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introduction

ABOUT THIS M A N U A L

For a num ber of years the Cape Town branch of the LACOM 
pro ject has conducted  w o rksho p s  on repo rt-w riting , note­
taking and m inute-taking. Through th is m anual we hope to 
share our experience in these areas w ith a w ider group of 
people. ■

W e know  tha t a num ber of m anuals a lready exist on these 
topics, so why have we decided to w rite  yet another one? This 
m anual is d ifferent. It is especially helpful fo r fac ilitators  who 
are organis ing and conducting report-w riting  and note-taking 
w orkshops. This is because th is m anual g ives practica l details 
on how to help people w rite  reports and w hat m ethods to use 
in w orkshops. But this m anual can also be used as a reference  
a n d  f o l lo w - u p  fo r  p e o p le  w h o  h ave  a tte n d e d  th e se  
w orkshops.

How is th is m anual designed?

W e have designed th is m anual in such a way that it is of prac­
tical va lue to facilita tors working at g rassroots level w ith shop 
stew ards, co m m u n ity  activists, co m m u n ity  o rganisers and 
people active in com m unity organisations, eg. youth, c iv ic and 
co-operative  structures.

Everytim e you see th is sym bol it indicates  
that th is is a note fo r the fac ilita to r of the  
w orkshop.

W e wish to em phasize that the skill and art of report-w riting 
can only be acquired through constant practice. This m anual 
can only facilita te  and assist in this process by giving guide lines 
which w ill help people to practice report-w riting  and note­
taking. U ltim ately people learn through doing. This is also
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why w e have included activ ities and exercises - we know that 
people learn best w hen they are w orking active ly  w ith the 
m aterial they are w orking from.

Everytim e you see th is sym bol it indicates  
that th is is an activity  to do.

W hat are our educational principles?

W e have tried to be as sim ple as possib le in our presentation 
and design. W e have based our m anual on the fo llow ing  educa­
tional principles, and we believe your w orkshops should be 
based on sim ilar principles:

* The skill you teach m ust enable people to help them selves.
* The skill m ust be needed by the partic ipants. So we 

believe partic ipants must be a llow ed the right to decide 
the ir own needs.

* It is im portant to constantly draw on the experiences of par­
tic ipants.

"The role of the educator is to present to the people in a challeng­
ing form, the issues they themselves have raised in a confused 
form. ”

(Mao T se T u ng )

It is a good idea for facilita tors to get partic ipants to explore 
the ir expectations and aim s for this w orkshop. So at the begin­
ning of your w orkshops, ask partic ipants:

* W hat would they like to learn in th is w orkshop
* W hat are their needs in term s of report w riting and note­

taking?
* W hat are their expectations?

Then m odify your w orkshop program m e to m eet partic ipan ts ’ 
needs and expectations.
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How is this m anual organised?
Together we will w ork through the fo llow ing sections:

1. METHODS TO USE IN WORKSHOPS:
Notes for facilita tors

1.1 G roup d iscu ss io n .............................................................p .5
W hy do we use sm all groups?
H ints for sm all group d iscussion

1.2 E xerc ises.............................................................................p.7
W hy do we give exercises?
H ints for exercises

1.3 W ritin g ............ ...................................................................... p.7
W hy do we do written exercises?
H ints for w ritten exercises

1.4 Role p lays............................................................................p .9
W hy do we use role play?
How to organise role plays

1.5 Som e im portant ideas fo r w o rkshops ......................... p. 10

2. HOW TO SUMMARISE INFORMATION FOR 
NOTE-TAKING

2.1 W hy do we take no tes? ................................................ p. 11
2.2 How to select in fo rm ation ............................................p. 12
2.3 Learn to lis ten ..................................................................p. 15

3. HOW TO WRITE UP YOUR NOTES

3.1 D eta ils ............................................................................... p. 17
3.2 D ra w u p a p la n ............................................................... p. 18
3.3 O rganise your p la n ...................................................... p. 18
3.4 W rite  paragraphs.......................................................... p. 19
3.5 H eadings and sub-head ings......................................p. 22
3.6 N um bering...................................................................... p .23

4. HOW TO WRITE REPORTS

W hy are reports necessary?......................................p. 25
W ho do we w rite  reports fo r? .................................... p. 25
How to plan a report..................................................... p. 27
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The d ifferent types of reports:
4.1 Routine reports ...................................................................p .29
4.2 Specia l reports....................................................................p. 30
4.3 Progress reports ................................................................. p. 31
4.4 How to report ob jec tive ly ................................................. p. 33

5. HOW TO PRESENT YOUR REPORT 
VERBALLY

How to prepare yourse lf fo r verbal reporting ................. p.36
How to structure a ta lk ............................................................p. 37
Tips to  help you speak e ffective ly ........................................p. 37

Reporting is one of the w ays we ensure that union o ffic ia ls and 
c o m m u n ity  o rgan ise rs  are gove rned  b y  the  p r in c ip le  of 
dem ocracy. It ensures that union o ffic ia ls and com m unity or­
ganisers a lways remain accountable to the ir m em bers. We 
hope that you w ill find th is booklet helpful in dealing w ith trade 
union w ork and com m unity organising. W orkers and com ­
munity organisers can only grow stronger by increasing their 
know ledge.

*  It is very c lear to every "m an" that the ignorance o f the m as­
ses ensures tha t the  m asses w ill rem a in  pow e rle ss . 
K now ledge is pow er. W ell then fe llow  pro letarians, in this 
m atte r there is no o the r help to be h a d  o ther than se lf-he lp ! 
W hat soc ie ty  has neg lected  you  m ust fight to redress for 
yourse lves till we take over as the m asters o f o u r own s itua­
tion. The education o f the workers m ust be accom plished  
by  the w orkers ’ own organisations.

(Alex Danielson, 1889 -Taken from The Workers Educational Association)
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1 .M ETH O D S TO  USE IN W O R K S H O P S  
: Notes for fac ilitators

Introduction

This section o f the m anual suggests som e teach ing m ethods 
to facilita tors of w orkshops. Partic ipants in w orkshops o r tra in ­
ing program m es are not em pty vessels. Each one has som e< 
th ing va luab le  to contribute to the learning process. So it is im ­
portant for tra iners and w orkshop fac ilita to rs  to use d ifferent 
teach ing m ethods to stim ulate partic ipants and to encourage 
th e ir pa rtic ipa tion . It is no good using the  old fashioned 
m e th o d s  th a t are used in schoo ls  of c lassroom s. These 
m ethods do not challenge partic ipants or draw  on the ir ex­
periences. There  are o ther more dem ocratic  and em pow ering 
m ethods to use and we will d iscuss the fo llow ing ones in this 
section: 1.1 G roup d iscussion

1.2 Exercises
1.3 W riting
1.4 Role plays

W e learn by doing. In fact, we learn m ore easily when we are 
doing som eth ing rather than when we are being told how to do 
it by som eone else. So the idea of active  partic ipation by 
learners o r partic ipants should becom e an im portant part of 
how we plan education program m es fo r w orkers and com ­
m unity groups. Let’s now look in more detail at som e m ethods 
tha t are useful fo r workshops.

