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Appendix 3

Workbook Documentation Forms

As noted throughout this manual, the most effective use of the information we provide is to create a project plan and document its implementation.  In this appendix we provide forms that can be used as a template for this process.  To that end, they can be reproduced, modified, printed, organized, filled-out, and filed for quick reference and documentation.  Users are encouraged to improvise as their needs dictate.

Included are:

1.
Monitoring plan cover page

2.
Overview of modules 

3.
Module checklists 

4.
Generic documentation sheets

5.
Generic sheets for other sources of information
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Stages and Modules of a Participatory Monitoring Project

	Project Stage
	Module name
	Type of Information

	Planning
	Documentation
	Documenting a participatory monitoring project

	
	Goals
	Determining monitoring goals

	
	Indicators
	Selecting biological indicators

	
	Collaboration
	Evaluating the usefulness and goals of collaboration

	
	Decisions
	Making systematic and collaborative decisions

	
	Context
	Evaluating the context of a participatory monitoring project

	
	Organization
	Organizing the structure of a participatory monitoring project

	
	Participants
	Recruiting, selecting, authorizing, and dismissing participants

	
	Communication
	Developing good understandings and agreements

	
	Incentives
	Understanding motivations, concerns, and anticipated benefits

	
	Design
	Involving participants in project design

	
	Resources
	Obtaining and allocating funds, resources, and support

	Implementation
	Training
	Providing participants with requisite training

	
	Safety
	Ensuring safety and planning for emergencies

	
	Field
	Planning field activities

	
	Sampling
	Developing sampling designs and data collection procedures

	
	Quality
	Ensuring the quality and credibility of collected data

	
	Data
	Making arrangements for handling, storing, and using data

	Follow-Through
	Analysis
	Arranging for periodic data analysis

	
	Reporting
	Arranging for reporting results

	
	Evaluation
	Evaluating and improving the project

	
	Celebrations
	Ensuring the project is rewarding and appreciated


Module:
Documentation



Description:
Documenting a Participatory Monitoring Project

Checklist—
· What are the objectives for documenting various aspects of the project?

· What should be documented and how often it should be updated?

· Who will be responsible for maintaining the various aspects of documentation?

· How much time will be required to document each facet of the project and who will do it?

· If more than one party or individual updates the same documentation files, how will their work be coordinated?

· What will be the process be for sharing documentation among participants?

· What information can or should be kept in a central file; what parts can be accessed by participants, and how will they be able to access it?

· Will there be any sensitive or proprietary information gathered, and how it will be handled?

· Custom documentation considerations:

Module
Goals



Description
Determining Monitoring Goals

Checklist
· What are the specific monitoring goals of the project?

· What is the process used to reach agreement on those goals?

· If the project is part of a larger program, what are the goals of that program?

· Is there overlap or conflict between local and larger-scale monitoring goals?

· How will project resources be allocated between the project and larger programs? 

· What will be the overall context of the monitoring project?

· For each monitoring goal, what indicators and measures will be used to address each goal?

· Custom documentation considerations:

Module:
Indicators


Description:
Selecting Biological Indicators

Checklist

· Should stakeholders be involved in the indicator selection process, and if so, how?

· If circumstances warrant, how will stakeholders be contacted and invited to participate?

· What specific indicators of biodiversity or other biological values will be monitored? 

· Do the indicators address the goals of the project?

· Do the selected indicators have useful background information or baseline data?

· Are the indicators useful in ascertaining disturbances or threats to biodiversity?

· How will indicators be measured?

· How will indicators and measures be evaluated for efficacy, cost effectiveness, and practicability?

· Custom documentation considerations:

Module:
Collaboration


Description:
Evaluating the Usefulness and Goals of Collaboration

Checklist—
· Who will document the collaboration goals of a participatory monitoring project and how?

· How were the goals derived and who participated in that process?

· What are the advantages of a participatory approach for this project?

· What are the disadvantages of a participatory approach for this project?

· What seem to be the barriers to implementing a participatory approach for this project?

· How will the relative importance of each advantage, disadvantage, and barrier be determined?

· What process will be used to analyze the relative benefits and drawbacks to using a participatory approach to monitoring?

· What is the plan for minimizing the disadvantages and barriers and making the collaborative effort work?

· Custom documentation considerations:

Module:
Decisions



Description:
Making Systematic and Collaborative Decisions

Checklist—

· How familiar are participants with alternative decision-making processes?

· What training will be used so that participants become familiar with the principles, advantages, disadvantages, and applicability of various decision-making methods?

· What decision-making processes will be used, and how will it be documented as to why they were chosen?  For example, what processes will be used for different types of decisions, the relative importance of a decision, or the size of the group making the decision?

