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The following are outlines of each activity that is planned for the workshop. They offer suggestions for the effective organization and implementation of the workshop. Several different roles are mentioned:

· Workshop leader is the person with primary responsibility for directing and supervising the workshop.

· Presenter is one or more persons who take on the responsibility to direct a specific activity.

· Workshop members / workshop participants are all of those who are being trained during the workshop.

The outlines below may be adapted by the leader or presenters, as they see necessary, to respond to specific local conditions. Similarly, the supporting documents are provided in generic form that can be adapted to the specific requirements of the workshop.

	Title of activity:
	Introduction of participants

	Duration:
	5-10 minutes for each person to interview partner; 45-75 minutes to introduce partners to group

	Objective(s):
	· Break the ice and allow each participant to meet someone he or she didn’t previously know
· Avoid repetitious and stilted self-introductions where each person gives ‘name, rank and serial number’

· Draw lessons about interviewing methodologies and how we see ourselves through the eyes of other people

	Description:
	Each workshop participant is assigned to work with another person he or she does not previously know. They interview each other for 5 to 10 minutes to find out interesting things about the other person’s life. Then each person introduces his or her new friend to the other workshop members in a 2- or 3-minute presentation.

	Notes and suggestions:
	· It is helpful to have a list of participants beforehand so they can be assigned to work with strangers – if there is no list, they can pair up themselves but workshop leader must encourage each to find a stranger.

· It is best not to be too directive about what kinds of questions to ask or what people should choose to focus on. It will be most interesting if each decides what to speak about.
· After all have spoken, workshop leader can draw lessons about general tendencies (e.g., we connect with another person’s experience by relating it to our own experience and identifying what is similar and different about theirs; we can learn something about ourselves by hearing someone else describe us; typically at least one person will speak only about himself or herself and forget to introduce the partner.

	Follow-up:
	None

	Supporting documents:
	List of participants, if available

	Title of activity:
	Basic challenges of safeguarding intangible cultural heritage: introduction to the Convention for the Safeguarding of the Intangible Cultural Heritage

	Duration:
	30-45 minutes presentation; 15-30 minutes discussion

	Objective(s):
	· Provide an overview of the 2003 Convention: its Objective(s), key concepts, mechanisms for international cooperation, and obligations at the national level

	Description:
	Presenter introduces the key provisions of the 2003 Convention, roughly following the order of the Convention itself (Objective(s), definitions, national obligations, international cooperation). A PowerPoint presentation includes quotes of selected passages from the Convention and can be supplemented with photographs. A written text can be read in about 30 minutes.

	Notes and suggestions:
	· Although reading a written text reduces flexibility, the content is very dense and relying on the text allows the presenter to cover a lot of material in a short time. Most of the topics are covered again in greater depth at other points during a workshop, so this activity is intended to offer a general overview.
· Discussion can focus on why countries would join together to create and ratify such a Convention, and emphasize that the Convention’s implementation in any given country, as well as at the international level, depends on effective collaboration between communities and officials, and between States.

	Follow-up:
	Participants should read the text of the Convention

	Supporting documents:
	PowerPoint presentation: ‘Basic challenges of safeguarding intangible cultural heritage’
Written text available, for inclusion in workshop book

Text of Convention is available in the Basic Texts book

	Title of activity:
	Intangible cultural heritage keywords

	Duration:
	30-45 minutes

	Objective(s):
	· Establish fundamental understanding of key concepts in ICH: definitions of ‘ICH’, ‘safeguarding’, ‘viability’, ‘communities’, ‘free, prior and informed consent’, ‘respect for customary practices’, etc.

	Description:
	Presenter leads discussion of key ICH concepts, as they are understood in the Convention and as they are understood by the workshop participants. Some of these terms (‘ICH’, ‘safeguarding’) are defined in the Convention; others have been discussed by expert groups or are included in the Operational Directives. 

	Notes and suggestions:
	· Definitions and concepts should be introduced as representing an international consensus, e.g. as many of the keywords have been defined by UNESCO expert meetings on terminology (2002, 2007). 

