer reads his/her writing out aloud. The two listeners listen care-
fully and they note down important words and phrases that stood out for 
them as they listen.

��� 7KH�ZULWHU�WKHQ�DVNV�WKH�WZR�OLVWHQHUV�
- What words and phrases stand out for you?
- What message came through for you?
- What would you like me to remove or include to improve my article?

��� $IWHU�WKH�¿UVW�ZULWHU�KDV�FRPSOHWHG�WKH�IHHG�EDFN�SURFHVV�WKH�RWKHU�ZULW-
ers go through the same process.

1.3 giVing and receiVing feedback on 
our writing 

:ULWLQJ�\RXU�WKRXJKWV�UHJXODUO\�LQ�D�VSHFLDO�ERRN��D�GLDU\��LV�D�SRZHUIXO�H[HU-
cise that will help you develop your writing skills, and at the same time help 
in your personal development. 

:ULWLQJ� UHJXODUO\�KHOSV�\RX� WR� UHÀHFW�RQ�\RXU� WKRXJKWV�DQG� IHHOLQJV��7KLV�
has the effect of making you calm. From this position of calmness you will 
see problems and issues more clearly, whether they are personal or work 
related. Clear thinking helps you make better decisions.

�� Choose a regular time of day when you can be alone and not be dis-
turbed. Many choose early in the morning when you get up or just be-
fore you go to sleep.

�� &KRRVH�D�SODFH�WR�ZULWH�ZKHUH�\RX�FDQ�ZULWH�TXLHWO\�ZLWK�QR�GLVWXUEDQFH�
 
�� 'HFLGH�RQ�WKH�OHQJWK�RI�WLPH�\RX�ZLOO�ZULWH��HJ���PLQXWHV��IRU��RU�WKH�SDJH�

length (eg ¼ page) you will write in one sitting. Be practical, start with 
a few minutes or a few lines each day. Do not choose a time or page 
OHQJWK�WKDW�\RX�ZLOO�QRW�VXVWDLQ�RYHU�WLPH�<RX�FRXOG�ZULWH�IRU���PLQXWHV�WR�
begin with and as you get more familiar with free writing you could free 
ZULWH�IRU����PLQXWHV�ZLWKRXW�VWRSSLQJ��

�� For each day’s writing, write the date and time.

�� &KRRVH�D�SURPSW�ZRUG�WR�VWDUW�\RXU�ZULWLQJ��)RU�H[DPSOH��
Yesterday…. or 
This morning …or 
Today…

)ROORZ�WKH�)UHH�:ULWLQJ�'RQ¶WV�DQG�'R¶V�LQ�VHFWLRQ������

�

ACTIVITY 

�

ACTIVITY 

 dailY writing Practise: diarY writing

 writing feedback
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This activity can be done in  a small group where one of the group acts as 
the facilitator.

��� 7KH�IDFLOLWDWRU�UHDGV�WR�WKH�JURXS�WKH�WH[W�RQ�µ7DNLQJ�1RWHV¶�RQ�WKH�SUHYL-
ous page.

��� The facilitator then reads the article on the Economy, Poverty and the  
(QYLURQPHQWDO�&ULVLV�LQ�6HFWLRQ���RI�WKLV�5HVRXUFH�ERRN�RU�ZDWFKHV�D�
short video presentation. 

��� Group members listen as the facilitator reads, or they watch the video 
and as they do this each group member notes down (individually) the 
important points from the article or video.

��� (DFK�JURXS�PHPEHU�WKHQ�VSHQGV�D�¿YH�WR�WHQ�PLQXWHV�ZULWLQJ�RXW�KLV�RU�
her notes in clear statements. 

��� Working in pairs or in threes, group members read out their statements 
to each other and observe details which they missed out. 

��� *URXS�PHPEHUV�UHÀHFW�RQ�ZKDW�ZRUNHG�ZHOO�LQ�WKHLU�QRWH�WDNLQJ��ZKDW�
ZDV�GLI¿FXOW�DQG�ZKDW�WKH\�QHHG�WR�LPSURYH�LQ�WKHLU�QRWH�WDNLQJ�

1RWH�WDNLQJ�LQ�D�PHHWLQJ�RU� LQ�D�GLVFXVVLRQ�LV�D�VNLOO�ZKLFK�FDQ�EH�GHYHO-
oped. There is no single way of taking notes. Each person must develop his 
or her own way. 