· Who will make decisions for each part of the project, and how will such individuals be held accountable?

· Custom documentation considerations:

Module:
Context



Description:
Evaluating the Context of a Participatory Monitoring Project

Checklist—
· What are the important aspects of the project’s context political, legal, policy, environmental, regulatory, procedural, organizational culture, community, land tenure, economic, cultural, or others?

· What are the issues and considerations for each aspect of the project’s context?
· How do these contextual issues interact in ways that might affect the project?

· What are the supportive aspects of each aspect of context, and how can they be used to optimal advantage?

· What contextual aspects might be barriers to collaboration, and how can participants plan to address these issues?
· Custom documentation considerations:

Module:
Organization



Description:
Organizing the Structure of a Participatory Monitoring Project

Checklist—

· Is there an organization that is willing to collaborate as a sponsor of the participatory monitoring project, and do all the potential collaborators endorse this idea?

· Should the participatory monitoring project have an independent organizational structure, and why?

· What type of organizational structure is best suited to the project, considering:

· Hierarchical or decentralized structure.
· If it is an independent project or part of a larger program.
· Degree of complexity.
· Anticipated duration.
· The number and kind of stakeholders, participants, or collaborators.
· Potential for controversy.
· Funding considerations.
· Liability considerations.
· What roles and responsibilities will each participating group or organization assume?

· Who will be the representatives from each stakeholder group or organization, and how will they will be accountable to both the collaborative effort and the interests they represent?

· Within the organization that is coordinating the participatory project, who will be the leader and what will be their role and responsibilities?

· How can the leader be contacted and who can act as a back-up person?
· What are all the other critical functions in the organization, and who will be the responsible individual, how can this person be contacted, and who will offer back-up help when needed?

· What formal arrangements are most appropriate for making agreements among organizations or levels within organizations?

· What are all the elements such agreements should contain?

· How can such formal arrangements be renegotiated or changed?

· How will the agreements be implemented and documented?

· Custom documentation considerations:

Module:
Participants



Description: 
Identifying, Recruiting, Selecting, Authorizing, and Dismissing Participants

Checklist—
· Which stakeholder groups will be involved in the project, how will this decision be made, and how will it be documented?

· Will outside experts in the fields of facilitation, community organizing, or communication and outreach be sought to help the project?  If so, which organizations or individuals are possible options?

· What outreach or recruitment activities are needed to ensure equitable and balanced representation of all parties with an interest in the project?

· What are opportunities to involve other types of organizations in the project?

· How will clear and explicit understanding about the role of individuals who represent other groups or organizations be documented, especially if they contribute both personally and as a representative?

· How will representatives verify their authority to speak on behalf of those they represent?
· How will agreements and understandings with organizations and their representatives be evaluated and revised in the event that new representatives replace departing ones?
· If participants are individuals acting on their own behalf, what will be the mechanisms that ensure they are valued as a part of the participatory project or sponsoring organization?

· If recruitment is necessary to ensure adequate help or balanced representation, what will be the reasons for the selection process?

· What support or incentives might be needed to involve reluctant or disenfranchised participants?

· What criteria will be used for selecting participants? How will these be documented?
· What knowledge, skills, or abilities does each participant possess that pertain to the project?
· How will individuals be matched to project tasks? 

· How can roles and responsibilities be rotated or shared in order to spread competency and create backup skills?
· How will natural leaders be supported and encouraged?

· Do norms of personal behavior need to be developed in advance of selecting participants? If so, how and by whom will they be developed so that they are widely acceptable?
· Custom documentation considerations:

Module:
Communication



Description: 
Developing Good Understandings and Agreements

Checklist—
· What are the plans and methods for building mutual understanding and trust among participants?

· What are the different communication styles among participants in the project?

· What are the different perspectives among participants?

· What differences exist among participants in their languages, terminology, or use of words?
· How will different communication styles, perspectives, and languages among participants be addressed during meetings and other communications?

· How will meetings be planned and conducted to facilitate or enhance clear communication?

· Custom documentation considerations:

Module:
Incentives



Description: 
Understanding Motivations, Addressing Concerns, and Ensuring Benefits

Checklist—
· What are the motivations (incentives and concerns) of each stakeholder group?  

· What process will be used to identify and share these motivations? 

· What are the motivations and concerns of each stakeholder group?

· What are each individual’s motivations for participating (or not) in the project?
· How will personal motivations be identified and shared?
· To what extent do different stakeholder group’s motivations and concerns overlap, diverge, or conflict?

· To what extent do different participant incentives and concerns overlap, diverge, or conflict?

· How can the expectations and incentives of stakeholder groups best be fulfilled or rewarded?