· However, local understandings of the terms and concepts should also be respected. Except for the definitions of ‘ICH’ and ‘safeguarding’ in the Convention, other terms will evolve in their meanings over time.

	Follow-up:
	

	Supporting documents:
	Text of the Convention
Glossary of Intangible Cultural Heritage (2002) 

URL: http://www.unesco.org/culture/ich/index.php?lg=EN&meeting_id=00082
Keyword essays from 2007 expert meeting



	Title of activity:
	What is intangible cultural heritage, and what forms does it take?

	Duration:
	60 minutes

	Objective(s):
	· Understand the forms that ICH takes and the domains in which it is encountered

	Description:
	Presenter leads a discussion of the different forms that ICH can take, particularly drawing in local examples and encouraging participants to offer challenging examples. The Convention lists five non-exhaustive domains, but in one or another region other domains may also be salient. Domains are useful as a means of classifying or categorizing ICH, but they don’t tell us whether or not something constitutes ICH – only the community concerned can recognize something as ICH or not. The discussion should also emphasize that identifying ICH is not a task for experts, but primarily for the community concerned. Experts can assist in recording and describing ICH elements, but they cannot decide whether something is or isn’t ICH.

	Notes and suggestions:
	· Participants should be encouraged to present examples of expressions that may or may not be ICH, and then to debate among themselves whether it satisfies the definition.
· Some groups will wish to see domains clearly distinguished, but participants should be reminded that many ICH elements partake of multiple domains – and that a community’s own system of domains and genres may be very different than the one set out in the Convention.

· Find examples of ICH that is classified in unexpected ways: e.g. for Muslims, chanting is not music but instead prayer; for Chinese, calligraphy is not craft but philosophy.

	Follow-up:
	

	Supporting documents:
	Brochure on What is ICH?

URL: http://www.unesco.org/culture/ich/doc/src/01851-EN.pdf
Brochure on ICH domains

URL: http://www.unesco.org/culture/ich/doc/src/01857-EN.pdf

	Title of activity:
	ICH inventorying under the Convention

	Duration:
	15 minute presentation + 30-45 minute discussion

	Objective(s):
	· Establish fundamental understanding of what the Convention means by inventorying, what its essential features are and how it may contribute to safeguarding

	Description:
	Presenter introduces what inventorying is, under the Convention, using a PowerPoint presentation that quotes the relevant articles and lays out the diversity of approaches that are possible. Depending on the extent of past inventorying in the concerned State, the discussion may emphasize how already-existing inventories do or do not satisfy the terms of the Convention. 

	Notes and suggestions:
	· Emphasize that the Convention imposes no single model of inventorying, but allows each State (and each community) to devise its own approach.
· Identify basic preconditions set out by Convention (involvement of communities and NGOs; for each State ‘according to its own situation’; oriented toward safeguarding).

· Emphasize that the Convention refers nowhere to ‘a national inventory’ – that is a choice of each State Party.

	Follow-up:
	

	Supporting documents:
	PowerPoint presentation: ‘Inventorying intangible cultural heritage: some basic considerations’
Document: ‘Design features for an inventory’

	Title of activity:
	Safeguarding ICH: core concepts and key safeguarding measures

	Duration:
	Introduction: 15 minutes; Break-out groups: 45 minutes; Reporting back: 30 minutes

	Objective(s):
	· Understand the set of safeguarding measures identified in the Convention
· Understand how inventorying fits in to safeguarding.

	Description:
	The Convention lists a dozen different measures in its definition of safeguarding in Article 2.3. How do these different measures relate to one another, and where can we begin with safeguarding? UNESCO uses a schema to organize these dozen safeguarding measures into six groups of activities, each of which can be connected to all of the others. Depending on the situation, safeguarding might begin with any of the measures. The presenter introduces the UNESCO schema, emphasizing that everything should be driven by the central set of measures that aim at the continued practice and transmission of ICH. The workshop is then provided with texts from the ICH keywords expert group, and divided into six break-out groups that will each discuss one of the sets of safeguarding measures. The groups then report back to the plenary for a general discussion.

