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,Q�WKLV�VHFWLRQ�RI�WKH�ERRN�ZH�SUHVHQW�D�IHZ�WRROV�WR�DVVLVW�\RX�
in identifying and gathering information about community prob-
lems. 

*DWKHULQJ� LQIRUPDWLRQ�DERXW�D�SUREOHP� LV� WKH�¿UVW�VWHS� LQ�
analysing the problem to get to the root cause.Having infor-
mation about a problem can be a powerful tool in the hands 
of the community especially when facing a hostile company 
RZQHU�RU�D�UHOXFWDQW�JRYHUQPHQW�RI¿FLDO��

People in the community may be worried about the many ac-
cidents on a busy community road used by mine trucks. How do 
we go about acting on this problem? Here are some steps to help 
\RX�LQ�JDWKHULQJ�LQIRUPDWLRQ�

1.  GATHER MORE INFORMATION ABOUT THE PROBLEM

�� We talk to people who have observed accidents
�� :H�YLVLW�DQ\�IDPLO\�ZKR�H[SHULHQFHG�DQ�DFFLGHQW
�� We visit the local police station to see if they have records of 

accidents
�� We visit the site of accidents and we see for ourselves  how 

accidents could likely occur
�� We take photographs to show a dangerous situation
�� We do a drawing to show how easy accidents could happen

2.  WRITE A CLEAR STATEMENT TO SAY WHAT THE PROBLEM IS. FOR 
EXAMPLE WE WRITE:

³7KLV�URDG�LV�GDQJHURXV�WR�WKH�FRPPXQLW\�DQG�HVSHFLDOO\�VFKRRO�
children who cross the road regularly to go to school. Over the 
ODVW� VL[�PRQWKV� WKHUH�KDYH�EHHQ���DFFLGHQWV�DQG� WZR�FKLOGUHQ�
KDYH�EHHQ�YHU\�VHULRXVO\�LQMXUHG´�

3.  ANALYSE THE PROBLEM AND STATE THE ROOT CAUSE(S) OF THE PROB-
LEM 

�� We then look at the facts of our investigation and say that the 
FDXVHV�RI�WKH�DFFLGHQWV�DUH�IRU�H[DPSOH��

-  Mine trucks driving very fast on the road
���6FKRRO�FKLOGUHQ�FURVVLQJ�WKH�URDG�ZLWK�QR�DVVLVWDQFH

4.  PROPOSE SOLUTIONS  

�� That speed humps be placed close to where the children 
cross

�� That a marked pedestrian crossing be set up and safety 
guides be stationed at this crossing to assist children to cross 
safely

2.1 gathering information

�

ACTIVITY 

As a member of a community organisation you are faced with the following 
VLWXDWLRQ�

³3HRSOH�LQ�\RXU�FRPPXQLW\�DSSURDFK�\RXU�RUJDQLVDWLRQ��7KH\�WHOO�\RX�WKDW�
their children are getting sick because the mine is poisoning the water. They 
believe the mine is doing this deliberately to force the people to move. The 
mine, they say, want the people’s land for a new mine. The community asks 
\RXU�RUJDQLVDWLRQ�WR�EULQJ�D�FDVH�DJDLQVW�WKH�PLQH�´

�� +RZ�ZLOO�\RX�UHVSRQG�WR�WKLV�UHTXHVW"

�� What research steps will you follow to take up this issue?

 gathering information
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The Community History Time Line is a 
research tool to help you understand the 
history of your community. This under-
standing of the past will help you under-
stand present problems faced by the com-
munity. This understanding of the past 
and present will give you an idea of what 
could happen in the future.

The time line can also be used to locate 
your own personal life in the life of the 
community. This personal understanding 
will help you develop a clear and deeper 
understanding of problems in your com-
munity

2.2 the communitY historY timeline

�

ACTIVITY 
7KLV�DFWLYLW\�ZRUNV�EHVW�GRQH�LQ�D�VPDOO�JURXS�RI���WR���SHRSOH��,I�\RX�DUH�LQ�
D�ZRUNVKRS�RI����WR����SHRSOH�\RX�FRXOG�ZRUN�LQ���RU���JURXSV�

(DFK�JURXS�ZLOO�QHHG�WKH�IROORZLQJ�PDWHULDOV�IRU�WKLV�DFWLYLW\�
�� /RQJ�VKHHWV�RI�SDSHU��RU� WKUHH� WR� IRXU�VKHHW�RI�ÀLS�FKDUW�SDSHU� WDSHG�

