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BACKGROUND: GOOD PRACTICE
DOCUMENTATION AND THE
POWER OF STORIES
The documentation of good practices is a critical process for stimulating learning
and innovation in development programmes. Good practice documents
are unique materials that describe, in detail, a programme, or elements of a
programme (i.e. a specific project or activity), that have contributed towards
making interventions effective and successful and which have been measured
against specific criteria. Ideally, they provide a benchmark against which other
programmes can measure themselves and successes they can aim towards.
Through good practice documents, project officers, programme managers,
donors and others can get a sense of what is working and what is not working
in different situations and contexts. They can also learn to:
 Avoid duplication of effort (within the same target area) by sharing
information and lessons learned;
 Adapt and improve effective strategies of intervention within specific
environments;
 Engage beneficiaries in documentation processes for enhanced learning
and to increases community ownership of development initiatives
 In addition, seeing one’s work documented and written up as a good
practice is a great morale-booster and encourages programmers to work
hard and continue to be innovative in their work.

The power of stories
In some cases, the process of documenting and sharing a good practice can
be fairly academic and runs the risk of being ‘too dry’ to inspire the reader.
While the analytical aspect of good practice documentation is essential, it is
the human story that adds power and persuasion and makes good practice
documents memorable and impactful. Whether it is the story of a woman
whose life has been changed for the better because of a specific programme in
her community, or the story of a project officer who learned a life lesson during
their involvement with a particular project, it is the human stories that bring to
life the data and the facts.
Stories help to bring a sense of intimacy to the issue being described and
enable others to put themselves into the shoes of a community member or
project officer who has been impacted by a development intervention. Simple
strategies and techniques can be used to integrate storytelling into a good
practice document to gain your audience’s attention and to unlock their
commitment to the issue under discussion; while print is the traditional medium
for documentation, new, affordable multimedia tools and techniques make it
possible to tell a story digitally, combining images, narrated scripts, music and
text. The digital story offers ready insight into the impact of a project and makes
for a more memorable understanding of what it entailed.

Digital storytelling: A complementary tool
for good practice documentation
Digital storytelling combines audio and visual images with a script or story.
When the story is about an individual, digital storytelling also empowers them
to use Information and Communications Technologies (ICTs) to give voice to
their experiences. Such stories provide a useful complement to good practice
documents, as well as to research initiatives and evaluations.
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This reference manual was developed jointly by SAfAIDS and Women’sNet,
with support from Oxfam Canada, to provide a step-by-step manual for using
digital storytelling as an innovative addition to the range of tools that can be
used to document and communicate good practices.

How do I use this manual?
This reference manual guides the staff of development or other organisations
to encourage individuals (either colleagues or community members) to share
their personal stories and include their voices as part of a broader good practice
documentation process. While SAfAIDS and Women’sNet focus on using the
techniques to highlight interventions that advocate for HIV and AIDS, women’s
rights, gender equality and sexual diversity programmes, the techniques
discussed can be readily adapted for use in a variety of development issues.

Who is this manual for?
The manual is intended as a reference guide for programme officers, project
leaders and writer/researchers who are taking, or have taken, a course with
SAfAIDS or Women’sNet on integrating digital storytelling with good practice
documentation.
It targets project officers, programme managers and other individuals who have
participated in the SAfAIDS basic, intermediate and advanced levels of training
on documentation and communication, or who have completed the SAfAIDS
e-learning course on documentation skills. It is intended to complement
existing training and reference manuals, including:
 HIV and AIDS Documentation and Communication Skills: A Focus on
Best Practices. (Course Guidebook: SAfAIDS 2008)
 Building Skills in HIV and AIDS Documentation and Communication: A
Reference Manual (SAfAIDS, 2008)

How can this manual be used?
This manual can be used by project officers, programme managers, writer/
researchers and others to:
 Explore strategies to enhance participatory documentation;
 Integrate digital storytelling into the process of documenting good
practices;
 Support colleagues or community members to write and share their
personal stories.
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1. INTRODUCTION: Good Practice
Documentation and Digital Storytelling
The skills of documentation and communication are essential for the fulfilment of
any task within an organisation. Unfortunately, many development organisations
have paid little attention to developing staff skills in documentation and
communication. As a result, there continues to be limited information sharing
or knowledge exchange within and between organisations. This reference
manual responds in part to this gap by presenting basic information on how
to document good practices, while introducing a unique tool that can be used
to capture the human stories that bring to life the elements of a good practice:
digital storytelling.

1.1

Good Practice Documentation

Good practice documents are valuable records that allow organisations
working in the same field of work to share knowledge, experiences and lessons
learned.

Definition of a good practice document
A ‘good practice’ document describes, in detail, a programme, or elements
of a programme, project and/or activity, that have contributed towards making
interventions effective and successful. It is linked to a continuous process of
learning, feedback, reflection and analysis of what works (and what does not
work) and the reasons why.
Good practice documents describe and evaluate the elements of a programme,
project and/or activity against specific criteria (such as the SADC Best practice
Criteria for HIV/AIDS or the UNAIDS Best Practice Criteria), to show the
successes of the programme, project and/or activity.

Why document a good practice?
There are several reasons why good practices are documented:
 They save other organisations, practitioners, or even other departments
within an organisation, from having to ‘reinvent the wheel,’ thus saving
others from duplication of effort;
 They promote knowledge exchange and learning, which allows others to
adapt their strategies to better advantage;
 They help others to avoid the pitfalls of work in a certain area by focusing
on lessons learned
 They allow for celebration of successes.

Good practice versus best practice
Over the past few years, there has been some debate as to whether this form
of documentation should be called a ‘good’ practice or a ‘best’ practice. The
debate has emerged from a concern that it is difficult to know what is ‘best’
when programmes, projects, projects and/or activities are implemented in
different contexts, with different objectives, among different population groups,
in the light of significantly different opportunities, and involving challenges
within widely varying cultural, political and resource environments. Concerns
have also been raised with respect to who it is who actually decides that
something is a ‘best’ practice and should, therefore, be replicated elsewhere.
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As a result, many organisations have reconsidered the term ‘best practice’ and
instead describe their approaches and experiences as ‘good practices,’ thereby
taking into consideration the fact that one practice, while successful within a
specific context, for a specific purpose and population group, may or may not
be replicable in a different context or on a different scale. Beyond the language
used, what is certain is that the learning and information communicated through
these kinds of document is invaluable for development organisations working
in areas such as gender and HIV and beyond.

SAfAIDS criteria for evaluating good practices:
 Effectiveness - the practice led to overall success and produced its
desired outcomes
 Ethical Soundness - the practice is one that follows, or does not break,
principles of social and professional conduct, including compassion,
solidarity, confidentiality, consent, equity and social justice
 Relevance - the practice is relevant to the context and environment of
the society where and for whom it has been implemented. Includes
being respectful of cultural traditions, religious beliefs and political and
economic organisations
 Acceptability - the practice is accepted by the community and
implementers where it has been implemented
 Efficiency - the practice produced the desired results with minimum
expenditure of energy, time and resources
 Cost Effectiveness - the practice was implemented in a manner that was
efficient and cost-conscious
 Sustainability - the practice (or elements of the practice) will be able to
continue over the medium to long-term, without total reliance on external
resources.

