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Digital Stories Rhythm
What is a Rhythm
A rhythm is a repeatable structure used to organise work across a period of time, or a project. Rhythms are designed to support a defined period of work or a specific project. Once complete, the Rhythm should be archived and a new Rhythm created when needed.
Rhythms create visibility, reduce dependency on individuals and help organisations complete work consistently.

Where This Rhythm Sits
This Rhythm is designed to structure the way you collect, store and use digital stories
This Rhythm sits in the Branding and Marketing system. This Rhythm may also connect with the following systems: Project Monitoring and Reporting system. 
This Rhythm is defined as an:
Project Rhythm. This Rhythm can be reused across multiple projects and pieces of work.

How to Use This Rhythm
1. Rhythms should be set up before the defined project or reporting period begins.
2. You may wish to adapt the Rhythm to better suit the specific piece of work. Rhythms are designed to be lightweight and sustainable, so adapt the Rhythm to make the system effective and simple for your context.
3. Actions and expected outcomes should be clearly defined, so it is easy to understand when work has been completed successfully.
4. Rhythms should support consistency and accountability, not create unnecessary bureaucracy. If parts of the rhythm are repeatedly difficult to complete, refine the process rather than relying on individuals to work harder.
5. Rhythms work best when progress, blockers and responsibilities are reviewed consistently and discussed openly.

Clear Ownership
All actions and responsibilities designed in the Rhythm should have one specific named owner. 
Other people may support the work, but one person should always be responsible for ensuring the Rhythm progresses.

What Does Good Look Like?
You will know this Rhythm is working when:
· Work is less reliant on specific people
· The Rhythm feels easy to follow
· Work feels less chaotic and more consistent
· Handing work to others is easier and more consistent

Changing this Rhythm
Not every section will be relevant every time.
Use the parts of the rhythm which genuinely support the work and adapt the structure where needed.
When adapting the Rhythm, consider whether the change improves sustainability and effectiveness, or simply removes useful structure.




Planning
Success definition
Outcome experienced by the participant:
Who is the intended audience for this story?
What do we want to do with the story?
How long should the story be:
The format of the story must be:
If video, the recording should be: landscape/portrait

Person telling the story
Name of person sharing their story:
Does the participant understand how their story will be used?
Has the participant consented for their story to be collected and used as defined in Success Definition? Where is evidence for this stored?

Collecting
Questions to ask participant
Add to, or amend, these questions as needed
1. Could you describe in your own words what being part of this group or project means to you, and what the most significant change has been so far?  
2. What was life like before this group? What was the main challenge you were facing and what did it feel like trying to address that challenge on your own?  
3. Thinking about how we operate in this group - what did you find was different or unique about our method or process compared to other things you might have tried or considered in the past?  
4. Thinking about your experience now, can you share a specific example of how you've started to think or act differently because of your time with this group?  

Editing
	Editing point 
	Notes
	Completed 

	Is the participant easy to understand?
	Body text
	

	Does the story show a transformation, relating to the main outcome?
	
	

	Does the story accurately reflect the project activities?
	
	

	Is the story the right length?
	
	

	Is the story easy to hear, read or watch clearly
	
	



Using the Story
	Question
	Notes

	Where will this story be published
	

	Who is responsible for publishing the video
	

	By when must it be published?
	

	Does the participant approve the final version? If yes, date completed
	

	Should this story connect to a specific campaign or project?
	






Storage
	Question
	Notes

	Where will the files be stored? 
	

	How should all documents be named?
	

	Where is consent recorded and stored?
	

	Who should be able to access these files?
	

	Is the participant aware they can request the files to be deleted?
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