All the m ethods suggested in this m anual can be done in 
groups. G roup w ork helps people to w ork  co llective ly, solve 
problem s co llective ly and find so lutions co llective ly. It develops 
healthy w ork ing  re la tionships am ongst m em bers of the group.

1.1 G roup discussion

W hy do we use sm all groups?
M ost people find it very d ifficu lt to speak in big meetings, 

groups or gatherings because they lack the confidence to do 
so.

5 REPORTS LACOM MANUAL



methods

EVERYO NE TAKES PART

In sm all groups of three, four or five everyone can take part in 
the d iscussion. It is easier for shy or new people to speak. 
Dom ineering people can be controlled m ore easily. Individuals 
are m ade to feel the ir contributions are im portant and neces­
sary.

BETTER ATM O SPH ER E

Sm all groups are less form al. People feel m ore relaxed and 
are able to chat more freely. People can relate or in teract in a 
more personal way.

SKILLS ARE DEVELO PED

People w ill act as co-ord inators (chairpersons) in sm all groups 
w ithout too many problem s, before they would chair a big 
m eeting. Note-taking is easier as the group can assist with 
reporting. Duties can be shared and during w orkshops many 
partic ipants get an opportunity to deve lop skills.

W O R K IS DONE C O LLEC TIVELY

Sm all groups act as a collective m ore easily. People learn to 
listen to each other, share views and find com m on solutions. 
A lso w ork or d iscussion happens at the pace determ ined by 
the group. Small groups are more flexib le.

Hints fo r sm all group discussions

W orkshop facilita tors m ust give clear instructions about:
* The questions to be d iscussed in the sm all group.
* The tasks the group must do.
* The purpose of the d iscussion (find solution to problem 

etc.).
* The tim e the group has.
* How notes have to be taken (eg. on new sprints, in note 

book).
* How the group m ust se lect a chairperson.
* How the group m ust select a reporter and note-taker, 

to report back to the larger group.
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1.2 Exercises

W hy do we give exercises?

Norm ally you give partic ipants exercises to help them  con­
solidate w hat was taught. Exercises are not given to test par­
tic ipants as if they w ere in school or w riting  an exam ination. 
Exercise are for partic ipants and learners to enjoy and to find 
an exercise useful it has to be re levant and interesting.

* •
It is useful to have exercises that re late to partic ipan ts ’ daily 

lives or work, here are som e exam ples:

* For trade unions, you can use case stud ies of 
w orker problem s to solve.

* You can set com prehensions about the history of 
the ir unions.

* You can give an exercise on the labour m ovem ent.
* For com m unity w orkers, use case stud ies of 

com m unity problem s; or
local h istory; or

use local com m unity new sletters and pam phle ts to set 
com prehension exercises.

Hints fo r exercises

* Answ ers m ust be sim ple. You are not trying to "catch" 
partic ipants.

* Language and instructions must be clear.
* Partic ipants can w ork in groups.
* Exercises can be jo in tly  d iscussed afterwards.
* A nsw ers can be used to stim ulate critica l th inking.
* Partic ipants should be a llowed enough tim e for exercises.

1.3 W RITING

How  do w e do w ritten exercises?
W riting does not com e easily to everyone, and for people who 

w ork in factories and o ther w orkplaces it is even m ore difficult. 
A lso, because of our educational system , w orking people often 
th ink that the skill of w riting is best left to "w ell-educated" 
people.
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Yet, w riting  plays an im portant role in all our organisations. W e 
have to w rite:

* letters

* pam phlets

* m inutes

* notices

* reports

W riting is a  skill and like all skills it has to be developed. For 
m ost people driving a m otor car does not com e natura lly. We 
have to learn the skill. W ell the sam e goes for w riting, we have 
to acqu ire  the skill.

Hints on w ritten exercises

* Tell partic ipants to use their own language.

* They should use sim ple language.

* They should w rite short sentences.

* Let them  plan w hat they w ant to  write.

* Let them  ask these questions to help them  plan carefully,
- W hat am I w riting  (typing)?
- W hy am I w riting (pass on in form ation)?
- W ho am I w riting to  (m em bers, officers, o thers)?

R EM EM B ER  : There is no single, correct w ay to write. But 
to help people read w ha t is w ritten, it is best to arrange your 
thoughts and ideas in a logical order. W e w ill do an exercise on 
logical ordering in the manual.
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1.4 Role Play

Role p lay  has b e c o m e  an im p o rta n t m e thod  to  use in 
w orkshops. This is because it helps people to th ink through or 
pro ject m any th ings they observe and experience in the ir daily 
lives.

W hy w e use role play?
- W e use role play to im prove skills and com m unication.
- To show  d ifferent aspects of a problem .
- To explore "life-like" s ituations which reflect peop le ’s l iv e s . ',

W hat do you th ink are the advantages and d isadvantages of 
role p lays? Spend 10 m inutes d iscussing this and then add 
your ideas to the list below.

A dvantages D isadvantages

- Role p lays are enjoyable. - Role p lays are artic ifica l
- Everyone can partic ipate. 
-T h e y  are very flexible.

situations.

- They make com m unication - People are afra id to ex-
easy. press o r expose them -

- They stim ulate  debate.
- They help develop skills in self

selves.

expression. -They re inforce stereo-
- People are required to listen types.

and speak.
- They build self confidence. - People can overpe r­

sona lise  problem s.

How  to organise role play
* Tell partic ipants clearly w hat the purpose of the role play 

is, eg. w orkers in a clothing factory show ing the routine of 
w orking at a m achine the whole day.

* A llow  groups to firs t plan the role play before they do it.
* Be specific  about w hat the role p lay m ust illustrate.
* Ask the group to speak in the language that they are most 

com fortab le  with.
* G ive tim e lim its fo r p lanning and fo r doing the role play. 

R em em ber that it takes a lot of tim e to plan well fo r a role 
play.
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* Be constructive about the d iscussion or critic ism  arising 
from  the role play.

1.5 A word on language used  
in w orkshops

In a w orkshop situation where there are many people and they 
do not all speak the sam e language, it is best to a llow  par­
tic ipants to speak in the language that they are m ost com fort­
able w ith. Make th is c lear at the beginning of the workshop. 
This m eans that you w ill have to ensure that there is som eone 
in the w orkshop who can translate fo r those who do not under­
stand. Th is facilita tes com m unication and understanding.

W e know  that w orkshop facilita tors are not a lw ays keen to 
have to a lways translate  because it extends the tim e of the 
w orkshop. But we firm ly believe it is bette r to spend th is tim e 
and m ake sure that everyone in the w orkshop understands 
w hat is being said. You will w aste  more tim e if you run the 
w orkshop and no-one has understood a word of w hat was said.

So d on ’t save tim e at the cost of understanding.