WRJHWKHU��RQ�D�ZDOO��WKH�ÀRRU��RU�RQ�D�ORQJ�WDEOH�
�� Felt pens, coloured pencils and crayons
�� Masking tape 

7KH�JURXS�FKRRVHV�D�VSHFL¿F�FRPPXQLW\�WR�IRFXV�RQ�IRU�WKLV�DFWLYLW\��$OO�WKH�
people in the group must have knowledge of this community 

����'UDZ�D�OLQH�DFURVV�WKH�PLGGOH�RI�WKH�SDJH��KRUL]RQWDOO\��DQG�PDUN�RXW�WKH�
\HDUV��YHUWLFDOO\��LQ�SHULRGV�RI���\HDUV�JRLQJ�EDFN����WR����\HDUV�WR�SUHVHQW�
�HJ������WR�������DQG���±����\HDUV�JRLQJ�LQWR�WKH�IXWXUH��HJ������WR������

����2Q�WKH�ERWWRP�RI�WKH�WLPH�OLQH�ZULWH�NH\�HYHQWV�LQ�HDFK�JURXS�PHPEHU¶V�
life, e.g. year born, years of schooling, year  you left school, any other event 
that was important for you (each person can use a different colour). 

����$ERYH�WKH�OLQH�ZULWH�LPSRUWDQW�HYHQWV�LQ�WKH�FRPPXQLW\¶V�OLIH��)RU�H[DP-
ple these could be the year when people moved into the area, when RDP 
houses were built, any major events such as community uprisings, strikes, 
or major accidents occured.

����'LVFXVV�LQ�\RXU�JURXS���ZKHUH�ZLOO�\RXU�FRPPXQLW\�EH�LQ�������\HDUV�WLPH�
on issues such as education, health care, public transport, the education 
and economic levels in the community and the unity and organisation of the 
community? Mark this on the future section of the time line. 

7KH�JURXS�WKHQ�ZULWHV�D�VKRUW�QRWH�RQ�ZKHUH�\RX�VHH�\RXU�FRPPXQLW\�LQ����
\HDUV�WLPH��6WDUW�WKLV�QRWH�ZLWK�WKH�ZRUGV�³�,Q����\HDUV�IURP�QRZ�RXU�FRP-
PXQLW\�ZLOO«´

����,I�\RX�DUH�LQ�D�ZRUNVKRS�ZKHUH�D�QXPEHU�RI�VPDOO�JURXSV�KDYH�ZRUNHG�
on this activity each group can now show their time line and future state-
ment to the other groups.

����)LQDOO\�DOO�ZKR�SDUWLFLSDWHG�LQ�WKLV�DFWLYLW\�GLVFXVV�WKH�IROORZLQJ�TXHVWLRQV���
D��:KDW�KDYH�ZH�OHDUQW� LQ�WKLV�H[HUFLVH�DERXW�RXU�SDVW�DQG�DERXW�RXU�
likely future? 
b. What does this say about what we should be doing today?

 drawing a timeline
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Drawing maps help us view our community and its surroundings as if we are 
LQ�DQ�DHURSODQH��7KLV�YLHZ�IURP�WKH�³VN\´�ZLOO�KHOS�XV�VHH�WKLQJV�WKDW�ZH�ZLOO�
normally miss when we are on the ground. 

Mapping helps us look at the different features of the community and see 
how they are connected. This mapping of the community will help us iden-
WLI\�SUREOHP�DUHDV��OLNH�IRU�H[DPSOH�KRZ�D�IDFWRU\�DQG�D�SROOXWHG�ULYHU�PD\�
impact on community health.

Mapping is also a good activity to bring people together and get them to 
share their knowledge about the community and develop their understand-
ing. Mapping gets everybody in the group talking, even those who are shy 
or believe they don’t know much, it helps us talk with each other and build 
stronger ideas. 

,Q�WKH�H[HUFLVHV�EHORZ�ZH�PDS�WKH�FRPPXQLW\�IURP�WZR�SRLQWV�RI�YLHZ��

THE PHYSICAL ENVIRONMENT

)LUVW�ZH�PDS�WKH�SK\VLFDO�HQYLURQPHQW��7KLV�PDS�ZLOO�KHOS�XV�VHH��
�� Where people live in relation to rivers, mountains, valleys etc.
�� 7KH� ORFDWLRQ� RI� URDGV�� UDLOZD\V�� WD[L� DQG�EXV� URXWHV�� VFKRROV�� FOLQLFV��

shopping centers etc.
�� Where businesses, factories and mines are in relation to the community. 
This information will help us point put problems areas.

