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In this chapter we introduce tools to help activists produce both 
traditional and new social media. We start with traditional newsletters. 
We then move to podcasts, websites and blogs. Next we look at 
WhatsApp, Twitter and Facebook. We introduce digital mapping 
or crowd mapping as a tool to present information and we give 
guidelines on how to set up a crowdmap. Finally we provide tips for 
taking pictures and videos and for conducting interviews. 

Activists are encouraged to start “playing” with the different media 
tools using the ideas and guidelines in this chapter. All the media 
presented here are interconnected. For example, if you write an 
article and take a picture for a traditional print newsletter, that same 
text and picture can be sent via WhatsApp, posted on a blog or a 
crowdmap, tweeted on Twitter and posted on Facebook.

CHAPTER 7

MEDIA AND COMMUNICATIONS 
TOOLS FOR GETTING YOUR STORY OUT
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DECIDE ON THE CONTENT AND PRODUCE TEXT AND 
PICTURES 

This is the most important first step in producing a newsletter. 
The group needs to agree on how many articles they want in 
the newsletter. For each article the group needs to decide the 
content, who they are writing for, what the main message is 
and what they want the reader to know, feel and do. The group 
can refer to the guidelines in Chapter 5 “Preparing to Write  - 
Clarifying the main message” to help with this.

The group then needs to develop a plan of who will write each 
article and by when. Each writer then writes the article by the 
given date. The guidelines in Chapter 5 “Writing an article for 
a newsletter or blog” can guide the writing of each newsletter 
article.

Traditionally activists have used pamphlets (a short information 
sheet) and newsletters to keep communities informed and to raise 
awareness on key issues.

In most working class communities printed documents are important. 
This is because most people in working class communities do not 
have easy access to digital media.

To reach wider audiences newsletters can be distributed via email, 
and the material produced for a print newsletter (text and pictures) 
can be posted on a blog and distributed through Facebook, Twitter, 
and WhatsApp.

Making a newsletter

7.1

STEP 1
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GET YOUR ARTICLES READY FOR LAYOUT 

Once the articles have been written, all the articles should be 
typed and saved in single folder. The group must read through 
each article and check that:

• the main message in each article comes through clearly
• each article has a catchy headline 
• has the authors name
• spelling errors and typos are corrected

ORGANISE YOUR PICTURES 

Each writer: 
• Selects pictures for their article 
• Writes captions for these pictures 
• Writes the name of the person who took the pictures

MAKE A DRAFT LAYOUT
 

 
• Make a draft layout of your newsletter to get a sense of how 

the newsletter will look. 
• Decide as a group how many pages you will have in your 

newsletter. The total number of pages in a fold up newsletter 
has to be in multiples of four – that is 4, 8, 12 and so on.

• Using a separate sheet of paper for each page, make a draft 
of the newsletter as in the picture above. 

• Decide the order of your articles and which article will go on 
which page. Put the most important and best articles first. 

• Look closely at pages facing each other (e.g. page 2 and 3 
or 4 and 5) to see if they work well together. In the printed 
newsletter these pages will be seen together.

STEP 2

STEP 3

STEP 4
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CHOOSE YOUR LAYOUT SOFTWARE ON YOUR COMPUTER

There are different types of software or programmes for 
layout on the Internet. Many of these are free. A simple 
Internet search will show you many options 

Activists in South Africa have been using MS Word Publisher. 
This is free and allows you to download a template which you 
can then use. 

PRODUCE A FIRST DRAFT OF YOUR DESIGN

Using the software you have chosen, you can now start to 
produce a first draft of your newsletter. 

you	start	by	setting	up	a	document	
1. Start a new document 
2. Set up a template 
3. Decide on the size of your pages–A4 can be printed on 

a standard photocopy machine and may be the most 
convenient

4. Select the column size and set your margins
5. Name and save your document

STEP 5

STEP 6
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6.  Next, decide on your newsletter title.