Case studies
A ‘case study’ may also be usefully incorporated into a good practice
documentation to enhance the document by providing the human face of the
intervention. Case studies may also describe the elements of a programme,
project and/or activity; however, their focus is on offering an account of the work
that has taken place and its effect on beneficiaries, rather than evaluating the
work against a set of criteria. A case study detailing the personal experience of
one or several project beneficiaries may also be used to complement or enliven
a good practice documentation, by providing a more focused account of the
success of a programme/project or activity and by showing its impact rather
than simply describing it. A case study template can be found in Annex C.

A note on consent
Where individual/s’ personal stories are to be used in a documentation, it is
important to gain their consent for the use and dissemination of their story or
information. Experience of gender-based violence (GBV) and HIV infection
are sensitive issues and while an individual may be happy to tell their story
to a writer/researcher, their feelings may be different if they know that the
information will be made publicly available and may be distributed within
their own community. It is important to explain these issues to beneficiaries/
community members, and to ensure that they fully understand what they are
giving their consent for, including use of their picture or digital story in books,
reports, or on DVDs that may be shown in public places etc. Photographic and
digital story use consent forms can be found in Annexes E and F. These may
be adapted for use as consent forms for case studies where necessary.
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1.2

Digital Storytelling

According to Leslie Rule from the Digital Storytelling Association (2009),
“Digital storytelling is the modern expression of the ancient art of storytelling” .
Digital stories derive their power by weaving images, music, narrative and voice
together to give deeper dimensions to characters, situations, experiences, and
insights.
Digital stories are stories that are produced, stored and disseminated using
digital media. SAfAIDS and Women’sNet conceptualise digital storytelling as
a recording and documentation method which foregrounds the voices and
experiences of the storyteller as primary in the process of storytelling. The focus
is on the storyteller’s control over the medium, choice of words (narration),
pictures and music, so that the process is as powerful for the storyteller, as the
end product is to its audience.

Using digital storytelling in good practice documentation
Women’sNet has traditionally used digital storytelling to give voice to the
marginalised in communities as part of a process of empowerment. Digital
storytelling offers vulnerable communities a particular opportunity by providing
a channel for the recording and sharing of personal experiences in a digital
format, which can then be widely shared (provided consent has been given by
the storyteller). In turn, this can encourage mutual understanding and tolerance
among communities. However, the approach in this manual proposes a
broadening of the use of digital stories as an innovative elaboration of the case
study or testimonial to enrich and enliven the documentation of good practices.
In this scenario, there are several ways in which digital stories can be used to
enhance the documentation.
A digital story may be developed by the good practice writer/researcher to
illustrate the benefits of the intervention as a whole, or alternatively, the story of
an individual programmer or programme beneficiary can be incorporated into
the process and used to support the good practice documentation. The value
of digital stories as a means of directly illustrating the benefits of a programme/
project or activity in this way is significant. Thirdly, the good practice process
can incorporate a digital story write-shop for either programmers or programme
beneficiaries, to generate a series of digital stories that will create a powerful
demonstration of the practical and personal impact of the good practice, and
can be included in the final good practice documentation dissemination. A
further use of the digital story is to supplement an already completed good
practice documentation and allow wider dissemination of the programme,
project and/or activity among both beneficiaries and donors.
Digital stories can be used for:
 Evaluating an intervention, from the perspective of different beneficiaries;
 Human rights education;
 Movement building;
 Sharing lessons or experiences related to a particular intervention;
 Marketing a particular intervention or methodology.

The ICTs now available can enable an individual, a writer/researcher or a
programmer to bring their story alive by:
 Reading the story in their own words and using their own voice;
 Showing through images the transformation and social change created;
 Adding emotion through music and voice.
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2. APPLICATION: A Gender-Sensitive
Approach to Documentation – Using
ICTs and Digital Storytelling
Too often, traditional media and communication programmes have ignored,
misrepresented or conveyed the experiences of women and girls in a
disempowering manner. Women’sNet – a South African feminist organisation
that works to advance gender equality and justice through the use of ICTs – has
successfully incorporated the use of digital storytelling into their programmes
as one way of addressing the pitfalls of traditional media and communication
approaches. Women’sNet provides training and facilitates content creation
and dissemination, in order to support individual women and girls, as well as
women’s and gender organisations and networks, to use ICTs and take control
of their own media content. For Women’sNet, digital storytelling is a tool that
offers an opportunity to challenge traditional approaches to media development
and that can empower women and girls to take control over their voices and
stories, all the while being respectful of both process and product.

2.1

How is Traditional Media ‘Gendered?’

Women and girls are generally under-represented in news coverage and when
they are included, they are often stereotypically portrayed. Even vocal and
prominent women, such as women in politics, are side-lined. Journalists tend
to focus on the domestic aspects of the politically active woman’s life, such as
what she was wearing to an event, instead of focusing on her political and other
roles. Inadequate coverage of women’s issues and roles in society seems to be
a worldwide phenomenon.
This lack of coverage shows a major failing on the part of the media to address
real issues that affect women. The media has a key responsibility to shed
light on and expose the issues facing women, including lack of educational
opportunities, and sexual and reproductive health choices. Serious matters
such as sexual violence and physical abuse are often left out of media coverage
and if they are covered, it is often done in a sensationalist manner. Woman
play vital roles in society as child bearers and carers, educationalists, health
workers and more, yet these roles are often invisible in the media.
Having said this, the media can play a major role in transforming negative
stereotypes, stigma and discrimination towards women and girls and in
affecting societal perceptions of gender-based violence. Women are often
doubly or triply discriminated against, for instance being female and living with
HIV, or being female and living with a disability and living with HIV. The media
informs society’s understanding of these issues and can offer an opportunity to
portray the voices and situations of women and girls in a sensitive and realistic
manner. Thus, the media should be seen as part of the solution in advancing
women’s rights and in shaping positive female stereotypes, because it is a
powerful medium in terms of influencing and informing citizens.

2.2

How is Technology ‘Gendered?’ How can Technology
be Used to Convey the Voices of Women and Girls?

The use of all forms of technology has long been perceived as the domain of
men, a view that has been reinforced through the lack of female participation
in the many new fields related to ICTs. At the household level, it is the man who
repairs the plumbing, the sewing machine, the phone, and now the computer.
New communication technologies build on the biases of traditional media and
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thus risk replicating the stereotypes that often permeate newspapers, radio and
television. Women tend to be marginalised in technology, firstly because it is not
expected that they use it and secondly, because women have internalised the
perception that technology is a male domain. In turn, they pass this perception
on to their children, until it becomes a cultural norm with no clear origin.

A gender-sensitive approach to media and technology
A gender-sensitive approach to media and technology is a blended approach
that aims to document the voices, experiences and realities of both women and
men, as well as to create a more balanced relationship between women, media
and technology.
A gender-sensitive approach to technology is:
 Participatory, inclusive and secure;
 Grounded in women’s realities;
 Uses appropriate and sustainable technologies;
 Is transparent and open;
 Is creative and strategic;
 Emphasises the roles of women in technology.