THE SOCIAL ENVIRONMENT 

1H[W�ZH�PDS�WKH�6RFLDO�(QYLURQPHQW��+HUH�ZH� ORRN�DW� WKH�SUREOHPV�WKDW�
IDPLOLHV� LQ� WKH�FRPPXQLW\�H[SHULHQFH� LQ� UHODWLRQ� WR� LQFRPH��HPSOR\PHQW��
VHUYLFHV��WUDQVSRUW��KHDOWK�FDUH��HGXFDWLRQ��VHFXULW\���6RFLDO�PDSSLQJ�DOVR�
KHOSV� XV� IRFXV� RXU� XQGHUVWDQGLQJ� RI� SUREOHPV� H[SHULHQFHG� E\� VSHFL¿F�
groups in the community such as the young, the elderly, women, and the 
unemployed.

2.3 maPPing

�

ACTIVITY 

 maPPing our PhYsical enVironment

7KLV�DFWLYLW\�ZRUNV�EHVW� LQ�VPDOO�JURXSV�RI�DURXQG���SHRSOH�� ,I� LQ�D� ODUJH�
workshop participants should work in three or four groups.  

(DFK�JURXS�ZLOO�QHHG�WKH�IROORZLQJ�PDWHULDOV�IRU�WKLV�DFWLYLW\�
�� /RQJ�VKHHWV�RI�SDSHU��RU�WDSHG�VKHHWV�RI�ÀLS�FKDUW�SDSHU��RQ�D�ZDOO��WKH�

ÀRRU�RU�RQ�D�ORQJ�WDEOH
�� Felt pens
�� Masking tape

7KH�JURXS�FKRRVHV�D�VSHFL¿F�FRPPXQLW\�WR�IRFXV�RQ�IRU�WKLV�DFWLYLW\��$OO�WKH�
people in the group must have knowledge of this community.

����7KH�JURXS�GUDZV�D�PDS�RI�WKH�FRPPXQLW\��

On this map they show where people live, the mountains, rivers, valleys, 
FRPPXQLW\�IDFLOLWLHV��SOD\�¿HOGV��FOLQLFV��VFKRROV�HWF��DQG�WKH�GLVWDQFH�IURP�
the highways, factories or mines

����7KH�JURXS�WKHQ�PDUNV�RXW�RQ�WKH�PDS��WKH�VSRWV�RU�DUHDV�ZKHUH�WKH�FRP-
PXQLW\�H[SHULHQFHV�SUREOHPV��7KH�JURXS�ZULWHV�RXW�D�ODEHO�H�J��³GXPSLQJ�
±��FDXVHV�KHDOWK�SUREOHPV´�DQG�SODFHV��WKLV�ODEHO�RQ�WKH�VSRW�RQ�WKH�PDS�

����7KH�JURXS�WKHQ�OLVWV�DOO�WKH�SUREOHPV�WKH\�LGHQWL¿HG�RQ�WKH�PDS��
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7KLV�DFWLYLW\�ZRUNV�EHVW� LQ�VPDOO�JURXSV�RI�DURXQG���SHRSOH�� ,I� LQ�D� ODUJH�
workshop participants should work in three or four groups.  

You will need the following materials for this activity. 
�� /RQJ�VKHHWV�RI�SDSHU��RU�WDSHG�VKHHWV�RI�ÀLS�FKDUW�SDSHU��RQ�D�ZDOO��WKH�

ÀRRU��RU�RQ�D�ORQJ�WDEOH
�� Felt pens, coloured pencils and crayons
�� Masking tape

7KH�JURXS�FKRRVHV�D�VSHFL¿F�FRPPXQLW\�WR�IRFXV�RQ�IRU�WKLV�H[HUFLVH��$OO�
the people in the group must have knowledge of this community.

����2QH�JURXS�PHPEHU�GUDZV�D�SLFWXUH�RI�D�IDPLO\�LQ�WKH�FHQWHU�RI�WKH�ORQJ�
sheet of paper and circles the family.

Each member of the group then thinks about their own families, relatives, 
QHLJKERXUV�DQG�IULHQGV�DQG�RQ�WKH�SUREOHPV�WKHVH�IDPLOLHV�H[SHULHQFH�LQ�
common. (Think about income, employment, community services, educa-
tion, health care, transport, recreation etc.) 