10 REPORTS LACOM MANUAL



summarising information

2. HO W  TO SU M M A R ISE  IN FO R M A ­
TIO N  FOR N O TE-TA K IN G

N ote-taking is an im portant skill w hich helps trade unionists 
or com m unity organisers carry out the ir responsib ilities e ffec­
tively. G ood note-taking is an essential part o f com m unicating 
w ith others. Before we look at how to take notes, le t’s firs t d is­
cuss w hy w e take notes.

2.1 W hy do w e take notes?
* Rem ain in the large group to d iscuss the advantages of 

note-taking.
* Ask the group W HEN they th ink it is im portant to take 

notes, i.e. in which situations. Then d iscuss W H Y it is im ­
portan t to take notes in these situations.

* List p a rtic ipa n ts  co m m e n ts  on the  b lackb oa rd  o r on 
newsprint. Add the ones below if partic ipants have not 
m entioned them.

R EA SO N S W H Y W E TA K E NO TES
-W e take  notes to rem ind ourse lves o f th ings we 
have to do.

-N otes guide us in negotiations because we have all 
the facts in front of us.

-N otes can be used as proof of d iscussions, eg. in­
vo lving m anagem ent.

-N otes assist us in reporting to our m em bers on 
m eetings, w orkshops, etc.

W hen we take notes w e do not w rite  down all the in form ation
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from  the meeting, w orkshop, etc. Rather, we select the infor­
mation w e consider to be important. So we have to decide what 
to include and what to leave out. In the end we are left w ith brief, 
but com prehensive notes.

How to select inform ation

Often note-takers try to take down everyth ing being said. This 
is not practica l. O nly the main points should be noted. In other 
words, w e have to choose to w rite certa in points, ra ther than 
others.

How do we decide which points to take note of? Som etim es 
the chairperson of a m eeting will stop the d iscussion and sum ­
m arise the main points fo r the note-taker. This m akes our job 
a lot easier. But often the chairperson does not do this. Here are 
som e useful hints which will help you decide w hat to take note 
of.

* Decide what the m ain point of the d iscussion is. Ask your
self:
- W hat is the main aim  of this d iscussion?
- W hat in form ation is im portant?
- W hat are the key w ords of the d iscussion?

Key w ords are w ords which sum up the main points of a sen­
tence or paragraph. For exam ple, in a  d iscussion about the 
causes of unem ploym ent, the key w ords m ight be, no jobs; bad 
conditions; no qualifications.

YOU WILL NEED TO LISTEN VERY CAREFULLY TO THE 
DISCUSSION TO PICK UPTHE KEYWORDS. SO LISTENING IS 
A VERY IMPORTANT SKILL TO DEVELOP.

* W rite  down points in your own w ords ra ther than in the 
speakers words. You will be able to take down more this 
way. It w ill also help you make sense of your notes later on. 
Ask fo r an interpretation or translation of anyth ing you do 
not understand.

* Pay particu lar a ttention to decisions taken a t meetings:
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These m ust be properly recorded. A  useful suggestion is 
to  reco rd  the  d iscuss ion  and th e  dec is ions  taken on 
separa te  p ieces o f paper. This a llow s you to check on 
decis ions and to make sure that they have been carried out.

* A sk the  chairperson to read out decisions again, espe­
cia lly if you have to carry these dec is ions back to m em bers. 
You need to know that you have taken down the correct 
facts.

* You w ill not be able to make notes if you do not understand 
w hat is being d iscussed. The only w ay to overcom e this is- 
to ask , through the chairperson, fo r c larification. Do 
not be afra id  to stop the m eeting to ask questions. There 
m ight be others in the group w ho also do not understand 
w hat is being d iscussed. Your questions w ill help them , as 
well as ensure tha t you have an accurate  set o f notes.

W hen do you take detailed notes?
* Take deta iled notes w hen a d iscussion has taken place 

w ith m anagem ent. In o ther w ords, w hen offic ia l decis ions 
are made.

* Take deta iled notes o f w orker’s o r m em ber’s grievances, 
like accidents, w ork ing  conditions, safety regulations, etc.

A ctivity  on selecting inform ation

W e are going to do a role p lay to learn how  to se lect im portant 
in form ation. The group m ust im agine tha t they are a Shop 
Steward C om m ittee. Ask fo r a  vo lun teer to  p lay the role of 
chairperson.

The C om m ittee has been asked by the Union to draw  up a list 
o f the causes of unem ploym ent in the ir area. The chairperson 
should in troduce the issue and then ask all partic ipants to con­
tribute  the ir ideas about the causes o f unem ploym ent.

Each partic ipant m ust take notes of the d iscussion.

Note to  facilitator:
* Explain to the group w hat the purpose of the role p lay is, 

i.e. to  look at a real s ituation w here notes w ou ld  need to
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be taken.
* A llow  the group to firs t plan the role play, i.e. find a chair­

person, decide how  th is person w ill in troduce the issue, 
and how  the rest of the group w ill partic ipate. G ive a time 
lim it fo r the planning.

* Explain that all the partic ipants m ust take notes of the d is­
cussion, but they should be se lective  in w hat inform ation 
they record. Suggest that partic ipants use the hints on how 
to se lect inform ation fo r note-taking.

* G ive a  tim e lim it fo r the role play.
* A fte r the role play d iscuss any prob lem s people had with 

tak ing  notes. Be construc tive  about the d iscussion or 
critic ism s arising from  the role play.

Here are a few  reasons w hy note-taking could  
be difficult:

* O ften we are trying so hard to take everyth ing down that 
w e are not listening carefu lly to the discussion. W e land up 
w ith a set of notes tha t we do not understand and that are 
useless.

* O ften we only listen to the d iscussion and fo rget to 
jo t down the key w ords or sum m arise the main points. This 
often m eans that we forget w hat w as d iscussed when later 
on w e try to take down the notes.

* M any people are too scared o r em barrassed to stop the 
chairperson and ask for decis ions to  be repeated, or to ask 
for c larification on a  point, or even fo r it to be translated. 
R em em ber you w ill not be able to  take accurate  notes if 
you do not understand the discussion.

* Everyone will eventually develop the ir own m ethod of note­
taking. For som e people, taking notes in a m eeting helps 
them  to concentrate  on what is being said. For others, they 
p re fe r to  listen firs t and take  d o w n  the ir notes later. 
W hatever method you choose, it is im portant tha t you LIS­
TEN  to the d iscussion so that you understand and can take 
com prehensive notes.

Let’s now look at the skill of listening.
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2.1 Learn to listen

Listening is a skill that eventually becom es an art. It is a very 
im portant skill for a note-taker to develop. W hen w e say lis ten­
ing, we do not just mean hearing w ha t is said. W e m ust hear 
and U ND ER STAN D  w hat is being said and som etim es also 
w hat is not being said.

We need to learn to listen and take notes at the sam e time. 
Th is is qu ite  a d ifficu lt skill to learn and takes a lot of practice. 
We have to try  to ensure tha t our lis ten ing does not in terfere 
w ith  our note-taking, and that our note-taking does not 
in terfere w ith  our listening.