2.3

Using Information and Communications
Technologies to Document Voice

ICTs impact on several areas: “they are a range of technological tools used
to communicate, exchange, express, disseminate, create and transform
information; they create spaces where individuals interact, whether physically,
or through text and other forms of representation; they are part of a discourse,
i.e. the discourse of the technology and information society where subjects are
constructed, and socially relevant axes of identities are privileged, performed
and destabilised. Therefore, ICTs are intrinsically about power relations and
the construction or subversion of these relations” . They can either perpetuate
gender stereotypes or be used to positively transform gender roles.
The technology is developing rapidly –
often faster than we can keep up with
Digital storytelling is the use of digital tools to let ordinary
and it is challenging to fully understand
people tell their own real-life stories. It is important for the
the range and implications of its uses.
ICTs are also used in numerous ways
good practice writer/researcher to plan for collecting the
to perpetrate and encourage violence
data necessary for developing digital stories. The digital
against women. They play a large role in
storytelling technique combines audio and visual images
the commodification and objectification
with a script or story and is a useful elaboration of the
of women’s bodies and sexualities,
case study methodology. It is a technique that captures
through the use of pornographic images
the voices of individuals and aims to empower them
in ‘girly’ magazines, pornographic
to express themselves and to voice their experiences.
videos and internet sites and the use
As part of a good practice documentation process,
of sexualised images of women on
television and video advertisements to
beneficiaries can be supported to use this technique and
sell all kinds of goods from cigarettes
their stories, once recorded, can be used to complement
to beer and flashy cars. These images
a written document of the good practice. Make sure you
generally confirm existing gender roles,
obtain written consent to record and use these stories.
showing images of powerful, aggressive
men and submissive or sexy women;
pornographic images confirm the
dominant role of men in sex and the ready availability of women’s sexuality to
satisfy men’s desires without recourse to their own satisfaction.
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Empowering women in the use of ICTs through digital storytelling is a way of
redirecting the power of ICTs towards more equal representation of women and
their lives in the media.
The Women’sNet approach to digital storytelling for women and girls is to hold
a ‘write-shop’ which builds the capacity of women and girls (in particular) to tell
their stories, develop and record scripts, select photos, and compile the content
into a movie. Examples of digital stories developed through Women’sNet’s
programmes can be viewed on their website: http://www.womensnet.org.za/
and on the CD accompanying this manual.
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3. INTEGRATION: Using Digital Storytelling
as a Tool in Good Practice Documentation
3.1

SAfAIDS Good Practice Documentation Cycle

SAfAIDS has developed a standardised approach to documenting good
practices. While it is assumed that users of this manual are already familiar
with the SAfAIDS Good Practice Documentation Cycle, the key steps are listed
below:

Step 1: Identification of a Good Practice
Within the fields of gender and HIV, as in other development areas, there are
numerous programmes, projects and/or activities that might be considered
‘good practices.’ However, who can identify a good practice and how it is
nominated as one often poses a problem.
A good practice can be identified by (among others):
 A community group;
 The beneficiaries of a programme, project and/or activity;
 Government and international agencies;
 Civil Society and Community-Based Organisations;
 Individuals.
In essence, the greater the number of individuals who feel that a particular
programme, project and/or activity is a potential good practice, the more it
should be considered for documentation. At this stage a writer/researcher who
will lead the documentation process is identified. This may be someone (or a
small team) from within the organisation that implemented (or is implementing)
the programme, project and/or activity being assessed, or an external person.
Note that where the individual is one of the project implementers, special care
needs to be taken to ensure the objectivity of the assessment. However, some
familiarity with the practice being assessed and documented is advantageous.
The criteria for assessing a good practice can be found in Annex A.

Step 2: Reflection
To explore the potential of a ‘good practice,’ it is important for the writer/
researcher(s) to bring together a variety
of key stakeholders (i.e. implementers,
beneficiaries, donors, etc.) to reflect on
Triangulate: to use more than two methods to double
the programme, project and/or activity.
(or triple) check observations.
Through
focus
group
discussions,
stakeholders
can
exchange
and
discuss
The idea is that one can be more confident with an
their
experiences
and
information
about
the
observation if different methods lead to the same
particular
practice.
During
this
phase,
the
result/conclusion.
representative group of stakeholders will
In other words, if the stories of beneficiaries and
decide whether or not a practice is suitable
for consideration for documentation. At this
stakeholders agree with the desk research findings
point, it is also important for the organisation
and they all score well against the good practice
to draft a distribution plan outlining the
scorecard, then one can be more confident that the
target audiences for the good practice and
programme, project and/or activity being assessed is
available distribution channels.
indeed a ‘good practice’.
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Step 3: Data Collection and Good Practice Assessment
Once a programme, project and/or activity has been selected for possible
documentation, data then needs to be collected by the writer/researcher about
the programme, project and/or activity. This can be done in a number of ways
through:
 Field visits to the programme/project site and the collection of audio
clips, video footage and photographs;
 Interviews (informal and formal) with key stakeholders;
 Review of case studies;
 Review of key documents (i.e. reports and organisational materials);
 Focus group discussions with key stakeholders;
 Surveys or questionnaires with key stakeholders;
 Key Informant interviews.
Ensure that a signed photographic consent form is obtained from any
individual whose photo is taken and that may be used in the final good practice
document. A sample photographic consent form can be found in Annex E. If
digital stories are to be used, then a separate consent form (Annex F)for the
use of the digital story should also be completed.
It is recommended that two or more of these methods be used to ensure
the credibility and reliability of the information collected. Throughout the
data collection period, it is important that accurate records are kept. During
this step, the writer/researcher should also collect photos, direct quotes,
written testimonies, audio/video footage, maps and specific case studies that
demonstrate the value of the particular programme, project and/or activity,
bearing in mind the possibility of generating digital stories to illustrate the
project. The writer/researcher should also consider whether a digital story
might be developed to contribute to the documentation process, and have an
idea of how the content of the project’s digital story might look. This will allow
the gathering of suitable audio clips of community members speaking about
the project, as well as photographs and audio clips that can be incorporated
into a digital story.
The practice of using two or more methods is called triangulation and if
possible, the data collected through content analysis of key documents,
surveys or questionnaires (i.e. ‘desk research’) should be combined with the
collection of stories from beneficiaries, as well as from project implementers
or other key stakeholders. Stories can be collected during field visits to the
programme/project site, and/or during interviews and focus group discussions
with key stakeholders.
While photos, direct quotes, written testimonies and case studies undoubtedly
add dimension to a documentation process, an alternative technique is to bring
together programmers or a group of beneficiaries and/or other stakeholders
associated with the programme/project being assessed as a good practice,
and create a space for them to document their own stories relating to the
programme, project and/or activity. If this option is selected, then additional
time will need to be allocated for the data gathering and story collation as part
of the data collection process, or for the holding of a ‘write-shop’ during which
the digital stories will be developed (see Section 4). It may also be necessary to
bring in a facilitator skilled in the development of digital stories to run the writeshop. Additional equipment may also be needed in this instance (see section
4.1). Digital stories and/or information collected for them in this way will also
form part of the overall analysis and assessment of the programme/project or
activity as a good practice.
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Another way to use digital stories in the good practice cycle would be to digitize
a case study that has already been documented, either by going back to the
person whom it is about, or by having a staff person narrate the individual’s
story and overlay it with images and sound clips.
Once the documentation team has collected all the data, the programme,
project and/or activity is assessed by the documentation team or writer/
researcher against a specific set of criteria (such as the SADC Criteria for Best
Practices or the UNAIDS Criteria for Best Practices), to determine whether or
not the documentation process should be completed.

Step 4: Document Write-Up.
The data collected is analysed and drafted into a good practice document.
Some of the digital stories, and/or scripts and images from them may be used
to illustrate points. A sample outline of the content of a good practice document
can be found in Annex B.