	Notes and suggestions:
	· Emphasize that inventorying is a fundamental step, but it doesn’t always have to be first, if there is already a solid base of knowledge or the situation calls for more immediate measures.
· Emphasize the interrelation of all these measures, and that none of them are ends in themselves; if they’re not aimed at ‘ensuring the viability’ they are not safeguarding measures.

· Find examples of indigenous safeguarding measures and mechanisms, especially for transmission and practice, but also for documenting and disseminating.

	Follow-up:
	

	Supporting documents:
	PowerPoint presentation: Safeguarding ICH
Keyword essays on the six sets of safeguarding measures

	Title of activity:
	Starting to design an inventory

	Duration:
	Who to ask, entry into communities: 30 minute discussion
What questions to ask: 45 minute discussion

Ordering the questions into a framework: 90 minute discussion

	Objective(s):
	· Elaborate an inventory from the bottom up, then structure it according to the UNESCO inventorying outline

	Description:
	Presenter leads an initial discussion (30 minutes) of how to gain entry into a community and begin to identify possible informants (how to identify segments of the community that may have information to contribute). Local participants should be asked to explain the specific ‘information economy’ of the research community (e.g., what customary practices may exist determining who has the authority to speak about which subjects, how to double-check information without violating patterns of respect and deference, etc.). The group should discuss the relative advantages and disadvantages of individual interviews vs. group interviews.
The discussion then turns to what questions to ask. Workshop members are invited to propose questions that can figure into an interview – and shown how to structure questions to generate new understandings rather than simply confirming what the interviewer thinks he or she knows. The questions are taken down on computer or blackboard, in the order they are raised, until there are 20 or 25 questions listed (45 minutes).
Then the UNESCO framework/outline for inventorying is presented, and the existing questions are placed into the outline where they best fit. Once all of the existing questions are fitted into the outline, the presenter returns to the beginning of the outline and invites workshop members to fill in more questions for each of the UNESCO categories of information. After about 90 minutes, the questionnaire is provisionally closed.

	Notes and suggestions:
	· For initial discussion, local participants should be encouraged to explain how best to ask, how to identify potential informants, and who to ask first.

· When soliciting questions in part 2, it is important that they be open-ended and productive – not structured to produce yes or no answers, or simply to confirm ‘facts’ the interviewers already ‘know’ (or think they know).

· Presenter and colleague typing questions on the computer (or writing them on the board) need to work closely together, especially to find ways to reframe questions so they are productive, neither too specific nor too general.

· The UNESCO outline should NOT be presented beforehand or included in a course book. It should be ready for distribution, only after the first set of questions has been collected from the workshop members.

· The resulting questionnaire is not a form to be filled out or a script to be followed exactly, but rather a set of questions to be used as reinforcement during an interview – a kind of checklist of topics to be covered at some point during the interview, in an order that makes sense but doesn’t have to follow the order of the outline.

	Follow-up:
	Questionnaire is cleaned and prepared for distribution – as a draft – the following day (to be finalized).

	Supporting documents:
	UNESCO outline for inventorying (not to be distributed until activity is well underway) URL: 

	Title of activity:
	Interviewing methods: how to ask, how to gain consent and how to respect it

	Duration:
	90 minute discussion

	Objective(s):
	· Sensitize participants to how to ask productive questions, how to listen patiently to responses
· Sensitize participants to the importance of free, prior and informed consent, and offer techniques to secure and document such consent

· Devise strategies to balance needs of collectors with customary rights and practices of community members

	Description:
	Presenter leads a discussion of interviewing methods, referring back to the preceding module’s development of a set of open-ended questions aimed at creating new knowledge during the interview, rather than extracting ready-made knowledge. The best question is one where the other person answers, ‘That’s a good question, I never thought about that’ or ‘Let me try to explain…’ Discussion should also refer back to preceding discussion of who to ask: are there different ways to ask different people on the same subject? Presenter should elicit from participants any special considerations or sensitivities that community members might be aware of but outsiders may not think about. 
The presenter should return to the principle of free, prior and informed consent, and the workshop should discuss the practical questions of how to ensure that community members are well informed beforehand, and that they have the freedom to participate as much or as little as they prefer. The discussion should also consider means of documenting such free, prior and informed consent: in writing, on the recording, from all persons, from some leaders, etc. Finally the discussion should consider how to ensure respect for customary practices that might restrict access to certain ICH information. How can this be carried out in all aspects of the inventorying?