Here is an exercise to do on listening.

Note to facilita tor:
* You are going to use Tape 1 in th is exercise. This tape has 

recorded te lephone m essages on it.
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* The m essages are brief, som e lasting longer than others.

* Play each message once and at the same time tell participants 
to try and take down notes of what is being said.

* A t firs t you may need to play the m essage a second or third 
tim e fo r the partic ipants. But by the th ird  or fourth m essage 
try not to repeat it.

* A fte r th is exercise let partic ipants read back the m essages 
to the group. Som e would have picked up points which 
o thers have missed.

•

* Rem ind partic ipants of the im portance of listening, under­
s tand ing and taking notes at the sam e time.

So far w e have looked at how to se lect in form ation for note­
taking. Le t’s now look a t how you w rite  up your notes.
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3. HO W  TO  W R ITE  UP YO UR NOTES

W e have a lready said that notes should be brief, but they must 
a lso be com prehensive. There are m any w ays to m ake notes 
and you m ust decide on w hat m ethod you like best. The most 
essentia l item s to carry around for note-taking are a note book 
and a pen o r a pencil and a rubber.

3.1 Details

Until now how  have you taken notes? Do you record the date, 
time, nam es of people, etc. or do you th ink that this is unneces­
sary?

You should a lways record the fo llow ing inform ation at the top 
of the page:

- Notes on a m eeting should include;
(1) Subject of the m eeting.
(2) Place of the meeting.
(3) Date and tim e of the meeting.
(4) Names of the people involved.

- Notes from  an article or book should  include;
(1) Title.
(2) Author.
(3) Page num ber.

W hy is it im portant to record the above inform ation?

The above deta ils seem  very obvious but if they are om m itted 
the notes w ill not be very helpful in the fu ture. A lso som e of the 
m em bers m ay not be fam ilia r with these facts and need to be 
inform ed about them.

How many of you included these deta ils  in the notes you took 
from  the role play? Include it now if you have not a lready done 
so.
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writing notes

3.2 Draw up a plan

Now you need to se lect the inform ation you w ill put into your 
notes. Rem em ber, you only want the main ideas, and not the 
details. So, begin by making a list of all the points you w ant to 
include in your notes. Let’s look at an exam ple of this.

The topic is : Causes of unem ploym ent.

O ur list could look som eth ing like this:
1. No jobs in the area.
2. No qualifications or experience.
3. D on’t like conditions in jobs available.

W e call this list a plan or an outline .

Draw  up a plan

W e are going to draw  up a list of all the points w e w ant to in­
clude under the topic, The Housing Shortage.

Note to facilitator:
* Ensure that partic ipants have w riting m ateria l - pen or 

pencil and paper.
* Let people w ork in pairs or in sm all groups.
* G ive suffic ient tim e for partic ipants to draw  up the ir own 

list. Rem em ber that som e people w rite very slow ly.
* Return to the larger group and ask partic ipants to share 

w hat they have written. W rite the ir responses on the b lack­
board or on newsprint.

* Keep the list fo r the next section on organising your plan.

3.3 O rganise your plan

You have now written a  plan for your notes. But you need to 
check tha t there is a  deve lopm ent of ideas in your notes. So, 
now you must rearrange your points into a logical order.

O rganise your plan
Let’s take the list we drew  up on The H ousing Shortage.
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* First group all s im ilar ideas or in form ation together.
* Now decide, what is the most im portant in form ation. Num ­

ber th is in form ation w ith a (i).
* W hich point fo llow s from  the m ost im portant in form ation? 

N um ber this with a (ii).
* Carry on like this until you have rearranged your points into 

a logical order.

3.4 W rite Paragraphs

W e have drawn up a plan and reorganised the points into a  
lo g ic a l o rd e r . N ow  w e  can b e g in  w r it in g  s h o r t,  b r ie f ' 
paragraphs, using our plan.

A paragraph is a kind of list. It is a list of sentences. EVERY 
SEN TEN C E IN THE PARAG RAPH M U ST BELONG IN THAT 
PARAG RAPH.

□ Q A o c b a o W hich sentence does not belong?
In this exercise you m ust cross out the sentence which does 

not belong in the paragraph.

The Portuguese b rough t A frican  slaves to B razil in large  
numbers. Today, a t least thirty-five p e r cent o f B ra z il’s 
popu la tion  is o f A frican  descent. Chile is a lso in South  
Am erica. These descendants of slaves have preserved and  
adapted the ir A frican cu ltures in various ways. They have 
created an Afro-Brazilian culture w hich  expresses itse lf 
through religion, art, music, dancing  and  folklore.

Have you found the sentence that does not fit?

Note to facilitator:
Either photocopy th is exercise or w rite  it up on a blackboard 

fo r the partic ipants. Ask them  to work out the exercise on their 
own first and then d iscuss it with them  or let them  discuss the 
answ er in sm all groups.

Now le t’s take the list that was drawn up fo r The C auses of 
U nem ploym ent . Now that we have a list like this, we can 
w rite a good paragraph on the subject. Here is a paragraph 
based on th is  outline.
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C AU SES OF U N EM PLO YM EN T
1. No jobs in the area.

2. No qualifications or experience.
3. D on’t like conditions in jobs  available.

Paragraph
There are many d iffe ren t causes of unem ploym ent. Som e­

tim es there  are no jobs in the area w here  a person is living - 
or e lse all jobs are fo r qualified or experienced people, and 
the person looking fo r a job lacks qua lifications or ex­
perience. He may refuse jobs which are available because 
he does not like the w orking conditions, or because the pay 
is bad. Then, once he has refused the job  he finds tha t there 
is no o ther work available.

W rite Paragraphs
In th is activ ity we are going to help you w rite better paragraphs 

fo r your notes. This w ill a lso help you w rite  paragraphs fo r your 
1 reports. R em em ber that the most im portant aspect of writing 

a paragraph is to have a  main idea or topic. O nce you have got 
your main idea, then you can build in form ation around it.

In th is activ ity we are going to try to help you to w rite  better 
paragraphs fo r your history. R em em ber that the m ost im portant 
aspect of w riting a paragraph is to have a main idea or topic. Once 
you have got your main idea, then you can build your o ther in for­
mation around it.

(The above exercise is from  the Turret S enior English W orkbook 3)

1 First read the paragraph below. Then try to 
answer the question which follows. The 
paragraph comes from a book called Living and 
Winning by Pauline Wiltshire, a disabled 
woman from Jamaica who now lives in London.

After the first weekend I was on my ow n. My family 
were at work or at school and I felt very lonely. 
There was no one to take m e around or tell m e o f the 
new ways o f  living. My mother had advised m e not 
to go out on  my own so I didn’t venture out to see the 
district I was living in. This went on for three weeks, 
with the exception of a few outings with my sister. 
I had seen very little o f London. I had not lived with 
my m other since I was an infant. After a few weeks 
she seem ed  to lose interest in me. The family 
carried on  with their very busy life o f  work, home 
and churchgoing. N one o f their activities seem ed  
to be w ith me.
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Choose from the list below what you think the 
main topic of the paragraph is:
- The work of Pauline’s family
- Sightseeing in London
- Pauline’s loneliness
- The area where Pauline lived

2 (a) You can usually find the main idea of a 
paragraph in a topic sentence. The topic 
sentence is often at the beginning or end of 
the paragraph. It may also be in the middle. 
Can you work out the topic sentence from 
Pauline’s story?