Step 5: Peer Review
The draft of the good practice document, including any digital stories that may
have been developed during the data collection process, should be shared
with a select group of peers representing all of the programme, project and/or
activity’s stakeholders (i.e. implementers, beneficiaries, donors, etc.) The peer
review group is expected to provide recommendations on how to strengthen
the document, and will assess both the practice itself and the documentation of
it, in answer to the following questions:
 Does the write-up give a true description of the programme, project
and/or activity? Is it clear who identified the programme, project and/or
activity for assessment, and why it is considered a good practice?
 Does the document provide a detailed enough description to allow for
the practice to be replicated or adapted by others?
 Are there gaps in the analysis or assessment? Have two or more methods
been used to triangulate the findings?
 Is the report clear, accurate and credible? Is there an appropriate mix of
analytical data and stories?
 Is the practice valuable to the sector and to other implementing
organisations?
A sample of Peer Review Terms of Reference is provided in Annex D and can
be adapted as needed to guide your own peer review group.

Step 6: Finalisation
With the feedback and recommendations from the peer review team, the draft
document can be revised and finalised by the writer/researcher. This step
involves filling in any gaps in the document. If additional research is needed,
the writer/researcher should return to their notes and sources of data and/
or to the field. The relevant information should then be incorporated into the
document. Once completed, the document should be edited and formatted.
It is recommended that, once finalised, the information outlined in the good
practice document be repackaged into a variety of different media formats for
dissemination (i.e. audio-visual, CD-ROM, presentations, etc). This includes
the possibility of presenting, reproducing and distributing any digital stories
produced as part of the documentation process.
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Step 7: Dissemination
Once the good practice document is
printed, the digital stories finalised (and
consent from individuals to share their
personal stories confirmed), the material
needs to reach the target audience.
Dissemination will depend on the nature
of the product, the location of the target
audience and the budget. There are a
number of possible different channels
for distribution of the materials to the
target audience – anything from the
traditional postal system to the delivery of
communications by hand, at conferences
or specialist gatherings. In addition,
organisations may make use of webbased channels such as YouTube and
organisational websites - especially where
digital stories have been developed. It is
important to determine your distribution
plan prior to beginning the documentation
process (as suggested in step 2), or
you may find yourself with an excellent
product and no clear audience or way of
disseminating it.

Disseminating the good practice among beneficiaries.
While a programme, project and/or activity is
usually documented as a good practice by and for
a particular organisation, it is important to note that
the end product of the good practice documentation
- which could be a booklet, a short documentary
or digital story, or a single web-based video and
associated media - should also be disseminated
among the project beneficiaries, since they were part
of the documentation process and of the success of
the intervention!
The documentation could be shared with the relevant
communities and individuals through a community
meeting, where the community is informed of the
outcomes of the documentation process and given
copies of the end products. Be sure to include this
step in the budget for your documentation process,
and to plan for it from the beginning.

Good dissemination relies on good planning and accurate information if it is to
reach the right people at the right time. Schedule your activities well and assign
responsibilities to ensure that the release of the good practice document and/
or digital stories coincides with key moments in the broader development field
(see Step 2).

3.2

Integrating Digital Storytelling into the Good
Practice Documentation Cycle

Digital stories can be incorporated at three key stages in the documentation of
good practices process:
 At Data collection – digital storytelling can be used as a technique for
collecting the experiences of beneficiaries or other stakeholders as one
part of the broader analysis of a particular intervention. Digital stories may
be used to introduce the impact on beneficiaries who may not otherwise
have been involved in the good practice documentation process
 By being incorporated during Documentation – digital stories can
provide a visually pleasing and complementary component to a written
report about a specific good practice. For example, digital stories can be
presented as audio-visual ‘case studies’ related to the good practice
 As part of Document finalisation and dissemination – package the digital
stories into DVDs and distribute them as part of the good practice report. It
is important to plan to get feedback on how the document and the digital
stories were used. Mechanisms that can be used to solicit feedback
include a feedback form attached to the good practice document
that recipients can complete and return to the writer/researcher or the
organisation that carried out the documentation.

What type of digital story to incorporate
This will depend very much on the kind of programme/project or activity being
documented, and whether it is decided to encourage beneficiaries to speak

Enhancing Good Practice Documentation with Digital Storytelling: Reference Manual for Empowering
Community-Based Organisations and Communities to share their stories of addressing HIV and Gender ISSUES

13
for themselves, or whether the writer/researcher wishes to use the digital story
format to create an overview of the project being documented. This decision
may also be influenced by the time frame for the documentation, as well as by
the budget.
If the beneficiaries are to use their own voices, then both time and budget need
to be allocated to train them in the digital story methodology and to collate
their stories. If there are constraints in these areas, it may be more realistic
and appropriate for the writer/researcher to capture sound bites, comments
and photos from the beneficiaries during the data collection process, and then
incorporate these into a ‘project digital story’, to complement the written good
practice document.

Flow Chart Outlining Various Steps of Good Practice Documentation
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4. THE DIGITAL STORYTELLING
PROCESS: Holding a Write-shop
Digital Storytelling is an ideal way to capture the voice and experience of an
individual or a group of individuals in an exciting, innovative and empowering
format.
This section outlines the main steps in developing a digital story to support
the implementers and/or beneficiaries of a particular programme, project
and/or activity in documenting their own stories related to the good practice
being assessed. It is important to note that the digital storytelling process is a
technical one and a workshop facilitator with a substantial level of skill in ICTs is
required. Therefore, it is advisable for individuals wanting to learn how to make
digital stories, to first participate in a training conducted by Women’sNet as a
recommended first step, if you or your organisation intend to facilitate digital
storytelling processes for others. Organisations wishing to learn how to work
with beneficiaries or other stakeholders to develop digital stories as a means
of complementing good practice documentation, should contact SAfAIDS or
Women’sNet for support and mentoring.
Below is a summary of the steps involved in the digital storytelling process
itself, which will give you an idea of the expertise involved. The steps in the
digital storytelling process make up the structure of a ‘write-shop’, a workshop
where beneficiaries or programme staff are guided in the digital story making
process.

4.1

Summary Steps of the Digital Storytelling Process

The process of digital storytelling is structured to build the capacity and
enhance the participation of individuals in documenting their own stories, using
their own words and voice. These activities or steps may be carried out during
the good practice documentation process, or during a specially held ‘writeshop’ for beneficiaries or programme implementers that complements the
good practice documentation. If the digital story process is to be combined
with data collection for the good practice documentation, then it is important
to note that a rough idea of the proposed content of the digital story should be
made available to the writer/researcher (or developed by them, if they are the
one producing the digital story) so that appropriate pictures and video can be
obtained during the data collection process.

Step 1: Script Writing:
This is perhaps the most important part of the digital story – see section 4.2.

Step 2: Story Boarding and Imaging:
This is a series of rough sketches outlining the scene sequence and major
changes of action or plot in the digital story and is developed once the basic
script or story content is finalised. It helps determine what photos or images are
required to illustrate the story.

Step 3: Recording Voiceover and Editing:
This is when the storyteller reads and records their script. The resulting digital
file is called a ‘voiceover.’ Once it has been satisfactorily recorded, the voiceover
can be edited using a free audio editing programme, such as Audacity.
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Step 4: Compiling a Rough Draft of the Movie:
This involves putting the audio together with pictures and video, adding
transitions and effects and perhaps music too. This can be done using free
computer software, such as Windows Movie Maker.

Step 5: Inserting Titles and Exporting:
This includes deciding on a title for the story and inserting this at the beginning
of the movie, as well as adding subtitles or credits in the last frames of the
movie. The very last step is exporting the movie.

4.2

The Art of Storytelling: Developing a Script

The starting point for any digital story is development of a script, which may
have been developed during the good practice documentation data collection
process, or be based on a case study developed during the same process. If a
write-shop was held for beneficiaries during the data collection, then the scripts
will have been developed during the write-shop.