7. Then, decide on the font type and make this standard 
throughout your newsletter (e.g. Tahoma). Decide on the 
font size you will use and make this standard (e.g. Tahoma 
Bold size 24 for big headlines; Tahoma bold size 20 for 
smaller headlines; Tahoma size 9 for body text, Tahoma 
italic size 8 for captions to photos)

PROOF READ YOUR DOCUMENT

Once you have completed the first draft of your design it is 
important to read through the document to make sure there 
are no errors. Many little things can go wrong when you are 
doing the layout on the computer. It always helps to get a 
different person, a “fresh eye,” to proofread. Proof reading is 
easier when you look at printed pages. 

PRINTING 

Next you print your newsletter. If you are printing size A4, 
which is a standard office paper size, then most photocopy 
machines can do this. Some bigger photocopiers can handle 
A3 which folds into an A4 sized newsletter. Any size bigger 
then A3, such as a tabloid newspaper, has to be sent to a 
professional printer because it would require larger machines 
to print.

DISTRIBUTION OF HARD COPY

This stage is an important step. You want to make sure the 
newsletter reaches the people it was meant for. If you have 
printed a small number of newsletters it is important that you 
target carefully who will receive these. Make a list and check 
that the newsletter is distributed as planned.

STEP 7

STEP 8

STEP 9
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DISTRIBUTION OF AN ELECTRONIC COPY

The newsletter can be turned into an electronic document, 
a low res PDF, which you can send via email, and as a text 
message or WhatsApp message.

You can create a lowres PDF by converting your newsletter 
layout file using a pdf convertor. You find a convertor by 
searching on Google as shown in the picture below. 

STEP 10
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A podcast is an audio file which is made digitally on a computer or cell 
phone. These files can be sent to listeners on WhatsApp, by email, or 
can be posted on Facebook. 

With podcasts community activists can reach sections of the community 
who do not read or who may find reading difficult. Podcasts allow 
messages to be presented in more interesting and entertaining ways 
than print publications, and this is good for reaching young audiences. 

With podcasts you can bring in different voices, as well as set up 
debates among people. 

Below we set up guidelines to produce two types of Podcasts: 
• A short sharp quickly produced voice note
• A longer podcast in the form of radio show which requires 

planning and preparation.

THE SHORT SHARP QUICK BULLETIN: 
A WHATSAPP VOICE NOTE OF ONE TO THREE MINUTES

A short sharp quick production can take the form of a WhatsApp voice 
note of between one to three minutes. This can be recorded on a 
smart phone in one take. To be effective however, a short bulletin 
requires some thinking and preparation.
 
On the next page are some guidelines for preparing a voice note of 
one to three minutes.

Producing a 
podcast

7.2

Resource Manual For Community Activists Vol 2 / 2017



91

DECIDE ON YOUR MESSAGE 
Your message must be very simple and clear. It is best that you 
focus on only one issue.

IF YOUR PODCAST INCLUDES INTERVIEWS
you will need to decide on the questions you will ask before 
you get to the interview. 

FOLLOW A SIMPLE STRUCTURE: 

• Introduce yourself: This is Mandla Jwili on the EEO 
Community Bulletin.

• Say what your topic is: I am speaking to Sam Jolobe from 
the Save the Karoo Coalition

• Ask question1: Comrade Jolobe, please tell us briefly about 
your campaign 

• Get a response
• Ask question 2: How can the listener support your campaign
• Get Response 
• Thank the person you interviewed and make a concluding 

statement: 

Thank you Comrade Jolobe.
This is Mandla Jwili for EEO signing off. 
Thank you for listening and listen out for further EEO 
Bulletins on your WhatsApp network.

STEP 1

STEP 2

STEP 3

THE RADIO SHOW

The radio show is a podcast which can be as long as 10 minutes. To 
be effective it is recorded on good quality recorders and edited on a 
computer. The audio file of the radio is large however it can be sent 
via email or posted on a blog page. The following are steps to follow 
in creating a radio show
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WRITE DOWN YOUR CONCEPT FOR THE PODCAST

A well-produced Radio show, even one that is ten minutes long 
requires an interesting idea or concept or idea. The concept 
for the podcast can be developed by answering the following 
questions.