· How best can the expectations and incentives of participants be fulfilled or rewarded?
· How will each group’s concerns be addressed?

· How will participant’s concerns be addressed?

· How will conflicting motivations will be kept to a minimum or resolved?

· How will participant motivation and enthusiasm be sustained over time?

· How will any explicit understandings or agreements be documented?  How often will they be reevaluated?
· Custom documentation considerations:

Module:
Design



Description: 
Involving Participants in Project Design

Checklist—
· If appropriate, how will a collaborative design process be conducted?
· Who will be involved in designing each aspect of the monitoring project and why?

· What skills or qualifications can each participant apply to project design? How will such contributions be documented?
· What are the skills or qualifications that each of the participants brings to project design?

· Which aspects of the project design would benefit from the advice or skills of experts or specialists that are not represented among the participants?

· Who will participate in selecting indicators and measures? Why?
· How will traditional or local ecological knowledge be incorporated into the design process?

· How will practical considerations be incorporated into the design process?

· How can the project be designed to enhance continuity?
· How will the project be evaluated for feasibility?
· Custom documentation considerations:

Module:
Resources



Description: 
Obtaining and Allocating Funds, Resources, and Support

Checklist—
· What process will be used to create a budget that addresses all pertinent aspects of a monitoring project? Who will do it?

· With whom will the budget be shared?

· How will it be documented, updated, and shared?

· What financial resources or other assets already exist?

· How will additional funds, resources, or in-kind support be acquired?

· How will the contributions of all participants be evaluated and documented, especially time and other in-kind support.

· If appropriate, how will financial compensation for participants be arranged?

· How will decisions about changes in resource allocations be documented?

· Who will be the responsible individual for the project budget?
Module:
Training



Description: 
Providing Participants with Requisite Training

Checklist—
· How will the knowledge and skills that participants bring to the project be evaluated and documented?

· What training should be provided to all participants?

· How will individual training needs be determined?

· What training resources are available?

· What innovative means exist to meet expensive training needs?

· How will the importance, urgency, and resources available for each training topic be weighed to prioritize training?

· Who will be responsible for each topic of training?

· How and when will training be reiterated, evaluated, and revised?

· Under what circumstances would orientation programs and mentors be useful for bringing new participants up to speed with needed skills?

· What are the ways to test, document, and certify training accomplishments?

· How will all training programs be documented?
Module:
Safety



Description: 
Ensuring Safety and Planning for Emergencies

Checklist—

· What is the safety plan for the project? Include in this plan:
· Ways to mitigate for field hazards such as difficult terrain, extreme weather, dangerous plants and wildlife, hazardous interactions with other people or activities, bloodborne diseases, and allergies.

· Document provisions for needed safety clothing, equipment, and supplies.

· Create standards for periodic first aid-CPR training.

· Evaluate potential need for driver’s education regarding unfamiliar vehicles or secondary road hazards.

· Identify medical conditions that might need special attention.

· Ensure all personnel are officially covered by adequate medical insurance if possible.

· Ensure all personnel are officially covered by adequate liability protection.

· Ensure all personnel have provided information about who to contact in an emergency.
· What is the emergency plan for this project? Ideally this plan should:

· Provide all field personnel with a copy of the emergency plan to keep available constantly.

· Create standards for all field personnel to be in proximity to individuals trained in first aid and CPR.

· Create procedures to ensure that all field personnel have access to emergency first aid equipment and supplies in good condition.

· Ensure that all first aid providers are familiar with the medical conditions of others that could require special attention.

· Ensure that all personnel have access to functional communications equipment needed to summon emergency help.

· Set regular schedules for field personnel to report their location and status.

· Provide training in how to deal with threatening or dangerous wildlife.

· Provide training in how to deal with threatening or dangerous people.

· Document complete emergency contact information for emergency responders.

· Document evacuation routes and rendezvous points for ambulances or helicopters.

· Create checklists of things to consider and document in an emergency.

· Provide accident forms.

· Stipulate reporting criteria, forms, and procedures so that accidents are evaluated for means to improve safety.

· How often and when will training be conducted to periodically acquaint all personnel with the safety and emergency plans?
Module:
Field



Description: 
Planning Field Activities

Checklist—
· What tasks need to be done before, during, and after field visits?

· For each task, who will be responsible for ensuring the work is completed in a timely manner?

· Who can take responsibility for a task if the lead individual is unable to be present or participate?

· How will each task be scheduled (including time for breaks to reduce fatigue)?

· What equipment is needed for each task?

· What maps, instruction for traversing difficult terrain, appropriate clothing and equipment, communication devices, and data collection equipment will field personnel need?

· What arrangements will be made for transportation, food, and lodging?