The construction of a story is not a
simple process that follows a recipe
or a prescribed formula. Deciding how
the various elements will inform the
structure of each individual story and
determining the balance occupied
by each element can take a lot of
thought and re-working.

The script should focus on a specific experience,
meaningful moment, lesson learned, or life changing
impact that a programme, project/programme and/
or activity has had on the storyteller’s life. If the digital
story is about a project/programme or activity as a
whole, then obviously the content of the script will be
dictated by this. There are many different ways of telling
a story, including through music or poetry - encourage
participants to explore these options if they prefer.

The construction of a story is not a simple process that
follows a recipe or a prescribed formula. Deciding how
the various elements will inform the structure of each
individual story and determining the balance occupied
by each element can take a lot of thought and reworking. Broadly speaking, there are seven elements for creating effective and
interesting stories.

The seven elements of storytelling
1. A point (of view): Stories are told to make a point and should not be
presented as a recitation of mere facts. Define the key message that the story is
to convey so that all parts can serve to make this point. Consider the audience
and direct the story to them.
2. A dramatic question: You want to capture your audience’s attention at the
beginning of the story and hold their interest throughout. Typically you want to
pose a dramatic question in the opening lines of your story and resolve it in the
closing lines.
3. Emotional content: Emotional content can help to hold the audience’s
attention. The different elements (i.e. images, effects, music and tone of voice)
all lend to contributing emotion to a story. Try to keep these elements consistent
with the emotion of the moment.
4. The gift of your voice: The first time most people hear their recorded voice
they hate the way it sounds. Suggestion - get over it! Your voice is a great gift
and even though you don’t like to hear it, others do. However, if the script is
simply read directly from the print out, then the voice will not sound natural and
the audience will be unsure how to respond. Participants should take time to
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learn and practice their scripts so that they can speak in a conversational tone.
Record several takes and select the best one. Trust that the audience will think
it is perfect.
5. The power of music: Music is a big plus for a digital story. The right music
can set the tone for the story and help convey the emotion the storyteller wants
to get across. Playing music behind an image will generate a specific emotion.
Change the music behind the same image and an entirely different emotion is
experienced. Other sound effects can also add excitement to a story, but be
careful; they can also be a distraction.
6. Less is more: Be aware that some of the work will be discarded by the
time the digital story is completed – not everything needs to be present for
an audience to understand what you want to say. We know that our brains
are constantly filling in (from our own experiences) details from suggestions
made by sights and sounds. Don’t include every tiny detail of the story; let the
audience fill in some of the blanks. A compact, fast moving digital story will
contain only those elements necessary to move the audience from beginning
to end.
7. Pacing: The rhythm of a story is what keeps the audience’s interest.
Changing the pace at different points can facilitate moving the audience
from one emotion to another. Music tempo, speech rate, image duration, and
panning and zooming speed all work to establish pace. Generally pace will
be consistent throughout a story, but once in a while it will pause, accelerate,
decelerate, stop, or blast-off. Trust your own senses.

Equipment/Resources Required for Digital Storytelling:
 Printed script (one page, or if more than a single page, end the
page at the end of a sentence, not mid-sentence);
 Digital audio recorder as well as a microphone and headphones;
 Spare batteries for the audio recorder;
 A laptop;
 Ideally a room should be set aside for recording the voice over;
 A set of speakers with good sound;
 A scanner – ideally, networked (i.e. connected to the internet).
If not networked, then it should be attached to a separate
computer, or to the facilitator’s computer;
 One or more digital cameras;
 Computer software: a media player, audio editing software (.e.g.
Audacity), image editing software (e.g. GIMP) and a video editor
e.g. Windows Movie Maker) installed on every computer;
 Flash drives (i.e. USB drives) - at least 2- and an external hard
drive with about 80GB of storage space, for storing source files.

4.3

Creating a Storyboard - Envisioning and Deciding Images

Once the script has been developed, the next step is to develop and finalise a
storyboard.

What is a storyboard?
A storyboard is a series of images outlining the scene sequence and major
changes of action or plot in the digital story. It will also help you identify what
recordings and sound clips might best illustrate the story.
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Process:
i. Create a document in Word or Open Office that contains a table with
three columns. A blank storyboard sample can be found in Annex K.
ii. The first column should contain each part of the script, broken into
sections; the second column should include a description of the image
that will be displayed when particular words are spoken; and the third
column contains any actions needed to complete the storyboard;
iii. Print the storyboard and use this as a guide for taking, scanning, or
searching for images.

Example of a Storyboard
Script

Preferred Image

To Do

There is a picture
of my mother that I
always keep with me

Picture of my mom

The edges of the
picture are worn from
my gaze. She is no
longer in my life,

Zoom into the
picture slowly

But I remember
birthday parties and
the happiness of
having her close by,
the love of a mother

Picture of me at
my 3rd birthday

Scan my birthday pic

I experienced my
mother’s love...

Picture of red heart

Search & download
pic of heart

for only 11 years

Number 11 appears in

Edit heart pic

Scan pic of my mom

the heart

4.4

Finalising and Recording Scripts

Process:
i. The storyteller (or writer/researcher) practices reading the script out loud
to themselves. Next, the storyteller practices reading their script to other
people (i.e. to one or two peers, or to a larger group, depending on their
level of comfort);
ii. Others give the storyteller feedback and encouragement (e.g. remember
to breathe; slow down; include more detail; remind the storyteller that if
they make a mistake they can start from the beginning of the sentence
again, etc.);
iii. The storyteller revises their script based on feedback and with a view to
how it might sound when it is recorded. What looks okay written down
may not sound right when it is being read aloud. Also it may be necessary
to make the script shorter;
iv. The storyteller does a test recording with the help of the facilitator,
using an audio recorder – for
example, they may record the
first paragraph of their script;
Note to facilitators: When recording
v. The facilitator will play back
the stories, try not to do more than
the recording and give the
three takes. If the process is hard
storyteller feedback on tone,
for the storyteller, then pause the
pace, etc:
recording to let them catch their
vi. The storyteller records their
breath, and start recording again.
whole script at once (i.e. the
‘first take’)
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vii. With help from the facilitator, the storyteller downloads the audio file that
they like the best onto their laptop. They should create a folder on their
desktop called ‘DS’ and then another folder within that called ‘audio
narration’ and keep their audio file(s) there.
For the ‘first take’ onwards you will need:
1. A microphone
2. A laptop
3. To move to a quiet room!

Variations on the process: Recording directly onto the computer
Sometimes you might want to record directly onto a computer. For this you will
also need a microphone, a laptop and a quiet room.

Creating a Short Audio Clip (Note: Instructions
are for a PC Computer, not for a MAC):
1. Click START > Programmes > Accessories
> Entertainment > Sound Recorder
2. Make sure a microphone is plugged into
the correct jack, test the sound, click the
red record button when you are ready, and
speak into the microphone
3. Click the STOP button when finished
4. To Save, go to File > Save As and save the
file into the ‘audio narration’ folder on your
Desktop (inside the ‘DS’ folder)
Editing Audio Narrations: The facilitator will need to decide if there is time for
participants to learn how to edit their own audio clips. Whether or not to include
this step also depends on the computer skills of the participants.