• Why are you making this podcast? 
• What is your message? 
• Who do you want the message to reach? (who will be the 

listeners?)
• What would you like the listeners to think, feel and do 

after listening?
• How will you transmit your podcast?

o Email 
o WhatsApp
o Posting on a blog 
o Handing your clip to a radio station 
o Playing your clip in a meeting

WRITE AN OUTLINE OR MAP YOUR PROCESS

Start by making an outline or map of your podcast. The map 
will include the elements of your podcast as in the diagram on 
the next page:

STEP 1

STEP 2
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Content Detail Time
Introduction Greet the listener

Introduce yourself 
Name of your show (if you have one) 
What this show is about
Play your signature tune (if you have one) 

30-60 
secs

Topic One Introduce and present your first topic 3 min
Interlude This is a little break that prepares you reader 

for a second topic
30 secs

Topic Two Move into your next topic 3 min
Closing Thank your guest for listening 

Thank those who contributed to the programme 
Tell your listeners about any future programmes 
End with your signature tune

60 secs

Now take each Activity Step and fill out the details of what you 
will say and the questions you will ask. This will assist you to 
be more efficient in your production.

Introduction 

• What will you say in the introduction.
• Who will say this?
• How long will this be? 
• What signature tune will you use? where will you find it? 

who will find it? (usually a signature tune will be about 30 
seconds long)

Topic One
 
• Who will your guests be?
• What input do you want them to make?
• What questions will you ask them?

Closing 

• At the end of the discussion what summary statement will 
you make in closing?

• How will you end your show?
• Who should you thank? 
• What do you say to your listeners about any future 

productions?

STEP 3
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his ec on The detail Time Who omments

Introduction Who we are
What this programme is about

1 Min Narrator

Signature 
Tune

30 Sec Prepare this 
before 
recording

Topic 1

Introduce topic and guest 1 Narrator

Ask guest question 1
ive guest time to respond

Narrator
Guest responds

Ask guest question 2
ive guest time to respond

Narrator
Guest responds

Sum up and thank the guest

Interlude use a section from the Bob Marley 
“Redemption” song

30 Sec Prepare this 
before 
recording

Topic 2 Introduce topic and guest 1 Narrator

Ask guest question 1
ive guest time to respond

Narrator
Guest responds

Ask guest question 2
ive guest time to respond

Narrator
Guest responds

Closing Sum up and thank the guest 1 min

Remind listeners to listen again

After completing steps 2 and 3 you can write a script to direct your 
production. Here is an example of how you can prepare a script:

STEP 4
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TIPS FOR A GOOD SHOW 

Presentation Style 

You need to make a decision on your presentation style as an 
activist movement. Presentation style includes your voice tone, 
and how personal or impersonal you want to be in presenting 
yourself. For example do you want a measured, strict tone, or 
do you want a racy, jazzy style. 

Examples of presentation style are:
• The official news of the day has a formal style with the 

presenter working tightly to a script and keeps his or her 
personality in the background. 

• A youth rap music show has an informal, personal style 
with the presenter making up content as they go along.

Write for the ear not for the eyes.

When writing and recording your script, remember that the 
listener is not a reader. A reader can read a long sentence by 
going back to it several times. If a reader comes across a word 
she does not understand, she can look it up in a dictionary. 
Listening is instant. The listener gets it or not. So here are 
some rules 

• Talk clearly
• Use short sentences 
• Use simple understandable words and sentences.
• Make a connection with your listener, be lively, be 

energized, be pleasant (not over the top, squeaky or dull) 

Recording your podcast 

Before you start recording 
• test your equipment
• test your software and volume controls
• make sure that everything is working

When you record
• Be conscious of the sounds around you - the wind, 

machines, people talking. You don’t want distracting 
noise. You need to record in a place where there is as 
little external sound as possible. 