����7KH�JURXS�WKHQ�GUDZV�D�OLQH�IURP�WKH�IDPLO\�LQ�WKH�FLUFOH�DQG�DW�WKH�HQG�
of the line they draw a picture that shows a problem, e.g. they draw a bus 
if the problem is transport. They then write down in a few words what the 
transport problem is (eg no bus service, too few buses, buses don’t stop 
nearby, accidents caused by reckless bus drivers, bad roads etc). For each 
problem faced the group draws another line from the family, and a picture 
DQG�DQ�H[SODQDWLRQ�RI�WKH�SUREOHP�DW�WKH�HQG�RI�WKH�OLQH�

����7KH�JURXS�WKHQ�
�� OLVWV�DOO�WKH�SUREOHPV�RQ�D�VHSDUDWH�ÀLS�FKDUW�SDSHU�
�� discusses the list
�� places the problems in order of most important to the community to the 

OHDVW�LPSRUWDQW��,I�WKH�JURXS�FDQQRW�HDVLO\�DJUHH�RQ�DQ�RUGHU�RI�SULRULW\�
through discussion, the group can vote. Each member of the group gets 
��YRWHV�WR�YRWH�IRU�WKH���PRVW�LPSRUWDQW�SUREOHPV��7KH�SUREOHP�ZLWK�WKH�
most votes goes to the top of the list and that with the least votes goes 
to the bottom of the list.

����,I�LQ�D�ZRUNVKRS�ZKHUH�WKHUH�ZHUH�WKUHH�RU�IRXU�JURXSV�HDFK�JURXS�WKHQ�
takes time to look at the other groups maps and the prioritising of problems, 
noting similarities and differences.

listing and Prioritising
,Q�WKH�SUHYLRXV�WZR�DFWLYLWLHV��WKH�JURXSV�ZHUH�UHTXLUHG�WR�OLVW�DQG�DUUDQJH�
the problems in order of the most important to the least important. This is 
important as often we have a long list of problems, without identifying the 
priority problems.

You can get to priority problems trough discussion and arriving at a con-
VHQVXV��+RZHYHU��ZKHUH�FRQVHQVXV�LV�QRW�SRVVLEOH��YRWLQJ�LV�D�TXLFN�WHFK-
QLTXH�WR�KHOS�\RX�LGHQWLI\�WKH�SULRULWLHV�

(DFK�PHPEHU�LV�JLYHQ���YRWHV�WR�YRWH�IRU�WKH���PRVW�LPSRUWDQW�SUREOHPV��
The problem with the most votes goes to the top of the list and that with the 
least votes goes to the bottom of the list.

�

ACTIVITY 

 maPPing our social enVironment
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:KHQ�ZH�WKLQN�DERXW�UHSRUWV�ZH�WKLQN�DERXW� WH[W�RU�ZULWWHQ�UHSRUWV��+RZ-
ever, today with the technology available to us we can make many different 
W\SHV�RI�UHSRUWV��

�� Picture or Photo Report 
We can take photographs and organise this into a report. 
�� Audio Report 
We can record people talking and use this to create a report. 
�� Video Report 
We can make a video showing people talking about a problem, as well as 
showing pictures of the problem that they are talking about.

:H�FDQ�GR�DOO�RI�WKLV�XVLQJ�D�³VPDUW�FHOO�SKRQH�´�ZKLFK�LV�HDVLO\�DYDLODEOH�LQ�
many communities. 

We can do more; we can send these voice, picture, and video recordings 
to people across our city, country and the globe from our cell phone or a 
computer. 

However, a camera or recorder does not create the message for the report. 
,W�LV�WKH�SHUVRQ�XVLQJ�WKH�HTXLSPHQW�ZKR�FUHDWHV�WKH�PHVVDJH��7KLV�UHTXLUHV�
careful thinking and planning about what the message is and how a picture, 
voice or video recording can convey this message.

,Q�WKLV�VHFWLRQ�ZH�JLYH�JXLGHOLQHV�RQ�KRZ�ZH�FDQ�FUHDWH�UHSRUWV�XVLQJ�SLF-
tures, video or voice.

We will focus on making a report with pictures (still photographs). These 
guidelines will be similar for making reports using a voice or video recording.