· How will vehicle use, trip preparation, fuel purchasing, maintenance, storage, care, security, repair, record-keeping, and accident procedures be documented?

· How will equipment handling, maintenance, storage, care, security, and replacement procedures be documented?

· What information (sampling protocols, emergency procedures) should personnel carry in the field?

· How will daily events in the field be documented?

· Who should be informed about needed revisions to sampling protocols or such noteworthy incidents such as accidents, threats, or illegal activities? How and how soon should they be informed?

· What contingency plans should exist for both anticipated and unforeseen events that could interfere with timely and complete field sampling?

· What plans are appropriate for making, handling, and archiving a photographic record of activities?
Module:
Sampling



Description: 
Sampling Design and Data Collection Procedures

Checklist—
· How will both participants and specialists (especially statisticians) be engaged in planning and documenting the sampling design and protocols?
· Is it worthwhile to have independent specialists, advisors, or program managers review the sampling design and procedures?
· Does the resulting design match project goals, participant skills, and intended analyses? How will uniform data formats, units of measure, and sampling protocols be developed if data are combined with other projects?
· Who will document sampling protocols for training, for use as a field reference, and for ensuring consistent sampling methods are used by all data collectors?
· What training will be provided to explain the purpose for, the reasoning behind, and proper implementation of the sampling protocols?
· What provisions will be made for oversight, review, and revision of sampling protocols, especially early in their implementation, but also periodically thereafter?
Module:
Quality



Description: 
Ensuring the Quality and Credibility of Collected Data

Checklist—
· How important is data credibility to the participants in the project, and why?

· In what manner do participants plan to address the issue of data credibility?

· If a quality assurance plan is deemed useful, what elements should it include?

· If a quality control plan is deemed useful, what elements should it include?

· If a quality assessment plan is deemed useful, what elements should it include and how often should it be reviewed?

· How and when will intended or potential data users review each plan? Should experts review the plans?
Module:
Data



Description: 
Arrangements for Handling, Storing, and Using Data
Checklist—
· How will data be processed and compiled?

· How will data be backed up and secured?

· If information is sensitive, proprietary, cultural, traditional, or commercially valuable, how will issues of ownership and distribution be resolved?

· If data can be shared freely, what methods can be used for prompt, equitable, and wide distribution?

· How will data be made compatible with related projects?

· What metadata will be compiled and why?
Module:
Analysis



Description: 
Arrangements for Periodic Data Analysis

Checklist—
· How will data be analyzed? Who will conduct the analyses?

· Will analyses be planned and documented during the sampling design phase and in advance of data collection?

· How will appropriate statistical expertise be retained to conduct the analyses? Will a professional statistician review them?

· How will all participants be included in the review and interpretation of results?

· If useful, what advance criteria will be used to interpret results? How will these criteria be collaboratively developed and applied?

· If any of the participants have concerns about the means of analysis, potential results, interpretation of the results, or use of the information, how will these concerns be addressed?

· If consensus cannot be reached about interpretation of the results, how will results be reported? Can alternate interpretations be included for comparison?
Module:
Reporting



Description: 
Arrangements for Reporting Results

Checklist—
· How much is budgeted for reporting results?

· How will reports be reviewed?

· What will be done to ensure results are actually used?

· How will any concerns about the use or dissemination of results be addressed?

· What advance criteria should be used for determining authorship?

· How will every participant’s contributions be acknowledged?

· How will results be communicated and how often?

· Are informal interim reports useful?

· How much effort should be spent on archiving reports and promotional materials? How should it be done and by whom?
Module:
Evaluation



Description: 
Project Evaluation, Learning, and Improvement

Checklist—
· What are the objectives for evaluating the monitoring plan and its implementation?

· What questions should be asked about each component of the plan?

· How will responses to these questions be recorded, summarized, and documented?

· If controversies arise regarding the results of the evaluation or needed changes, how will they be resolved?

· How often and under what circumstances will the monitoring plan, or specific parts thereof, be reviewed? Who will be responsible for coordinating each review?

· Should independent reviewers evaluate the monitoring plan or any of its parts? Why, when, and by whom?

· How will revisions or changes be implemented?
Module:
Celebrations


Description: 
Insuring the Project was Worthwhile, Rewarding, and Widely Appreciated

Checklist—

· How will participants be acknowledged, thanked, and rewarded for their contributions?

· What ceremonies or gatherings can be arranged to publicly celebrate accomplishments?

· How can promotion and advertisement of such events be used to enhance visibility and community support for the project?

· What gifts are appropriate for participants?

· Would a project logo printed on clothing or other gifts be useful for promoting pride in the project?

· How can potlucks, barbeques, dances, parties, or other group celebrations be organized and sponsored?

· What will make the celebrations memorable and fun?
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