Resource Manual For Community Activists Vol 2 / 2017



96

After you record
• take care to label your audio files properly and save 

them. It is very easy to lose hours of work simply 
because you did not take care to save the files. Save 
and label audio files as you would other computer files.

The equipment you need
• You will need a microphone and editing hardware and 

software. 
• You could use your cell phone instead of a microphone 

but the sound quality may not be very good, especially 
if you want your podcast to be used by radio stations. 
A recorder with a microphone will give you much better 
sound. To find shops that sell voice recorders do a 
search on the Internet.
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It is possible to make your podcast by simply recording 
your message in one take. But if you want to mix different 
recordings like music and interviews you would need to use a 
laptop computer with special audio editing software. You can 
find out about free audio editing software by doing a search 
on the Internet.
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Websites and Blogs

Any individual or organisation can create 
a website or blog on the Internet. This is a 
collection of pages with text, pictures, and 
videos. 

A website is set up by registering with 
a webserver company on the Internet. 
The website is given a name or address 
referred to as a URL, for example: http://
communitymonitors.net. This URL can be 
passed on to anybody wanting to visit the 
site. People can find information on your 
site via a search engine such as Google. 
Search engines can link a searcher to your 
site if you have information relevant to the 
question they are searching.

A Blog is a mini website with just a few 
pages. A blog is easier to set up and does 
not have all the features of a website. A 
blog, like a website, has a name (URL), and 
can be found by public users on a search 
engine such as Google.

Facebook

Facebook is a site or platform on the Internet 
where you can post messages, pictures 
and videos for other people to view. To do 
this first you have to register and create 
an account. This will allow you to set up 
your own Facebook page on which you can 
post your information. For other people to 
see your message and respond you would 
need to become “friends.” You can set your 
Facebook settings so that your messages 
can be seen by your friends as well as their 
friends, or so that your message can be seen 
by the public on and off Facebook.

Facebook can be used by an organisation as 
its notice board. You can post your messages 
on Facebook to promote a campaign and get 
solidarity support from organisations and 
individuals around the world. Facebook, like 
twitter, is a good way to get the attention of 
the public media. Facebook is also a good 
way of learning what other organisations 
are doing.

To use Facebook effectively, you would have 
to post regularly and increase the number 
of friends among all the groups you want 
support from.

Social Media Platforms

7.3
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witter

Twitter is an Internet service which allows 
individuals to send out short posts called 
‘tweets.’ To use Twitter, the activist has to 
register as a member. Members are known 
as ‘tweeters.’ A member can post as many 
tweets but each tweet has to have not more 
than 140 characters.

Anybody can read a tweet, search a tweet 
and become a follower of a tweeter. The 
more followers one has the more people are 
likely to see your post.

A message can be linked to a particular 
subject under discussion on Twitter by using 
a # (hashtag). So for example if you wish 
that your tweet is included in a discussion 
on coal mining, you would insert in your 
tweet #coalmining. Anybody wanting to 
read tweets on coal mining will search on 
twitter using the tag #coalmining.

Your tweet account can be linked to your 
Facebook page. Any tweet you post will at 
the same time appear on your Facebook 
page.

Once you have posted messages or even a 
picture on Twitter, that message becomes 
searchable by other users and therefore is 
an important record. 

An organisation can use Twitter to get its 
information and news to a larger audience 
and special target groups such as the public 
media. However to do this effectively the 
organisation has to become known by its 
target groups. This requires regular posting 
on Twitter and can take time.

WhatsApp

WhatsApp is a texting service which can 
be downloaded free of charge on a smart 
phone.  It operates on the Internet and the 
costs are usually lower than sending a text 
message (sms). 

WhatsApp have close to a billion users in 
180 countries across the world. 

WhatsApp is a useful tool for organising 
because it allows activists with smart phones 
to set up a chat group of as many as 254 
people. A message posted on WhatsApp can 
be received by all members of the group 
who can reply immediately for all to read.

WhatsApp allows the creation of any number 
of groups. 