The guidelines below can help you to develop your own note taking method.

1.  BE PREPARED:
Before you attend the meeting or the discussion think through why the 
meeting is being held, and what is likely to be on the agenda.  
Make sure you have a pen and enough paper to take notes.

2.  BE ON TIME AND FOCUSSED: 
%H�RQ�WLPH�RU�HYHQ�D�IHZ�PLQXWHV�HDUO\��,Q�WKH�PHHWLQJ�RU�GLVFXVVLRQ�NHHS�
focussed on what you  are doing. Listen attentively. Be present for the entire 
discussion. Turn your cell phone off.

3.  START A NEW PAGE: 
6WDUW�\RXU�QRWH�WDNLQJ�RQ�D�QHZ�SDJH��:ULWH�GRZQ�WKH�GDWH�DQG�WLPH�RI�\RXU�
meeting/discussion and the name of the people present.

4.  WRITE ONLY WHAT IS IMPORTANT: 
'R�QRW�DWWHPSW�WR�ZULWH�GRZQ�HYHU\�ZRUG�VSRNHQ��:ULWH�RQO\���
�� What you believe is important 
�� 1DPHV�RI�SHRSOH��RUJDQLVDWLRQV��SODFHV�
�� Dates, what happened when 
�� Any arguments you support or disagree with 
�� <RXU�RZQ�TXHVWLRQV�DQG�LGHDV�WKDW�DULVH�LQ�WKH�PHHWLQJ�RU�YLVLW
��
5.  CREATE YOUR OWN SHORT HAND: 
Write words, symbols, abbreviations and short sentences that will remind 
\RX�RI�LPSRUWDQW�WKLQJV�VDLG�

6.  REWRITE SOON AFTER THE MEETING: 
Rewrite your notes into longer sentences as soon as you return from your 
meeting or visit.

7.  CHECK WITH OTHERS: 
Check with others who were present at the meeting to make sure you did 
not leave out any important information 

1.4 taking notes

�

ACTIVITY 

long hand short hand

 taking notes
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��� :ULWH�D�UHSRUW�RQ�D�WRSLF�\RX�DUH�IDPLOLDU�ZLWK����IRU�H[DPSOH��³7KH�SURE-
OHP�RI�XQHPSOR\PHQW�LQ��P\�FRPPXQLW\´

��� 6KRZ�\RXU�UHSRUW�WR�RWKHU�PHPEHUV�RI�\RXU�JURXS�DQG�DVN�WKHP�IRU�IHHG�
EDFN�RQ�WKH�PHVVDJH�DQG�RQ�FKDQJHV�WKDW�DUH�QHHGHG��$VN�WKHP�

- what is the message that comes across from reading the report?
- what additional information is needed, what can be omitted, what   
can be changed?

��� Finalise your report, making the changes suggested in the feed back.

Reports can be important tools in taking up community problems. 

Here are guidelines on how you can write a good report based on your 
notes from a community meeting, or your notes from a visit to an industrial 
VLWH�ZKHUH�\RX�PD\�KDYH�LQWHUYLHZHG�FRPSDQ\�RI¿FLDOV�
Preparing to Write a Report 

�� Read through the notes you took at the community meeting or the vist 
to the industrial site.

�� 1H[W�IUHH�ZULWH��XVLQJ�WKH�IUHH�ZULWLQJ�JXLGHOLQHV�LQ�WKLV�UHVRXUFH�ERRN��
on the meeting or the visit.

�� 1H[W�OLVW�DOO�WKH�LPSRUWDQW�SRLQWV�LGHDV�WKDW�\RX�ZDQW�WR�SXW�LQ�\RXU�DUWLFOH��
�� 6WDUW�ZULWLQJ�\RXU�UHSRUW�

1.5 writing a short rePort

����7LWOH��

Your title should give the reader an idea of what your report is 
about.