What you will need:
 Audio editing software installed on each computer (e.g. a free tool called
Audacity - Annex I includes a ‘cheat sheet’ for Audacity which can be
given as a handout);
 An audio file for demonstration purposes;
 Audio recordings for each individual, already saved onto their computer
desktop in the designated folder;
 Speakers for demonstration purposes.
Process:
i. Demonstrate how the software works, in particular: how to import audio
tracks; making a new audio track; copying and pasting from one track to
another; using the amplify effect, etc.;
ii. Allow participants to work on editing their own audio file. Note to
facilitators: make sure that you have saved a copy of each participants’
audio file on your own computer before they experiment with audio
editing, just in case anything goes wrong!;
iii. Be available to assist each participant.
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4.5

Recording and Collecting (or Importing) Music and Images

4.5.1 Copyright issues
Encourage participants to record their
own songs and sound effects during
the digital storytelling process (like
running water, door slamming, etc.)
Also, remind them that you do not
need to be a good singer for music to
be effective – for instance, singing a
protest song, a childhood lullaby or a
traditional song will be meaningful to
the viewer and will make a powerful
statement in the digital story.

Writer/researchers must be aware that a lot of the music
and images found on the internet are copyrighted
materials and therefore cannot be used without
permission. However, royalty free music and free-foruse-images are also available on the internet. Writer/
researchers should make use of songs and images that
have creative commons licensing, or else should take
their own photographs, draw pictures and use their own
materials in their digital stories.
The general rule is: use your own words, music and
pictures! However, if you do decide to download some
files from the internet, then there are some good resources
for finding non-copyrighted ones (see sections 4.5.2 and
4.5.3).

4.5.2 Music
Free or royalty-free music can be downloaded on: http://jamendo.com
(remember to include credits to the artist and a link to ‘jamendo.com’ in your
final credits!)

4.5.3 Images
Creating digital stories involves a
process of, among other things,
selecting images. Images allow you
to convey ideas and emotions that
you may have trouble explaining in
writing. In digital storytelling people
are able to show complicated or
difficult issues, or to arouse empathy
in viewers through the use of still
and moving images. Once again,
it is advisable that participants use
their own images.

It is best for participants to take their
own photographs or draw their own
images, informed by their storyboard.
This makes the end product truly
unique and individual, and also
captures the particular context of the
geographical area where the story took
place. You may also scan photographs
available from the project site if the
workshop is not taking place in the
community.

Also, participants should be encouraged to avoid selecting images that
perpetuate violence or stereotypes. Rather suggest that participants use a
symbol that describes what they want to portray.
Where participants are unable to find a suitable image, or do not have photos
of their own, you can use ‘Google images’ to search for copyright-free images
by clicking on ‘advance search’ and then focusing your search that way. You
can also search the Flickr website, by searching first, for ‘creative commons’
and then, on the next screen, typing in some key words for the types of images
you are looking for.
Some links to free images that can be downloaded off the internet are:
 Openphoto.net
 Morguefile.com
 Commons.wikimedia.org
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Adapted from: A Guide to Digital Storytelling by Members of the BBC Capture
Wales / Cipolwg ar Gymru Team (March 2008)
What to avoid:
 Commercial music, that is to say music taken from a published CD/DVD/vinyl record or
cassette tape
 Photos taken by anyone other than you, your family or friends
 Photos or clips of other people’s children (under 18 years of age)
 Photos or images of artistic works
 Scans or images from newspaper or magazine articles, CD or book covers, works of art,
etc
 Grabs or clips of any DVD or video other than your own family.
 Grabs or images from websites
 Posters, calendars, brochures or maps – even if they feature in the background of a photo
 Company brands and logos such as Nike, Adidas, Coca-Cola, etc
 Quotes or lines from poems, songs, books, magazines, pamphlets, websites, etc
 Letters written by people other than you or your own family, because the person who wrote
the letter owns the copyright, and not the recipient.

What you can use:
 Non-commercial music that has been composed and performed by you or a member of
your family or a friend
 Traditional music where the composer is anonymous (as long as it’s not taken from a
commercial CD). For example, you or a member of your family could sing Nkosi Sikilele
Afrika
 Music composed by someone who has been dead for more than 70 years (as long as it’s
not taken from a commercial CD). For example you or a member of your family could play
Chopin’s The Minute Waltz on the piano, or a traditional mbira song on an mbira
 Nursery rhymes as they are mostly anonymous
 Quotes or lines from books, magazines, poems, or letters if the author has been dead
for more than 70 years. For example you could use a quote from the Bible, or a book by
another deceased author as long as it is read by you.

4.5.4 Editing images
An image editor called GIMP can be used to manipulate, crop and resize
images. GIMP can be downloaded for free from the internet. A cheat sheet for
using GIMP can be found in Annex I. When participants get to this stage, they
should have all the images that they want to use in their digital story saved in
a folder called ‘rough images’, which should be within the ‘DS’ folder on their
desktop. They should then edit the images and use the ’save as’ function to
save each final image into another folder on called ’final images,’ also within
the ‘DS’ folder on their desktop. See Annex for GIMP Cheat sheet for a tutorial
in editing images.
Participants should refer to their storyboard for any changes, cropping or
effects that they need to undertake.
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4.6

Creating a Movie

Windows Movie Maker is free software that comes with Windows XP. You can
find a Windows Movie Maker cheat sheet in Annex K.
First you need to find Windows Movie Maker in your Accessories folder.
Go to: Start > All Programmes > Accessories > Movie Maker

The icon looks like this:

or

When you open Windows Movie Maker, your screen displays:
 A monitor where you can preview the movie;
 A place where your files are displayed (and where you can grab, drag
and place them);
 A place where you find the ingredients of your movie;
 A place where your movie comes together.

This is what the screen looks like:

Movies Tasks pane

Step 1: Import Images
Go to: Import Pictures > Desktop > Open the ‘DS’ Folder > Click on the ‘Final
Images’ Folder > then select the image you want and click on Import at the
bottom of the box
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Step 2: Import your Audio
Go to: Import Audio or Music > Desktop > Open the ‘DS’ Folder > Click on the
‘Audio’ Folder > then select the audio file you want and click on Import at the
bottom of the box
Note: Make sure you select the correct images and audio files that you have
identified for use in your movie (i.e. the edited ones!)

Your screen will look like this:

Step 3: Laying Images and Audio
 Click and drag the images into the ‘Video’ Bar or the Movie Track
 Click and drag the audio file into the ‘Audio/Music’ Bar, or the movie track
below the pictures (see ‘Tracks’ on next page)
Notes: Make sure you have clicked on the Show Timeline tab near the bottom
of the screen.
Remember to save your project every time you make changes.
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As you are laying your audio and adding images, the screen will look
like this:

Play & Stop
Zoom In & Out

Tracks

Step 4: Insert Transitions into the Movie

You insert transitions in the ‘Edit Movie’ section. Video transitions ensure that
the pictures move smoothly between one another. There are a number of
different transitions you can use by clicking and dragging them into the small
boxes in between the pictures.
Go to: Movie Tasks (under Edit Movie) > click on View Video Transitions
Preview transitions by double-clicking them and watching the preview monitor.
Once you have found a transition you like, drag it from the Video transitions
pane (under the Edit Movie pane) to the box between two of your pictures.
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You will see a screen like the one below:

Step 5: Insert Titles into the Movie
Text can be used to elaborate certain elements of a digital story; sometimes
you want to give your pictures meaning or maybe the audio is recorded in a
different language and you want to insert subtitles. Text boxes allow you to
insert titles and scrolling credits at the end of your movie, just like a professional
Hollywood film.
Go to: Make Titles or Credits (in the Task pane) > on the next screen, click
the appropriate link that corresponds to the place where you want to add the
title or credits to your movie > then enter the text you want to appear in your
title or credits > then click on Change the Title Animation > then select a title
animation from the list. Titles can be previewed by clicking on them.
You can also click on Change the Text and Font Colour, to select your preferred
font, as well as the colour of the text and background. The transparency, font
size, and position of the title can also be altered. Click Done and the title or
credit will be added to the storyboard.
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Step 6: Pacing
Now it’s time to listen to the story with the added music and watch when the
images are changing. Is the pace correct? Are the pictures staying on for too
long or are they moving too fast? Are the transitions right for the story? Is the
text where you want it to be in terms of the music?
Note: The time that an image or title is displayed can be lengthened or
shortened by clicking and dragging the red arrow next to it in the timeline view.