It is possible to post text, pictures, videos 
as well as voice notes on WhatsApp. It is 
possible also to post a whole page of writing 
on WhatsApp provided it is in pdf form. 

A chat group requires an Administrator 
who will bring on members and manage the 
conversations. The Administrator should 
set rules for conversations and monitor that 
members respect the rules. 
WhatsApp chat groups work best when they 
are set up around a specific issue or where 
people have something in common.
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When trying to get people involved in a discussion about community 
problems a map can help in getting people to identify problem “hot 
spots.” It also helps us to see connections between problems. 

A map is a picture of a specific area which shows where people live, 
and where the roads, railways, rivers, shops, schools and clinics are 
located. A map helps community members to picture a large area 
as well as specific areas. Seeing this picture can help discussion of 
community problems.

A digital map, created using a computer can be a powerful tool for 
activists.

Digital maps have overcome some of the limits of hand drawn maps. 

Community Digital Mapping 
(Crowd Mapping)

7.4
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The limits to hand drawn maps include:

• The map cannot be easily shared unless it is copied and passed 
on to others. 

• The information on a map cannot easily be updated without re-
drawing the map.

• To make a map everybody has to be in the same room at the 
same time. 

THE USHAHIDI CROWD MAP

The guidelines presented in this chapter draw on the USHAHIDI 
crowdmap.

USHAHIDI, a Kenyan based organisation developed a digital map called 
the Ushahidi Crowdmap which can be used as a powerful information 
tool for activists. For more information on USHAHIDI see https://
www.ushahidi.com/.

CROWD MAPPING 
Crowd mapping allows groups of people who may not be in the same 
place at the same time to place information on an Internet based map. 
With crowd mapping the community can strengthen their activism.

THE COMMUNITY CAN PARTICIPATE IN THE MAPPING 
Individuals spread around the community can log onto the digital 
map using a smart phone and they can post information on problems 
in their village or street.
 
Community	members	can	add	different	types	of	information	on	
the map
Individuals can mark the exact location, add pictures and links to other 
articles and videos.  They can arrange the information in categories, 
so that all water related problems, for example, can be seen simply by 
pressing on the category tab “water.”

The	map	can	be	shared	across	the	community,	country	and	the	
world 
The map can be shared by sending the link to people anywhere in the 
world.

Different	groups	of	people	can	work	on	the	same	map
Different groups of people, in different countries can work on the 
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same map. For example, people from different countries living next 
to coal mines can create a common map and post their observations. 

The	map	can	be	constantly	updated	over	many	years
A digital map can be easily accessed by a large number of people, 
who can constantly update it.

The Community digital map can strengthen the work of community 
activists

Community Digital Mapping helps activists 

• involve and raise awareness in a community 
• deepen investigation 
• link communities on common issues 
• provide evidence in a meeting, so that they can tell their story 

while referring to the exact spot where the problems occur and 
refer to the pictures, audios, videos and backup reports that are 
linked to the map

• monitor over many years recurring problems in a particular area 
by constantly up dating the information
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SET UP YOUR MAP 

To set up your map you would need to do the following:
1. Go to http://crowdmap.com
2. Sign Up 
3. Create your account 
4. Create your (deployment) URL address
5. Enter your deployment details 
6. Accept Terms of Use 
7. Click on Finish and Create deployment.

All of the above steps are set out in greater detail on the 
following Internet site:

http://www.slideshare.net/AnahiAyala/ushahidi-and-
crowdmap-training

USING YOUR MAP FROM A CELL PHONE OR TABLET, 
DOWNLOAD THE USHAHIDI APP

1. First Download the Ushahidi App on your (smart) Phone or 
Tablet

 - You will find the icon for Ushahidi in Google Play  

 
 

Download this app.
1.1. Once you have downloaded the Ushahidi App

a. Go to maps, and click on this
b. On the drop down menu “Add Map by URL” 

i. Enter Name – e.g. Community Monitors
ii. Enter Description – optional 
iii. Enter the URL of the map you set up -
communitymonitors.crowdmap.com
iv. Hit ok/done