����,QWURGXFWLRQ

,Q�WKH�LQWURGXFWLRQ�RI�\RXU�UHSRUW�
�� Tell the reader what your report is about in one or two sen-

tences
�� Tell the reader why you are writing the report 
�� Make the reader clear about the place or the situation you 

are writing about 

����%RG\�

,Q�WKH�ERG\�RI�\RXU�UHSRUW�
�� 6HW�RXW�\RXU�REVHUYDWLRQV�RQ�WKH�VLWXDWLRQ�RU�SUREOHP�
�� Present evidence supporting your observations (eg. state-

PHQWV�E\�SHRSOH�LQWHUYLHZHG��SKRWRJUDSKV��H[WUDFW�IURP�GRF-
uments) 

�� Present your views on the problem - how the problem im-
pacts on the community or the environment, and what you 
believe is the cause of the problem.

����&RQFOXVLRQ

,Q�WKH�FRQFOXVLRQ�RI�\RXU�UHSRUW�
�� 6D\�ZKDW�\RX�EHOLHYH�LV�WKH�VROXWLRQ�WR�WKH�SUREOHP�
�� 6WDWH�\RXU�UHFRPPHQGDWLRQV�
�� 6D\�ZKDW�\RX�ZDQW�WKH�UHDGHU�WR�GR�ZKHQ�KH�RU�VKH�KDV�UHDG�

your report 

structure of Your rePort

�

ACTIVITY 

Finalising your Report:

%HIRUH�¿QDOLVLQJ�\RXU�UHSRUW��JHW�IHHGEDFN�IURP�D�IULHQG�RU�\RXU�JURXS��6HH�
:ULWLQJ�)HHGEDFN�LQ�VHFWLRQ������

eXercise in writing a short rePort
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�

ACTIVITY 

$�PHPR�LV�D�VKRUW�QRWH�RU� OHWWHU��DERXW�D�SDJH�ORQJ��WR�FRQYH\�D�VSHFL¿F�
message. 

$�PHPR�FDQ�EH�XVHG�WR�UHTXHVW�D�PHHWLQJ�ZKHUH�WKH�SUREOHP�FDQ�EH�GLV-
cussed in greater detail and where further evidence on the problem can be 
presented. 

When community organisations write lengthy letters to authorities with no 
FOHDU�VWDWHPHQW�RI�WKH�SUREOHP�DQG�ZLWK�QR�FOHDU�UHTXHVW�IRU�DFWLRQ��XQV\P-
SDWKHWLF�RI¿FLDOV�FDQ�XVH�WKLV�ODFN�RI�FODULW\�DV�D�UHDVRQ�QRW�WR�UHSO\�WR�WKH�
letter.

stePs in writing a memo
%HIRUH�ZULWLQJ��GHFLGH��

7R�ZKRP�\RX�DUH�ZULWLQJ��0DNH�VXUH�WKDW�\RX�DUH�GLUHFWLQJ�\RXU�PHPR�WR�WKH�
authority responsible for the problem and solution

Think about what this authority will see as important, what they are con-
cerned about and why they will take this memo seriously

8VLQJ� WKH� H[DPSOH� DQG� JXLGH� RQ� WKH� IDFLQJ� SDJH�� GHYHORS� D� RQH� SDJH�
PHPR�WR�WKH�ORFDO�FRXQFLOORU�UHTXHVWLQJ�DQ�XUJHQW�PHHWLQJ�WR�DGGUHVV�WKH�
IROORZLQJ�SUREOHP�

Community Members approach your organisation with the following prob-
OHP��7KLV�LV�ZKDW�WKH\�WROG�\RX�

“The pipes in our street have broken in the storm. This happened 6 months 

DJR��7KH�SLSHV�FDUU\�VWXII�IURP�RXU�WRLOHWV�DQG�DOO�RI�WKLV�LV�ÀRZLQJ�LQ�RXU�
street. It has formed a pool that is there up to today and everyday it gets 

bigger. We live in Z section in NdolaTownship. The street where the pool 

has gathered is Banda Street. Our children play in this street after school 

and many of them have sores. We know that suddenly many children in 

our street are sick. Four weeks ago  we  went personally to the Municipal 

RI¿FH�DQG�WROG�WKH�ODG\�LQ�WKH�RI¿FH�DERXW�RXU�SUREOHP��1RWKLQJ�KDV�KDS-

pened since. The councilor of Z section whom we voted for is Mr. Musa. 

We are not able to contact Mr. Musa. If we don’t get any action in the next 

2 weeks we are going to block the main highway”

 writing a memo