(b) Underline the sentence which sums up the 
topic of the paragraph below. The paragraph 
comes from an article called ‘Bantu Educa­
tion Begins’ which appeared in Upbeat no 3, 
1985.

From 1956 primary schools in the large towns were 
divided along ethnic lines. Xhosa. Z uluandSotho  
and other language groups had been living together 
in the towns for many years. Suddenly African  
languages replaced English in the schools. Children 
were also taught in their own tribal traditions. In this 
way the government divided black people in a way 
they had never been divided before.

What about the other sentences in the paragraph? 
They all support the topic sentence. They give 
information about the main idea. The other 
sentences could include examples, details, 
supporting facts and explanations. What 
examples does the writer of the Upbeat article 
give to back up the main topic of the paragraph?

3 Here is an exercise to help you write a 
paragraph yourself. Use the information that 
we have provided for you. Remember to follow 
these steps:

1 Find a topic sentence.
2 Leave out unnecessary information.
3 Put in details that support your topic 

sentence.

•  The fares had also increased in Pretoria.
•  People in East London, Germiston and Randfontein 

boycotted in sympathy.
•  In 1957 Putco decide to increase fares for people * . 

from Alexandra from 4d to 5d.
•  Altogether 60 000 people boycotted the buses in 

1957.
•  There was no train service from Alexandra to town, so 

thousands of people walked to work every day.
•  The people of Alexandra were the first to boycott 

buses in 1957.
•  Alexandra is an old township.
•  The Alexandra boycott was joined by people in 

Pretoria.

This activity is based on an exercise in a book 
called Write Well which is published by SACHED 
and Ravan Press. Look at this book if you feel that 
you need more assistance in paragraphing and 
other writing skills. It can help you a lot in writing 
history.

~ (taken from Write Your Own History.)

Note to facilitator:
Photocopy these exercises for each partic ipant. E ither let par­

tic ipants do the exercises on their own or in sm all groups. 
W hen you have fin ished with the exerc ises from  W rite  Your

21 REPORTS LACOM MANUAL



writing notes

Own History, take the list we drew  up on The Housing  
Shortage. W rite your own paragraphs on this topic, using the 
list we drew  up.

Note to  facilitator:
Give partic ipants suffic ient tim e to w rite  the ir paragraphs. 

Then go through them  in the larger group.

3.5 Headings and sub-headings

Paragraphs, num bers and headings help ensure that notes are 
well spaced. Notes should a lways have one main heading and 
a few  subheadings if possible.

D iv ide  yo u r in fo rm ation  w ith  c lear h e a d in g s  and s u b ­
headings . Headings are useful because they sum up the main 
ideas you w ant to present. Sub-headings divide your notes into 
main sections. Headings and sub-headings help g ive your in­
form ation a logical structure.

How do you choose the most appropria te  headings for your 
notes? The easiest way is by using the main ideas of the in for­
mation you want to present. You can do this w ith each section 
i.e. use the main idea for each section as your subheading.

Choose brie f headings. Som etim es questions are a useful way 
of m aking headings, eg. W hat are the causes of unem ploy­
ment? or W hy is there a housing shortage?

W rite headings and sub-headings
* T a k e  th e  p a ra g ra p h s  you  w ro te  on "T h e  H ou s in g  

Shortage". W rite an interesting main heading fo r your 
notes. R em em ber the heading should in form  readers 
about w hat is in the notes. It should a lso attract the reader’s 
attention.

* Now write sub-headings for each paragraph. The easiest 
way to do this is to use the main idea of the paragraph. 
C hoose brief sub-headings.

* Share your headings and sub-headings with the rest of the 
group.
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3.6 Num bering

The use o f num bers and letters is ano ther w ay of helping 
people to fo llow  your argum ent. Exam ine any docum ent sent 
to your union or organisation. You will see firstly, tha t the use of 
num bers and letters is com m on in m ost docum ents. Second­
ly, letters and num bers show  how item s are related.

There are m any d iffe rent w ays of num bering a docum ent. W e 
th ink tha t th is  is the best way:

NOTE THE SPACING 
OF THE NUMBERS.

It is a lways best to use a system  that you are fam ilia r w ith.

Note to  facilitator:
Provide the group w ith docum ents w ith d ifferent num bering 

system s. Partic ipants should exam ine them  in sm all groups 
and d iscuss the d iffe rent methods. Then ask partic ipants to 
n u m b e r th e  p a ra g ra p h s  they  w ro te  fo r T h e  H o u s in g  
Shortage .

SU M M AR Y OF H O W TO  W RITE NOTES 
In th is section we said that one way of w riting notes is as fo l­
lows:

* Record deta ils  at the 
top  o f th e  page, eg. 
s u b je c t  o f m e e tin g , 
p lace of meeting, etc.
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Next, draw up a  plan of 
th e  inform ation you 
want to include in your
notes.

* Reorganise your plan 
so that there is a  
developm ent of 
ideas.

* W rite  sh ort, b rie f 
paragraphs, using your
plan.

* W rite  headings and 
sub-headings.

* Num ber your notes.

W e have discussed and practiced note-taking - selecting in­
formation and then mWing up your notes. Now let us continue

and look at report-writing.
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r e p o r t - w r i t i n g

4. HO W  TO W R ITE  REPO RTS

Union o ffic ia ls and com m unity organizers are accountab le  to 
the ir m em bers. They m ust a lways inform  the ir constituencies 
of decis ions taken, o f pro jects undertaken, of funds received, 
of problem s facing the organisation, etc. The w orkers and com ­
m unity have a right to know. One w ay of ensuring account­
ability is by reporting to the w orkers or to the com m ittee m em ­
bers or to the com m unity. Th is a llow s m em bers to partic ipate 
in all the activ ities of the organisation.

W hy are reports neccessary?

Note to  facilitator:
Remain in the large group to d iscuss why reports are im por­

tant. List partic ipan ts  com m ents  on the b lackboard  or on 
newsprint. Add the ones from  the list below  if partic ipants have 
not m entioned them.

WWy are. reports  necessary r 
fflaybc because ...-this could kapp-en...

"TUe iyieeKng proceed*

Uq. easy! f don't] 
AxxVt "to write Qaj-

toretne** be*' tjords ihaJks aMf

OR MAY6E...OW 4 LATER cccvtsy/b* fteXT Meeting... '1h« faforb°5ack\
1 I
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R EA SO N S W H Y R EPO RTS A R E N EC ESSA R Y

* R eports help m em bers to partic ipate  in the dem ocratic  
processes of organisations.

* Reports instill a sense of accountability  into organ isa­
tions.