STEP 1

STEP 2

STEP 3

Setting up the USHAHIDI Crowdmap

Resource Manual For Community Activists Vol 2 / 2017



104

v. Enter map 
vi. Locate where to Add New Report 

1.2. Using a computer 

● From your Internet browser look up the address 
https://communitymonitors.crowdmap.com 
● Locate “submit	a	Report”

MAKING A REPORT 

Anyone can make a report on your map. However, the post 
will not appear on the map until the person appointed as the 
Administrator of your map approves the post. 

When you go to “Add Report” on your android tablet or 
“submit	a	Report” on your computer, you get the following
 

- Title 
- Description 
- Category
- Date and Time 
- Location 
- Photos
- News
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STATE THE PROBLEM

n a few words state the problem you are observing. This 
should help a reader to immediately understand what the 
report is about. 
e.g. Toilets in Ikemeleng 

WRITE YOUR DESCRIPTION OF THE PROBLEM USING THE 
FOLLOWING GUIDE:

What: In one or two sentences state what the problem is.
e.g. The community is forced to use portable toilets which 
are not serviced 

Where: State the location, the section, village, the town and 
city. 
e.g. The Spa Section, Ikemeleng, Kroondaal, Rustenburg. 

The	effect	of	the	problem?
How does this problem affect the environment and or peo-
ple in the community? 
e.g. The smells make create great discomfort to the people. 
Many people have become sick from diseases related to the 
toilet.

The	responsible	authority?	
Which authority is responsible for causing the problem or 
resolving the problem.
e.g. The mine caused the problem by relocating people 
without providing proper toilets. The Local Municipal Coun-
cil is responsible since they are required by law to provide 
adequate sanitation and to service the toilet system.

Additional Information (Optional) 
A short quote from a person using the toilet 
Your personal comment on the problem 
What action should be taken 

Name of person making the post 
Your name (this is optional) or organization making the post 

When you set up the site you will list categories to group the 
problems into e.g. Health, Pollution (air, water, soil), Com-
munity Resistance etc.
For each report you will tick one or more category - where a 
problem fits into more than one category you tick both.

TITLE

DESCRIPTION

CATEGORY
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Your device will insert date and time 

If you are posting from the exact site your device will show 
the GPS coordinates on map. If you are not on the site, you 
should set the tag on the map by pointing it to the exact spot 
related to your observation. If this is not possible, write down 
name of the road, section, village, township etc. 

Add photos to show clearly what the problem is. You could 
take a photo or add this from a file. Get close enough to show 
the details. Multiple pictures can be taken if needed, to show 
different aspects of the problem.

You can add a link to YouTube videos. This feature may only 
available from computers. 

Here you can add a link to a video, picture, text on a blog or 
another website. 
For example, if you are reporting on the problem of portable 
toilets in Ikemeleng, in addition to your report, you can link 
to a more detailed news article on this issues from a newspa-
per website. 

DATE & TIME

LOCATION

PHOTO

VIDEO

NEWS
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Taking a picture is very simple. Most cellphones have cameras. 
You simply point your phone to your object and you click. 
However, this does not mean that you will get a picture good 
enough to tell your story to the person you send to picture to. 

Here are guidelines to help you take a picture that will tell your 
story. 

BE CLEAR IN YOUR MIND WHAT STORY YOU WANT YOUR 
PICTURE TO TELL.

a. Why are you taking this picture? 
b. What do you want to tell your viewer? 
c. What picture will help you tell your story

TIPS FOR TAKING A GOOD PICTURE 

•	 Frame: Place your subject in your camera frame.
•	 Focus: Focus on the detail of the subject you want to 

picture. 
•	 Light: Don’t shoot into a light. It is best if the light is 

behind you.
•	 Shadow: Make sure your subject is not lost in the 

shadows.