	Notes and suggestions:
	· Members should learn the importance of silence and patience – often, the most important information comes after a brief pause, and they should not be so assertive or intrusive that the person doesn’t have time to think and answer.

· The discussion should rely upon the community members in the workshop to instruct the outsiders how to behave and how to be effective in their work.
· In many contexts, written consent is culturally or politically inappropriate. Members should be encouraged to identify locally-appropriate means of establishing and recording consent.

	Follow-up:
	If participants agree that a written consent form is appropriate, different models of consent forms can be adapted to the local situation and languages.

	Supporting documents:
	[try to find examples of consent forms…]

	Title of activity:
	How to operate audio recorders

	Duration:
	60 minutes, including hands-on practice

	Objective(s):
	· Familiarize workshop members with specific recording equipment to be used
· Emphasize basic principles of field recording (batteries, microphones, headphones, logs and notes, and how to get best quality recordings)

	Description:
	Presenter introduces the specific recording equipment that is to be used and guides members through a hands-on practice session. Members should learn how to change batteries (if applicable), where to plug in mics and headphones, where the volume controls and other essential switches are – and should be able to operate everything with their eyes closed (as if they are recording at night without lighting). Members should also learn basic principles of recording – using the highest quality audio setting, backing up recordings, keeping careful notes and naming files, etc. 

	Notes and suggestions:
	· Study the user manual beforehand – don’t set a bad example by stumbling through the activity.
· Make sure batteries are charged the night before the session.

· Encourage the regular use of headphones; otherwise it is difficult to know what is actually being recorded.

	Follow-up:
	Team leaders may take recorders for the evening to practice

	Supporting documents:
	User manual of recording equipment

	Title of activity:
	Finalizing a framework for inventorying

	Duration:
	60 minute discussion

	Objective(s):
	· Complete the inventorying framework that was created the previous day
· Reinforce understandings of how to use the framework during fieldwork

	Description:
	The presenter distributes draft copies of the cleaned-up inventorying framework of the previous day. Then the workshop reviews the inventory from top to bottom to see what other questions should be included, whether some should be rephrased, or whether some should be omitted. The result will be a framework that is ready for field testing.

	Notes and suggestions:
	· Remind members that the questions are not to be used in order or read from the framework – they are there to jog the memory during the interview.
· Keep the focus on questions that are not too specific, but can easily be adapted to diverse situations.

	Follow-up:
	After session, prepare clean copy that can be distributed later in the day, so members have time to review it in the evening before going to the field.

	Supporting documents:
	Draft framework from the previous day

	Title of activity:
	Basics of operating digital cameras

	Duration:
	60 minutes, including hands-on practice

	Objective(s):
	· Familiarize workshop members with specific cameras to be used

· Emphasize basic principles of photography (batteries, lenses, exposure, and composition)

	Description:
	Presenter introduces the specific cameras that are to be used and guides members through a hands-on practice session. Members should learn how to change batteries (if applicable) and memory cards, and where the essential controls are. Members should also learn basic principles of digital photography – using the highest available resolution setting, backing up photos, keeping careful notes and naming files, etc. 

	Notes and suggestions:
	· Study the user manual beforehand – don’t set a bad example by stumbling through the activity.

· Make sure batteries are charged the night before the session.

· If time permits, show some basics of good composition.