Step 7: Saving the Movie
The last step is to save the movie. Do this by using the options in the Finish
Your Movie section.
Note: Remember to save the project every time you make changes.
Go to: File > click on Save As > choose a name for the movie and make sure
the correct folder is selected (it should be the ‘DS’ folder on your desktop).
Stay with the default settings > then click Save To My Computer. Note: Do not
touch the computer while the movie is being saved.

Saving s a PROJECT allows you to
edit the movie later.
The project will be saved with a
.MSWMM 
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Editing movies
Images can be deleted or added, and transitions removed from the timeline.
To delete: Right click on the image you want to remove from the timeline >
then click Delete

Saving final movies
To finalise the movie repeat Step 7, Saving the Movie, above.

Saving source files
All source files must be saved and stored. Source files are the files in which
your original digital story development takes place – the ’source’ for your
digital story. If you lose your source files, you will have to start again from the
beginning!
If you are using rented or public computers, the source files must be deleted
from the computers. Source files must be saved on an external hard drive
(which should then be backed-up to a server , if possible).
Note: A check-list for saving files and recording titles, which includes a tick
column for ‘consent form returned’ can be found in Annex G.

4.6.1 Production and dissemination
Post-production is when participants work on finalising the stories, reproducing
them on DVDs and/or putting them online. The type of work involved in postproduction is dependent on the project objectives.
Post-production might involve:
 Fixing any sound or transition problems;
 Inserting titles and end credits;
 Checking consent forms for any requests for changes or additions;
 Ensuring credits include creative commons attributions for images or
music used;
 Blurring faces on pictures that feature children, or people whose consent
was not given;
 Designing and installing final frames with donor logos, contextual
information and contact details (where relevant);
 Making a master of the final DVD for distribution;
 Uploading movies to a video sharing website;
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 Saving all source files in a secure location (i.e. an external hard drive);
 Designing the cover of the DVD, sleeve and any additional items;
 Designing the menu for the DVD for final navigation.

Working on stories from the external hard drive
When Windows Movie Maker project is opened from the external hard drive
after the workshop is finished, you will find that the images and audio in the
timeline are no longer present – instead you now have a red cross in their place.
The same thing will happen with other movie editing software. This is because
the source files that inform the content of the project have been moved. All you
need to do is locate the images and audio files for Windows Movie Maker. Right
click on an image in the timeline and select Locate Clip, then browse for the
missing file. You will only need to do this once, as long as all the images are in
the same folder.

Dissemination of good practice documents and digital stories
Good practice documents, including digital stories, should be disseminated
as per the distribution plan developed at the beginning of the documentation
process, which should include various stakeholders, such as CBOs, CSOs,
UN agencies, the donor community and government. Beneficiaries and - of
course - the digital story makers themselves, should also be included in the
dissemination process. Always double check that you have consent for use of
an individual’s story or photograph before including it in your documentation
or digital story. See Step 7 of the Good Practice Documentation Cycle above,
for various methods of disseminating the good practice and digital stories.
Other links for online dissemination of the digital stories are provided below.
Links to Video Sharing Websites:
 Blip TV: http://www.blip.tv/
 Google Video: http://video.google.com/
 YouTube: http://youtube.com
 Stories for Change: http://storiesforchange.net/ (non-profit website)
Note: Do not forget to read the User Policy of any video sharing site you use!
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ANNEXES
Handouts

Annex A: Criteria for Assessing a Good Practice
SAfAIDS Criteria for Assessing a Good Practice:
 Effectiveness - the practice led to overall success and produced its
desired outcomes.
 Ethical Soundness - the practice is one that follows, or does not break,
principles of social and professional conduct, including compassion,
solidarity, confidentiality, consent, equity and social justice.
 Relevance - the practice is relevant to the context and environment
of the society where and for whom it has been implemented. Includes
being respectful of cultural traditions, religious beliefs and political and
economic organisations.
 Acceptability - the practice is accepted by the community and
implementers where it has been implemented.
 Efficiency - the practice produced the desired results with minimum
expenditure of energy, time and resources.
 Cost Effectiveness - the practice was implemented in a manner that was
efficient and cost-conscious
 Sustainability - the practice (or elements of the practice) will be able to
continue over the medium- to long-term, without total reliance on external
resources.

Annex B: Outline of a Good Practice Document
Outline of a Good Practice Document:
Title - Give the good practice a title, which names the programme, project and/
or activity under review.
History - Give background information on the programme, project and/or
activity. Include details such as:
 Starting year and duration;
 Key focus areas (workplace, reproductive health, care, treatment, etc);
Target audience (youth, women, men, girls, boys, children);
 Contact details of implementers (full contact details and including name
of contact person;
 Physical, email and website addresses; telephone and fax numbers;
 Funding (name of funding source for the programme, project and/or
activity).
Objectives - List the objectives which the programme, project or activity aims
or aimed to achieve.
Background - State why the programme, project or activity was undertaken
and what problems were addressed. Give the environmental context of the
good practice; in other words, place the practice in the prevailing social,
cultural, political and economic context.
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Main Activities - Describe the main activities carried out. Give details of the
systems used and the methods or tools employed by the programme, project
or activity.
Achievements - State what the programme, project or activity successfully
completed; what results were attained.
Assessment Findings - In this section give a review of the programme, project
or activity and the indicators that were established. Highlight the effectiveness
of the programme to the intended beneficiaries and its weaknesses in relation
to the specific good practice criteria. Include case studies where appropriate, to
show the various elements of good practice documentation. Use digital stories
to enhance the good practice document. The digital story will be attached as a
supporting document for the good practice.
Lessons Learned and Recommendations - Describe the key learning points
and put forward recommendations for future work. Be specific in this section,
framing the information in such a way that the recommendations can easily be
followed by another organisation.
Further Reading - Give details of other materials related to the programme,
project or activity that might be beneficial to other organisations wishing to
replicate the good practice.

Annex C: Case Study Template
Case Study
Very similar in format to a good practice document, a case study provides an
in-depth description of a programme, project and/or activity, or of its impact on
beneficiaries. The primary difference between the two forms of documentation
is the level of analysis and evaluation used. The main purpose of a case study
is to describe a set of circumstances, a situation, an event or events, a practice,
or project. Case studies can also be used as a qualitative method for data
collection in research and can be adapted to become digital stories.

Several steps should be followed in drawing up a case study.
Step 1: Identification
A programme, project or activity may be identified as a case study for a variety of
different reasons. It may be useful as an illustration of a particular phenomenon
or it may be used merely as a record of what work was carried out. Normally,
however, it will hold value in demonstrating the effect of an intervention, possibly
on a beneficiary. In writing up a case study the researcher/writer may select two
areas to explore: one which actually documents the programme, project and/or
activity and the other which is used as a control (an example against which the
first can be compared).