WRITE A BRIEF NOTE TO EXPLAIN YOUR PICTURE
 

• Where was the picture taken?
• When was it taken
• Who is in the picture 
• What is the story being told in the picture (in a single line) 
• Who took the picture

Tips for taking pictures

7.5
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LENGTH OF YOUR VIDEO 
If you want to send your video via WhatsApp and to have it 
quickly and easily downloaded on most cellphones then your 
video must be between 90 seconds and 3 minutes in length or 
not more than 16mb in size.

FRAMING 
Place the person you are filming in the center of your picture. 
Check that there is no distraction in the background, that there 
is not too much movement, or too much light.

AUDIO 
If your viewer cannot hear what the person you are interviewing 
is saying then your video fails. Here are tips to get a good 
sound: 
- make sure you are in a quiet spot or away from the sounds 
of people talking or the sounds of heavy traffic or machinery.
- avoid tunnels or rooms with an echo.
- avoid places where the wind is strong.
- move close to the person you are interviewing. 
- if they are talking too softly, ask them to speak up.

LIGHTING 
Most cellphone cameras will struggle with dimly lit rooms. If 
the room is dim or you are in deep shadow then move to a 
brighter spot close to a window, or outside in natural light. 

The cellphone video camera is increasing in quality and allows you 
to do many things. The quality of your smart phone will determine 
the quality of your video. In this guideline we provide some tips for 
doing a short video interview that can be easily posted on WhatsApp, 
Facebook or emailed.

STEP 1

STEP 2

STEP 3

STEP 4

Tips for video interviews

7.6
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Rooms that are well lit with electric lights will do as well.
If you are not sure about the light, do a test film to check.
Do not shoot into the light. Position yourself so that the light 
is behind you and shining on the subject.

STABILIZATION
Your hand has a natural shake which will visible in your video. 
A camera tripod is best to solve this problem. If you do not 
have a tripod you can: 

o hold the camera firmly with two hands
o tuck your elbows into the side of your body
o stand firmly with your feet solid on the ground 

LANDSCAPE OR PORTRAIT
It is best to shoot in landscape rather than portrait. In 
landscape your video will fit the screen when you show it. In 
portrait your video will fit half the screen with black bars on 
either side of your picture.

KEEPING STILL IS THE BEST
Too much movement will will make for an uncomfortable 
video experience for the viewer. 
- Avoid zooming in and out
- Avoid moving your camera from side to side (panning)
- Avoid jerky movements
- Avoid shooting while walking unless you have to

STORAGE 
If you shoot a lot of video, take care that your camera has 
enough storage. 1GB storage space is good enough for video 
less then 10 minutes. Some phones have an external video 
card with as much as 2GB storage. 

STEP 5

STEP 6

STEP 7

STEP 8
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Often the strength of a good article, audio podcast or video is a 
good interview. Whether you interview people for a text, audio 
or video report, the rules for a good interview remain the same. 
Here are guidelines for a good interview.

PREPARATION 
• Get a basic understanding your interview topic 
• Prepare a list of questions for the interview 
• Ensure that your equipment is available and in working 

order whether it is pen and paper, your cellphone, or an 
audio or video recorder.

INTRODUCTION 
• Introduce yourself and inform the person why you are doing 

the interview and how you plan to use the material 
• Get the interviewee’s permission to use the material
• Write down the interviewee’s details: name, contact number 

and organisation.

DURING THE INTERVIEW
• Help the interviewee to be relaxed. Most people become 

nervous when confronted with audio recorders or video 
cameras.

• Ask short and to the point questions. Don’t engage in a 
discussion to explain your questions.

• Listen carefully to what the interviewees say so that you 
may ask a follow up question if their answers are not clear 
or sufficient, or if what they have said is of great interest.

The cellphone video camera is increasing in quality and allows you 
to do many things. The quality of your smart phone will determine 
the quality of your video. In this guideline we provide some tips for 
doing a short video interview that can be easily posted on WhatsApp, 
Facebook or emailed.

STEP 1

STEP 2

STEP 3

Tips for interviewing

7.7
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