* They keep m em bers inform ed of happenings in or­
gan isations and th is  in turn educates the m em bers.

* M em bers will then be in a position to help to plan the 
polic ies or stra teg ies of the union/organ isation.

* They help m em bers to make inform ed decisions.

* R eports make it is easier to assess progress.

D iffe ren t peop le  o r o rgan isa tions w ou ld  requ ire  d iffe ren t 
reports depending on the ir particu lar in terest in the union or or­
ganisation. W hat in form ation you include will depend on who 
you are w riting the report for.

W ho do we w rite reports for?

* W e w rite  reports fo r our m em bers, eg. on an ongoing 
crisis.

* W e w rite  reports to  our funders/donors, eg. on how we 
have spent our funds fo r a particu la r year o r w hy we need 
m ore money etc.

* W e w rite  reports to the media, eg. on the h istory of our or­
gan isation or on how  we view  a certa in issue.

* W e write reports to the executive com m ittee of our or­
ganisation, eg. on a conference or w orkshop w e attended.

* W e w rite  reports to o ther organisations, eg. on the purpose 
and function of our organisation.
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These d iffe ren t people who read your reports w ill be in terested 
in d iffe ren t aspects of your organization or union. There  is no 
point in g iv ing som eone a report filled w ith facts they are not 
in terested in. Like note-taking, report-w riting is a  skill that 
com es easy to  some, but to others, it is a skill tha t has to be 
aquired by fo llow ing a few  guidelines and through lots of p rac­
tice.

How  to plan a report
4 ‘

(1) The easiest way to draw  up the report is to first ask your „ 
self the fo llow ing questions:

- W ho is it for?
- W hy are you w riting the report?
- W hat do you w ant to say in the report?

These questions w ill help you decide w hat in form ation to 
include in your report and w hat to leave out.

(2) Preparation for a report includes a good set of notes. So 
rem em ber to:

* Draw up a  plan of the inform ation you w ant to include - 
decide w hat to include, w hat to leave out, w hat to em ­
phasise and what to jus t mention.

* Reorganise your plan so that there  is a  deve lopm ent of 
ideas.

* W rite short, brief paragraphs, using your plan.
* W rite your headings and sub-headings.
* N um ber your headings and sub-headings.

(3) A w ell laid out report is easy to read. Do not fo rge t to in ­
clude the date, the nam e of the person w riting the report 
and the title  of the report.

... Spacing...

...Tidiness...

... Brief...
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...And if reporting on a  m eeting o r w orkshop tha t took 
p lace, include the venue (place o f m eeting).

(4) R em em ber that reports shou ld  be in teresting o r else 
people  w ill not read them . You can achieve th is  by 
exclud ing  unnecessary  facts or detail. R ather argue 
conc ise ly  and clearly. So your report shou ld  not be too 
long and you shou ld  not repeat yourse lf in the  report.

(5) Do not say th ings  in vague o r am b iguous ways. It is 
im portan t that everyone understands the points being 
made. It is easie r to organise m em bers a round an issue 
if they understand how an issue affects them  personally.

Take into account the level of literacy of the peop le  who will 
read your report. It m ust be in a  language they understand.

(6) A lw ays read your docum ent a fte r w riting it. Does it make 
sense to  you?

A note on w ords
W hat do you do w hen you find a d ifficu lt word in a docum ent 

you are reading?

M ost people ignore the word and ju s t carry on reading. Often 
th is is not a problem  and does not in terfere  with ou r general un­
derstand ing  of the docum ent. But som etim es w e do not under­
stand an im portant point being m ade because the  w rite r has 
used a  w ord we are not fam iliar w ith.

How can we ensure that our readers do not have the sam e 
problem ?

A good idea is to include a word list a t the end o f your docu­
m ent tha t very s im ply expla ins all the d ifficu lt w ords fo r the 
reader. But tell your readers that they can find th is list a t the end 
of your docum ent. O r you can expla in the d ifficu lt w ord as it is 
used - explain e ither at the bottom  o f the page or in the margin.
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This is an exam ple of a w ord list:

D em ocracy - all people have a say in the decision making.
A ccountable - responsib le  to group w ith which you w ork or 

fo r w hom  you work.
Proletarian - working class as opposed to those w ho rule.

Your choice of w ords is very im portant. How often have you 
read a  docum ent that uses the word "he" when referring to 
people. Th is is not correct. It is better to  re fer to people by their 
role instead eg. branch organizer, group co- ord inater, shop ' 
steward, etc.

G ive wom en the sam e respect as men o r else you run the risk 
of a lienating fem ale m em bers  by using "sexist" language. 
S im ilarly avoid the use of "racist" words. Th ink about the words 
you use to  describe people. Do you really need to mention 
w orkers ’ o r com m unities ’ "race" or "e thn ic g rouping"? How 
re levant is it to your argum ent or docum ent?

Now, le t’s look at the fo llow ing types of reports:
4.1 Routine reports.
4.2 Special reports.
4.3 Progress reports.

THE D IFFER EN T TY P E S  OF R EPO RTS

4.1 Routine Reports

These are reports that should be drawn up regularly by union 
o ffic ia ls  and c o m m u n ity  o rgan ize rs  fo r m e m b e rs . These 
repo rts  te ll m em bers  w h a t a c tiv itie s  the  union o ffic ia l or 
com m unity o rganizer has been doing. Routine reports a lso tell 
m em bers tha t the ir decis ions have been carried out.

Routine R eports m ay be a rranged  as fo llow s:

Date: (A date m ust appear on the report)

(1) Introduction

* Record your name and place of em ploym ent or nam e of
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organization.

* G ive a brief outline of w hat your report w ill cover.

(2) Body of the report

* Deal w ith each point separate ly - give each a heading.

* P resent the points in the correct order.

* Do not forget to include the appropria te  facts under each 
poin t.

* S tick to the subject m atter (do not include unre lated issues).

(3) Conclusion

* Sum m arize the main points raised.

4.2 Special Reports

Specia l reports are reports on a spec ific  issue, eg. 
nego tia tions w ith m anagem ent, m eeting w ith local A u thority  
C ouncils  and m eeting w ith  other organisations.

S pecia l reports have a s im ila r s tructure  to routine reports and  
m ay be a rranged  as fo llow s:

Date: (A date m ust appear on the report).

(1) introduction

* S tate your nam e and place of em ploym ent o r nam e of or­
ganisation.

* G ive a brief outline of w hat your report w ill cover.

(2) Body o f report

* G ive an overview  of the problem  w hich has arisen.

* The union or o rgan isa tions ’ v iew  of the issue.
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* The union or o rgan isa tions ’ m ethod o f dealing w ith the 
problem .

* Reasons fo r choosing th is particu lar method.

(3) Conclusion

* Sum m arize the main points raised.

* Suggest appropriate action needed to be taken.
*

4.3 Progress Reports
Progress reports assess a p ro jec t’s progress.

Progress Reports m ay be a rranged  as fo llow s:

Date: (A date m ust appear on the report).

Nam e of organisation/branch.