	Follow-up:
	Team leaders should take cameras for the evening to practice

	Supporting documents:
	User manual of camera

	Title of activity:
	Briefing on field research sites

	Duration:
	30-45 minutes

	Objective(s):
	· Learn from people who are familiar with the field sites what we should know before arriving
· Last chance for members to ask questions of general relevance

	Description:
	Workshop members or local coordinators who have arranged fieldwork practicum sites are invited to provide a general overview of what to expect, what arrangements have already been made, and any specific sensitivities to be aware of. Members should be encouraged to ask any last-minute questions about the procedures for the fieldwork practicum, as they may not be travelling with the workshop leaders on the following day.

	Notes and suggestions:
	· Encourage members to ask questions now, when everyone is together and can benefit from the answers

	Follow-up:
	

	Supporting documents:
	Maps, village profiles

	Title of activity:
	Fieldwork practicum

	Duration:
	One or two days

	Objective(s):
	· Gain initial experience in interviewing and gathering data using the inventorying framework
· Practice audio recording and photography

· Members receive ongoing feedback from trainers during the practicum

	Description:
	The ideal fieldwork practicum will allow workshop members to work in small groups of three to six members, each group fully equipped with audio recorder and camera. The team members should organize themselves for the work, ideally so that during the course of the day each member has a chance to do everything. One person may be the recordist, another is the photographer, one the interview leader and another, the note taker. For the next interview, they switch roles. Since fieldwork will be done in the local language, trainers may not be able to follow interviews as they are happening, but there should be regular pauses for stocktaking throughout the day (e.g., when one interview ends and before another begins), so that team members can report on their experiences, provide suggestions to one another, and get feedback from the trainers. The goal is NOT to complete work in one field site, but to begin work and to gain experience that can be improved as work continues.

	Notes and suggestions:
	· Important to emphasize the element of practicing, which also implies making mistakes and learning from them.
· Recall to members that this is the beginning, not the end – they need not complete their work, but should take advantage of the opportunity to learn.

	Follow-up:
	Team members should digest the experience on the ride home, while it is still fresh, and then organize their notes and files once they’ve returned to the workshop locale.

	Supporting documents:
	

	Title of activity:
	Fieldwork debriefing: reports from each team on challenges and lessons of fieldwork

	Duration:
	60 to 90 minutes

	Objective(s):
	· Draw lessons from the fieldwork practicum that can be applied in future inventorying work

	Description:
	Each team should present a brief (5 to 7 minute) report on their fieldwork experience, challenges encountered and lessons learnt. These reports should be followed by a general discussion, in which the workshop leader synthesizes the reports, drawing out common experiences and lessons. Members should be encouraged to reflect on the dynamics within their research team, as well as their relations with the community members. 

	Notes and suggestions:
	· Members should be encouraged to think in terms of the quality of their experience, not the quantity of their results.
· Members should be reminded that inventorying can never be finished, but is always an ongoing process.

	Follow-up:
	

	Supporting documents:
	

	Title of activity:
	Organizing research data

	Duration:
	60 minutes

	Objective(s):
	· Establish and demonstrate good practices for organizing research data (recordings, photos, notes)

	Description:
	Presenter introduces good practices of processing and organizing fieldwork research data. Audio recording files should be carefully filed, with an inventory of the recordings. A more detailed log of each recording, notating the topics of discussion, should be prepared. The presenter can also demonstrate how to prepare a detailed transcription, if time permits. Photographs should be labelled carefully, and if software permits, metadata created. The presenter can also demonstrate good practices of organizing notes, whether in paper or on computer.

	Notes and suggestions:
	· Trainees should be encouraged to keep up to date, while memories are still fresh and vivid.
· This work will never get easier – it will only get more difficult as time passes and other responsibilities intrude.