Step 2: Data Collection
You now need to proceed with the collection of quantitative and qualitative data
on the programme, project and/or activity. This can be achieved through:
 Field visits
 Interviews (informal and formal)
 Documentation reviews (reports and organisational material)
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 Focus group discussions
 Surveys or questionnaires
It is recommended that several of these methods are used to ensure the
credibility and reliability of the information collected. Throughout the data
collection period, it is important to keep accurate records. The writer/researcher
should also collect direct quotes, photos, audio/video footage and maps which
describe the case.

Step 3: Writing up the Case Study
There are a number of different groups that will potentially be interested in
the information which a case study contains. These include researchers,
programme planners, implementers and the general public. Present the
information for the case study in a clear and concise manner, using descriptive
language. In some respects, a case study can be viewed as a story, which
starts with an introduction, has a middle (body) and an end (conclusion). It
takes the reader step-by-step through a set of circumstances, a situation, an
event, a practice or a project. Do not be long-winded in your descriptions. Use
short sentences and paragraphs. Add to the information you have provided
with photos and graphics.
Once you have written the case study, it is always valuable to share the draft
with the individuals, beneficiaries and key stakeholders involved. Their feedback
and recommendation should be used to enhance the quality, credibility and
accuracy of the document.

Write up your case study using the following format:
Title: Use a catchy, simple title which gives an indication of the type of
programme, project and/or activity described in the case study
Context: Describe the history and environmental context of the programme,
project or activity
Background: Give an overview of the situation, activity or event and the
problem that was addressed
Main Activities: Describe in detail the main activities undertaken.
Lessons Learned and Recommendations: Highlight key learning points and
make recommendations for future work. It is useful for other organisations or
researchers to be able to learn from the information contained in this section.
Consequently, ensure that it is written in a way which allows them to avoid any
of the problems documented in the case study.
Further Reading: Include a reference list of other materials related to the
programme, project or activity that might be beneficial to other organisations
wishing to replicate the programme, project and/or activity documented in the
case study.
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Annex D: Sample Peer Review Terms of Reference
Sample of Peer Review Terms of Reference
The terms of reference outlined below can be adapted to suit the type of good
practice documentation process and peer review group that you are working
with.

1. Background
Share an overview of the good practice documentation process and its purpose
as an introduction to the programme, project and/or activity being documented
as a good practice.
Emphasize that the peer review mechanism is a critical stage in the process of
good practice documentation.

2. Documentation Process Overview
Share an overview of the key steps taken during the documentation process,
with reference to an in-country and community partnerships and collaborations.
Highlight where the peer review stage fits into the whole documentation process.

3. Peer Review Teams – Structure and Composition
A peer review team can be established in the country where the programme,
project and/or activity has taken place. The team can comprise representatives
of:
 National AIDS Commissions (or similar bodies);
 Ministries of Health and/or other relevant government bodies;
 People Living with HIV (PLHIV);
 Civil Society Organisations (CSOs) working in the areas of HIV and AIDS
and/or gender;
 Researchers or community-based intervention experts.
A peer review team should preferably be comprised of no more than five people.

4. Peer Reviewer – Terms of Reference
In this section define:
 The role of each peer review team member;
 What documents will be shared with the team, by when and in what format;
 Review guidelines to be used by the team (including which good practice
criteria will be used to assess the programme, project and/or activity),
so as to avoid re-writing of the document by the peer review team, and
ensuring valuable feedback is received. This will feed into the team’s
review strategy;
 Clear guidelines on what format should be used to share feedback with
the key writer/researcher.

5. Peer Review – Time Frame
Highlight how long the peer review process is likely to take, and define timelines
for initial feedback and for final feedback. Also include an approximate time
commitment expected of each peer reviewer. Link this with your dates for
finalising the documentation process, as per your dissemination plan.
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Annex E: Sample Photographic Consent Form

Photographic Consent Form

The undersigned hereby authorises _________________________________ hereafter
referred to as ____________________________________________ and/or its associates,
assistants, or subcontractors to photograph/film.
Name (please print)

_____________________________________________

The undersigned further authorises __________________________________ to use and
display, or to permit the use and display of said photographs in any publication, multimedia
production, display, advertisement or world-wide web publication.
The undersigned agrees that _______________________may use any name, likeness, or
biographical information supplied by the undersigned.
The undersigned releases and forever discharges ______________________ its agents,
officers and employees from any and all claims and demands arising out of, or in connection
with, the use of the said photographs / images, including but not limited to, any claims for
invasion of privacy or defamation.
Accepted and Agreed:

__________________________________
Signature of Individual Photographed

____________________________
Signature of Photographer

__________________________________
Signature of Witness
__________________________________
Date
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Annex F: Digital Story Use Consent Form

Digital Story Use Consent Form

Storyteller’s name or pseudonym: ______________________________________
Postal address: ____________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
Contact telephone numbers: __________________________________________
_________________________________________________________________
I give consent for my digital story titled
_________________________________________________________________
and developed at a workshop held on (insert date) _________________________ to be
used by ______________________________ in any way that is not for commercial benefit.

Please tick one:
x

My digital story can be used

x

I do not give consent for my story to be used in any way.

The story may not be used for financial gain.

Signed (Narrator): ____________________________________________________
Witnessed by: _______________________________________________________
Date: ______________________________________________________________
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Annex G: Completed Story Checklist
Story teller Name
and Pseudonym
Story Title
Duration
Music?
Last credits?
Back-up (name & path)
Deleted from local machine?
Consent to share?

Annex H: Dissemination Tracking Form
Sample Dissemination Tracking Form

Project Title:
Recipient
Name

Contact
Details

Document
/ DVD
Received

Number
Of Copies
Received

Date
Received

Geographical
Location
(District Or
Province)
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Annex I: GIMP cheat sheet
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http://devcheatsheet.com/tag/gimp/
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Annex J: Audacity cheat sheet
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http://techcamp09.wikispaces.com/file/view/Audacity.pdf
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Annex K: Blank Storyboard Sample

Script

Preferred Image

To Do

Annex L: Movie Maker cheat sheet
1. Open Movie Maker ( Start > Programs > Windows Movie Maker )
2. To make a title or text slide, click on Make Titles or Credits under the Edit
movie options. ( see image below ** ) Some Title options may require an
image to be in place on the timeline.
3. Click on Import Video. Navigate to video , change View to thumbnails.
4. If more than one hold the Control key and click on your videos to select
them. Once they are selected click Import.
5. Drag your clips into the timeline in the order you want them to play.
6. To trim a clip:
- Click on the clip in the timeline
- Click Play in the preview window
- As you view, click the split clip button at the point you want to trim
- Another clip will appear on your timeline. Select the one that you do
not want and press the delete key
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7. Search for images to use in your movie. Save the images. (do not copy
and paste! –> right click, save picture as …)
8. Click on Import Pictures. Navigate to your folder to find the pictures. Drag
into timeline.
9. Save your project
10. Under file, select Save Project As. Name file and save.

How to Add Narration
1. Once you are done with your clips, title screens, and captions, you will
be ready to record your narration. Do not record narration until all of your
work on images is done!
2. To record narration, click on the microphone symbol above the timeline.
If not on a laptop you may have to plug in a microphone
3.

Narrate Timeline

4. Make sure to save

How to Add Music
1. Search http://www.freeplaymusic.com/ for music to use in your ad.
Download the music to your folder.
2. Click Import Audio or Music.
3. Click and drag music into the storyboard / timeline. You can drag the clip
to where you want on the timeline. You can also click and drag on the
edges of the “box” to trim the audio clip.
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