(1) Introduction

* Nam e of pro ject/activ ity  union ist is engaged in.

* Brief outline of w hat the pro ject enta iled.

(2) Body of report

* A im s of the project.

* How did you go about achieving these a im s? Did you for 
exam ple have fund raising cam paigns, w orkshops, con­
ferences, etc?

* W hat happened at these events?

* W ho did your pro ject reach out to?

* W hat w ere the results?

(3) Conclusion
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* C ritica lly  evaluate the project.

* D iscuss what was gained by the experience (th is  is besides 
the  m ateria l o r physica l gain.)

* Y our Name.

To sum  up:
All reports are laid out as follows:

W rite a report
* You have been sent on a note-taking and report-w riting 

w orkshop by your organisation. The w orkshop has in­
cluded all the points we have covered so far.

* W rite  a report on the w orkshop fo r your organisation, e ither 
fo r the Executive C om m ittee o r fo r your m em bers.

* R em em ber to answ er these questions first:
* W ho is this report for?
* W hy am I w riting  th is report?
* W hat do I w ant to  say in the report?

* W rite  a good set o f notes to help you prepare your report.
* D ecide w hat type o f report it is, i.e. is it a routine, progress 

o r specia l report? R em em ber to use the appropria te  struc­
ture  fo r your report.
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Note to  facilitator:
This should becom e part o f the w orkshop - the point to which 

people have been w orking. They m ust be able to sum m arise 
the w orkshop up until th is point, say w ha t they have learnt and 
w rite  a brie f report on this. So g ive  p lenty of tim e  in the 
w orkshop fo r partic ipants to  do this exercise. A fte r w riting  let 
partic ipants ta lk  about any problem s they had w ith the report 
and d iscuss how these can be overcom e. Partic ipants w ill be 
given a chance to present the ir reports to the group la ter on.

Before we look at how to present your report, there is one f in a l ' 
area in report-w riting tha t w e need to d iscuss. Th is is how to 
report on facts as objective ly as possible.

4.4 HO W  TO R EPO R T O B JEC TIVELY?

Often union ists and organisers have to attend m eetings or 
conferences and then report back to m em bers what happened. 
The ir reports must be as accurate as possible. The repre­
sentative m ust inform m em bers of all the views put forward, 
even if they do not agree w ith the argum ents or the decisions 
taken at the meeting. It is im portant not to mix up facts with 
personal opinion. If you are including your own opin ions on a 
particu lar issue then the m em bers m ust be told that th is is your 
opinion.

Report O bjectively
Ask partic ipants to share any exam ples of the ir own where 
they have had to represent a point of v iew  that they did not 
agree w ith. D iscuss the d ifficu lties w ith th is and how  they 
th ink these d ifficu lties could be overcom e.
Here are som e exercises to do on bias.

Finding bias in new spaper reports...
Newspapers cla im  that they report only ’the fa c ts ’ about an event. 

They say they don ’t express feelings or op in ions about an event. In 
th is  activity w e are going to look at two extracts from  different 
new spapers and see if they give the sam e ’fac ts ’.

F irst read these two passages and then try  to 
fo llows:-

in the chart w hich
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Extract from
TH E  C ITIZEN
21 NOVEM BER, 1985

Extract from 
TH E  CAPE TIM ES  
21 NOVEM BER, 1985

2 die in clashes at Mamelodi — police report
T w o people, a man and a w om an, were shot dead as 
p o lice  clashed w ith m o b s during a day o f  unrest in 
Pretoria’s M am elodi township yesterday.

A  police report said that at 10 am a group o f  
Blacks stoned a p o lice  vehicle. Police opened fire, 
fatally wounding a B lack female. A Black m ale was 
a lso  arrested.

In a later incident a gro u p o f Blacks threw a petrol 
bom b at a police vehicle. One round from a shotgun  
was fired, fatally w oundinga Black man, the police  
report said.

Residents o f  M am elod i staged a stayaway from  
work yesterday.

Township resid en ts confirm ed that m ost 
residents had not go n e  to  work.

Earlier there w ere reports o f  people m arching 
through the tow nship in  protest against the local 
council The march w as said to be in protest at high 
rents, th 2 presence o f  police in the township, and the 
banning o f  w eekend funerals.

The march was stopped by police. M ost bus and 
taxi drivers serv ic in g  M am elodi were warned by 
organisers o f the stayaway not to operate yesterday, 
and groups o f  youths stood at terminals and railway 
stations to turn away workers.

6 die as police fire on crowd
P olice and soldiers manned roadblocks around 
M am elodi, near Pretoria, late last night after at least 
six  p eop le— including elderly w o m en — died and 
hundreds o f  people were injured w hen police  
opened fire on a crowd o f  50  000.

The crowd had been marching on the D evelop­
m ent Board o ffices after a m assive stayaway 
oiganised by local youths in protest against the army 
presence in the townships, high rents, stringent 
restrictions im posed on unrest funerals and the 
banning o f w eekend funerals.

The M am elodi doctors, w ho together treated 
over 50 people, said m ost o f  the injured had been  
shot in the back w ith birdshot and buckshot and 
many had lacerations.

Dr Fabian Ribero, 5 2 , said his consulting rooms 
were visited by over 30  people who ‘looked like they 
had been in a war’. .

Residents claim  that they had asked the Mayor of 
M am elodi, Mr Beniiet N dlazi, to lead the march to 
m eet senior police officia ls to protest against the 
police presence in the area, the banning o f funerals 
at weekends and high rents.

W itnesses said the crowd, consisting o f old  and 
young men and wom en and their children, gathered 
outside the board offices and waited for the mayor.

Armed police and soldiers arrived at the offices  
and told the crowd to gather at the local stadium  if 
they had any grievances to voice. 

k The mayor tried to address the crowd from  a 
police Casspir but was drowned out by chanting.

Police ordered the crowd to d isperse within five 
minutes. They ignored the order and police opened 
fire. W itnesses said scores o f  people were injured 
as the crowd stampeded. Old men and women were 
trampled underfoot.

Youths then went on the ram page, stoning and 
gutting a number o f delivery vehicles and setting up 
barricades with burning tyres, rocks and electric
p o le s ._________________________________________
1 Copy the chart below. Use the two reports 

that you have just read to fill it in.
Now have a look at your answers that you filled in 
on the chart and compare them.

It is very clear that each reporter’s views of ‘the 
facts’ is different. The reasons for this is that the 
reporters have a different point of view or bias.

2 What do your answers to questions (b)r(c) and 
(d) tell you about the attitude of each reporter to 
the police and the crowd?

Everything that we read will have some kind of 
bias. So we must always try to be aware of (he bias 
in what we read.

A person’s point of view or bias can depend on 
their religion, gender, race or social class. The 
following questions can help you to identify bias.
• Who wrote the account?
• Was the writer male or female?
• Where does the writer live?
• When was the account written?
• Who was the account written for?
• Have any of these factors influenced what the 

writer has written?
Later when we look at interviews and photographs 
you will see that they give a certain interpretation 
of an event.