	Follow-up:
	

	Supporting documents:
	Samples of inventories of documents, logs of recordings, transcriptions, photo logs, etc.
· Still photography log: http://www.loc.gov/folklife/fieldwork/photolog.html
· Audio and Video Recording Log: http://www.loc.gov/vets/vetform-reclog.pdf
· Sample Transcription and Archiving Form: http://www.ohioswallow.com/extras/9780804011167_sample_transcription_log.pdf
· Post-interview tape management : chapter from Oral History Interviewers' Manual (BLNSA Oral History Section): www.speakingforourselves.org.uk/resources/sfo_intman.doc


	Title of activity:
	Revising the inventory framework and planning next steps

	Duration:
	60 to 90 minutes

	Objective(s):
	· Agree on a final form for the inventory framework, to be put into operation
· Agree on the next steps to move forward with inventorying

	Description:
	The workshop should take another look at the inventory framework, in the light of the experience gained in the fieldwork and the challenges encountered. Perhaps the framework needs to be simplified; perhaps it needs to be expanded – workshop members should either proceed to finalize the framework in the context of the workshop or should agree on a concrete timetable to reflect further and reach final agreement. The workshop participants should also agree on the next steps – either for the longer-term inventorying effort, or for their own individual responsibilities and follow-up. If the trainees will be directly responsible for moving forward with the inventorying, they should review the timetable, establish priorities and agree on working methods. If they will not be immediately involved in carrying the work further, they should still be tasked with some responsibilities or assignments.
The workshop leader should refer back to the reasons why inventorying ICH is important and how inventories can later be used, by discussing different roles that the workshop participants are to play (e.g., community members as fieldworkers, and cultural officers as fieldworkers but also as officials responsible for driving forward the inventorying process, devising how inventories could be organized in a systematic manner so that the Ministry responsible for ICH safeguarding could make use of them for planning its priority actions). It is important to communicate to the community members that their fieldwork will concretely feed into national effort in ICH safeguarding. The issue of sustainability of ICH inventorying might also be reviewed once again. The importance of an inclusive, participatory approach to ICH inventorying might be re-emphasized to highlight that it will be an on-going process, and those people working in museums and other areas relating to ICH should be welcomed to create synergy in their experience, expertise and various efforts.  

	Notes and suggestions:
	· Nobody should leave the workshop without an assignment, whether it is short-term or long-term.
· Think also about establishing communications networks, so people can stay in touch.

· Include some obligation to report back – to their own colleagues when they return to their jobs, or to the other members of the workshop.

	Follow-up:
	Establish a communications network, if desired
Members have individual assignments and reporting obligations

	Supporting documents:
	

	Title of activity:
	Written evaluations, followed by oral evaluation

	Duration:
	30 minutes (written) plus 30-45 minutes (oral)

	Objective(s):
	· Evaluate the workshop and offer recommendations for improvement

	Description:
	The workshop leader should distribute a brief written evaluation form, including some quantitative measures and some open-ended questions. Members should be given a comfortable amount of time (20-30 minutes) to complete the form. The leader should emphasize that the feedback of participants is precious, that it is anonymous, and that it will be taken seriously. If some members have reading or writing difficulties, another member might assist them to fill out the form. 
Once all members have completed the forms, the workshop leader should initiate an open discussion. Here too, the leader should emphasize that members should provide as much feedback as possible, since it is only through a process of ongoing evaluation that we can improve our work.

	Notes and suggestions:
	· Questionnaire and discussion should focus not only on the past, but on the future: do members expect to be able to make use of what they have learned?
· There’s time to thank everyone later – the evaluation discussion should not simply be praise but also constructive criticism.

	Follow-up:
	

	Supporting documents:
	Evaluation form

	Title of activity:
	Overall review of training workshop

	Duration:
	60 minutes

	Objective(s):
	· Synthesize the main lessons of the workshop, and reinforce its basic principles

	Description:
	The presenter should recall the different subjects covered from the beginning of the workshop to the end, reinforcing fundamental messages about the nature of intangible cultural heritage, the mechanisms of the Convention, the diverse safeguarding measures, and the process of inventorying. Emphasis should be placed on the essential role of communities in the process of recognizing and identifying their own ICH. Special considerations that arose during the workshop or especially during the fieldwork practicum should be recalled, and members reminded of the complexity and sensitivity of this field. These messages need not be delivered in a lecture – rather, the presenter could draw out the information through the responses and comments of the members, so that their active participation further reinforces their comprehension and recall.

	Notes and suggestions:
	· Now is the time for compliments.

	Follow-up:
	

	Supporting documents:
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