2.4 using PhotograPhs to gather 
information

����'LVFXVV�ZLWK�\RXU�JURXS��
�� <RXU�$LPV��:K\�DUH�\RX�WDNLQJ�WKH�SKRWRJUDSK"
�� 0HVVDJH��:KDW�GR�\RX�ZDQW�WR�WHOO�\RXU�YLHZHU�RU�UHDGHU"
�� 3LFWXUHV��:KDW�SLFWXUHV�ZLOO�KHOS�\RX�WHOO�\RXU�VWRU\"

����3ODQ��$JUHH�RQ�ZKHUH��ZKHQ�DQG�ZKR�ZLOO�EH�LQYROYHG�

����&KHFN�WKDW�\RXU�FDPHUD�KDV�VXI¿FLHQW�PHPRU\�RQ�WKH�GLVF�DQG�VXI¿FLHQW�
battery life. 

 taking PhotograPhs

FRAME: Place your subject in your camera 
frame

FOCUS: On the detail of your problem

41/0<"�,WV¼\�[PWW\�QV\W�\PM�TQOP\ ;0),7?"�,WV¼\�TW[M�aW]Z�[]JRMK\�QV�\PM�
shadow

TIPS FOR TAKING GOOD PICTURES
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TELL THE STORY OF THE PHOTOGRAPH

After you have taken your photos you have to tell the story of the picture. 
Print your picture or view it on a computer.  Write clear statements for each 
picture. 
�� :KHUH�ZDV�WKH�SLFWXUH�WDNHQ"�
�� :KHQ�ZDV�LW�WDNHQ"
�� :KR�LV�LQ�WKH�SLFWXUH"
�� :KDW�LV�WKH�VWRU\�EHLQJ�WROG�LQ�WKH�SLFWXUH"�

PRESENTING YOUR PICTURES AS A REPORT

Organise your picture and statements into a report.

<RX�FRXOG�VWUXFWXUH�\RXU�UHSRUW�DV�IROORZV��

�� 7LWOH��6KRXOG�JLYH�DQ�LGHD�RI�ZKDW�\RXU�UHSRUW�LV�DERXW�
�� ,QWURGXFWLRQ��6KRXOG�WHOO�WKH�YLHZHU�ZKDW�\RXU�SLFWXUH�UHSRUW�LV�DERXW�LQ�

one or two sentences.
�� %RG\��6KRXOG�GHVFULEH�WKH�SUREOHP�E\�RUJDQLVLQJ�WKH�SLFWXUHV�DQG�VWDWH-

ments in a way so that the viewer will follow your story.
�� &RQFOXVLRQ��6KRXOG�VWDWH�ZKDW�\RX�EHOLHYH�WKH�VROXWLRQ�RI�WKH�SUREOHP�

is. And it should state your recommendations.

��� Working in a small group, the group decides on a problem they wish to 
do a photo report on. The group then writes a short statement on what 
their message is; and a short plan for their activities 

��� Working individually, each person then checks if their camera or cell 
phone to take pictures with, is in working order. Each practices using 
the camera or cell phone.

��� Each one then goes out to take pictures.

��� Together the group views the pictures either on a computer or the print-
ed versions

��� The group then selects the pictures that best illustrate the problem; they 
write statements for each picture; and organise the pictures into a report

��� The group presents the report to colleagues for feed back (drawing on 
the writing feedback ideas in this resource book).

��� %DVHG�RQ�WKH�IHHGEDFN�WKH�JURXS�¿QDOLVHV�WKH�UHSRUW�

�

ACTIVITY 

 PreParing a Photo rePort

Our group looked into the problem of dumping 
in our township. Our aim is to talk with people in 
the community about taking action to solve  this 
problem. This is our group report

Why do people dump? People dump because 
they are not given dustbins and the council don’t 
pick up bins regularly. The council does not ser-
vice people living in the informal settlement.

Dumping is a danger to childrens health. They 
play in the dumping area and sometimes they 
get hurt by the broken bottles

The water stream that runs 
QHDU�-RH�6ORYR�LV�IXOO�RI�GLUW�
in such way that it clogged 
up because people are us-
ing it as a dumping area

Residents who live near this shaft are very con-
cerned  because  there is no fence and no warn-
ing signs.

People want to build a park but others keep 
dumping there.

What we found on the illegal dumping areas. We 
found babies napkins and dead animals and poi-
sonous chemicals such as Doom sprays.