Suggested answers to this activity are at the 
back of the book on page 149.

This activity is based upon an exercise in the 
Turret Correspondence College Introduction to 
South African History and an article in Upbeat 
no 2,1986.

Citizen
(a) H o w  m a n y  peo p le  
d ie d  d u r in g  th e  
In c id e n ts  o f 
N o v e m b e r 21 In 
M a m e lo d i?

Cepe Timet

(b) W h y  d id  th e  
p o lic e  b e g in to s ’x jo t?

(c ) W h a t w o rd s  a nd  
p h ra s e s  d o  th e  
re p o rte rs  u se  to  
d e s c r ib e  th e  c row d  
a nd  Its a c tio n s?

(d ) W h e re  d o  th e  
n e w s p a p e rs  g e t m o s t 
o f  th e ir  In fo rm a tio n  
a b o u t th e  in c id e n t 
from ?

( W rite Y our Own H istory, pp 64-65)
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report>writing

* G et partic ipants to d iscuss w hat they have read. A sk them 
to present the facts to the rest of the group. Then d iscuss 
how objective each partic ipant w as in the ir presentation.

To sum  up:
In th is section on report w riting we looked at the fo llow ing:

* W hy reports are necessary.
* W ho w e w rite reports for.
* How to plan a report.
* The d iffe ren t types of reports.
* How to report objectively.

Now le t’s go on to our final section on how  to present the report 
tha t you have written.
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5. H O W  TO  PR ESEN T YOUR  
R EPO R T V E R B A LLY

A lot of people are nervous about reporting back verbally to a 
group. So what they do is stand up, read out the report qu ick­
ly and sit down again w ithou t expla in ing anyth ing. Th is  is an in­
correct w ay of verbal reporting. So, le t’s learn how you should 
report verbally.

How to prepare yourself fo r verbal 
reporting

(1) Use your set of notes as a list of points which w ill help you 
rem em ber w hat you w ant to say. People do not listen to 
speakers who read out notes w ord-for-w ord.

(2 ) A lw ays rem em ber to  w rite  large notes that are well 
spaced out so that you can read them  at a glance. You may use 
cards or sm all p ieces of paper fo r each of your main ideas.

(3) Go through each point clearly and a llow  m em bers to ask 
you questions. You do not have to answ er all the questions. 
Som eone else in the group who is fam ilia r with the point can 
answ er the question.

(4) Y our sentences should be short and sim ple. But they 
should not be so short that they sound jerky. Long sentences 
are not so easy to w rite and are even m ore d ifficu lt to read well. 
The m ore ideas you have in one sentence, the m ore you con­
fuse the listeners. So sp lit your sentences into the separate 
ideas. A lso rem em ber tha t an in terpretor would need short sen­
tences to translate a report properly.

(5) Use language tha t you are fam ilia r with. Do not try to 
sound im pressive by using fancy language.

(6) G ive exam ples as you go along, w here possib le.

(7) If you have to read a report w ord-for-w ord, then re­
m em ber to:

36 REPORTS LACOM MANUAL



reporting verbally

* Pause every now and then to and look at the m em bers.
* Explain in your own w ords som e of the points you read 

out.
* Vary the tone of your voice.

However, it is a lways best not to read a  report w ord-for- word. 
Rather m ake photocopies of financial reports, etc. if possib le 
and d istribute  them. O r better still, prepare a new sprin t o r write 
a report on a blackboard that everyone can easily see.

*

How to structure a talk

Introduce the report briefly. D iscuss the main points and con­
clude w ith the re levant recom m endations. W ith very im portant 
reports m em bers can be asked to accept it point by point.

S om e peop le  feel very co m fo rta b le  speaking  in g roups. 
O thers have to learn to be effective speakers. Through practise 
and experience this is a skill that can be acquired. Ensure that 
you practice at home before a m eeting if you are a person who 
finds it d ifficu lt to speak in groups. G et som eone to check on 
how audib le  your voice is, the tone of your voice, how  c lear the 
points are, how well o rganised the report is, etc.

Do not w orry if your firs t a ttem pt is not very good. You w ill get 
better as you practice and have m ore opportun ities in report­
ing back. The better you get the more confident you w ill feel.

Tips to help you speak effectively

(1) Ta lk c learly  and loud enough fo r everyone to hear (not 
too loud ly though).

(2) Look at everyone when ta lking (not jus t one spot or 
person).

(3) Vary the tone of your voice. Only boring speakers use 
the sam e fla t tone throughout.

(4) Sound interested in w hat you are saying.

(5) Have confiaence in yourself.
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Note to  facilitator:
How can you help people build the ir confidence? O ne way is 

to a llow  people to use the language they are m ost fam ilia r with. 
A nother way is to create an environm ent in the w orkshop of 
com radeship, where people feel free to express them selves 
and free to make m istakes. People should not feel in ferior in 
any way, especially if they make m istakes - in fact you can use 
these opportun ities to po in t out that we learn from  our m istakes 
as well as from  our successes. The m ore practice people have 
in m aking speeches and in ta lking in groups, the more con­
fidence they will develop. So a lways encourage partic ipants to 
speak out.

(6) Do not be rude.

(7) Use hum our as you ta lk but only if this is appropriate.

(8) Be as concise as possib le (do not ta lk fo r too long on 
one issue - people lose interest).

(9) C orrect any d istracting body m ovem ents you m ight have.

(10) T ry  to be as natural as possible.

Present your report

Take the report that you have w ritten on the w orkshop on 
note-taking and report-w riting. You are going to present a 
five  m inute ta lk to the group on w hat you have learnt in this 
w orkshop.

* M ake your set of notes to help you rem em ber w hat you 
w ant to say. R em em ber to w rite large notes so tha t you can 
read them  easily.

* S tructure  your ta lk into an in troduction, main points and 
conclusion.

* Do not worry if you make a m istake in your speech - we 
are all here to learn.
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Note to facilitator:

* G ive partic ipants tim e to prepare and structure the ir talk.

* Ask each partic ipant to present the ir report verbally. En­
courage partic ipants to do this, do not force them.

* A fte r each presentation, d iscuss how the ta lke r felt, how 
the listeners felt and how you felt. But be constructive  in 
your d iscussion and critic ism . R ather encourage and build 
confidence, than sim ply criticise. R em em ber that if par­
tic ipants th ink of them selves as ’poor speakers ’, they may ■ 
be nervous or em barassed to speak in a group. Try to 
make them  feel at ease and BUILD C O N FID EN C E.

Hou HAY6 TO IPFAcl c u t  WHtw s/cr
|kj A ceeT A iw M v.j At  a n y  cue pefcso»

_rfc©  t - O N f , !

W e hope you have enjoyed working through this m anual. The 
ability to w rite and present clear, sim ple and accurate reports 
and notes is part of the process of facilita ting  dem ocracy and 
accountability. W e hope th is m anual w ill contribute to that 
process. W e w elcom e critic ism s and suggestions on possible 
im provem ents to the content and presentation.
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