Dumping Crisis Report 

By the Kwa Thema Monitoring Group Ekhuruleni

“We beLieve THaT THe PRobLem 
can be SoLveD. FiRST We muST 
RaiSe aWaReneSS anD oRganiSe 
THe communiTy. nexT We muST 
PReSSuRe THe counciL To PRoviDe 
PRoPeR SeRviceS.”
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�

ACTIVITY 

2.5 interViewing

:RUNLQJ�LQ�D�VPDOO�JURXS��

���'HFLGH�RQ�D�FRPPXQLW\�SUREOHP�\RX�ZDQW�WR�LQYHVLWJDWH��DQG�ZKR�\RX�
would like to interview to give you information on this problem.

���3UHSDUH�IRU�WKH�LQWHUYLHZ�XVLQJ�WKH�JXLGHOLQHV�LQ�WKLV�VHFWLRQ�

���&RQGXFW�\RXU�LQWHUYLHZ

���:ULWH�D�VKRUW�UHSRUW�XVLQJ�WKH�LQIRUPDLRQ�\RX�KDYH�JDWKHUHG�LQ�\RXU�LQ-
terview.

���$IWHU�\RX�KDYH�FRPSOHWHG�WKLV�H[HUFLVH��UHÀHFW�RQ�WKH�H[SHULHQFH��DQG�
discuss with others in the group what you found to be important, interesting 
RU�GLI¿FXOW�

,QWHUYLHZLQJ�SHRSOH�LV�WKH�PRVW�GLUHFW�ZD\�RI�FROOHFWLQJ�LQIRUPDWLRQ��

$�JRRG�LQWHUYLHZ�GHSHQGV�RQ�JRRG��FOHDU�TXHVWLRQV��

An interview is a conversation and the responses you get depend on your 
TXHVWLRQV�DQG�WKH�ZD\�\RX�DVN�WKHP��)RU�H[DPSOH��LI�\RX�DVN��³,V�GXVW�SRO-
OXWLRQ�RQH�RI�WKH�ELJJHVW�SUREOHPV�LQ�\RXU�FRPPXQLW\"´�WKH�SHUVRQ�PLJKW�
VD\�³\HV´��+RZHYHU��LI�\RX�DVN��³:KDW�DUH�WKH�WKUHH�ELJJHVW�SUREOHPV�LQ�\RXU�
FRPPXQLW\"´�\RX�ZLOO�JHW�D�PRUH�GHWDLOHG�DQVZHU��DQG�QRW� MXVW�D�³\HV´�WR�
something you have suggested.

To get people to talk and to persuade them to go deeper in the conversa-
WLRQ��WKH�LQWHUYLHZHU�PXVW�EH�VNLOOIXO�DQG�JDLQ�WKH�FRQ¿GHQFH�RI�WKH�SHUVRQ�
being interviewed.

A good interviewer has to prepare well, and to develop the skills to ask 
TXHVWLRQV�

The guidelines and the activity below are meant to help you develop the 
skills of conducting a good interview. 

PREPARATION BEFORE THE INTERVIEW

�� Get information on the topic you are writing about and the people you 
are going to interview

�� 3UHSDUH�\RXU�OLVW�RI�TXHVWLRQV�EHIRUH�WKH�LQWHUYLHZ��
�� Make sure you have a pen and a notebook to take notes during the 

interview.

CONDUCTING THE INTERVIEW

�� ,QWURGXFH�\RXUVHOI�
�� Write down the person´s name and contact details, and if from an or-

ganistaion, the name of the organisation and their position. 
�� 0DNH�WKH�LQWHUYLHZHH�IHHO�FRPIRUWDEOH�DQG�UHOD[HG�EHIRUH�\RX�VWDUW�DVN-

LQJ�TXHVWLRQV�
�� $VN�VKRUW�DQG�WR�WKH�SRLQW�TXHVWLRQV��
�� Listen very carefully to what the interviewee says, and ask follow-up 

TXHVWLRQV�LI�WKH�UHVSRQVH�LV�QRW�FOHDU�
Take notes as the interviewee talks, writing short sentences, words and 
symbols that will help you remember later. 

RESPECT FOR THE INTERVIEWEE

�� Make sure to ask the interviewee if you can use their name in your re-
port.

Respect the right of the person you interviewed to not be named. 

WRITING UP THE INTERVIEW 

�� Write up your shorthand notes in full as soon as possible after the inter-
view. Do not delay because you will forget what you heard.

�� Use this information to write your full report.

6HH�����IRU�JXLGHOLQHV�RQ�³:ULWLQJ�D�6KRUW�5HSRUW´

 interViewing


