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Executive Summary 
 

In this document, we outline the Orangutan Tropical Peatland Project’s (OuTrop) Staff Development 
Programme. This has been created to help fulfil our objective of improving local and international research 
and conservation capacity, building upon our strong tradition of training in these areas. Through 
formalising all of our training and using tick boxes, this Staff Development Programme framework will: 

1. Provide well-rounded training and development opportunities in specific research techniques and the 
science underpinning these, plus a variety of transferable skills important for modern-day 
professionals; 

 

2. Guide and enable assessment of individual staff members’ training progress in each specific learning 
area; 

 

3. Enable development of individually-tailored training targets, based upon this assessment, in addition to 
the needs of the Project in relation to that staff member; and 

 

4. Provide the basis for repeat assessments and training to maintain staff development over the long 
term.  

 

These aims are achieved through providing a standard skill classification hierarchy, which is used to assess 
training levels in each specific area of our work, and monitor training progression and needs over time. 
Because the needs of individuals in the programme will vary depending on their duties and other factors, 
provision is made for identifying those areas of training that are and are not relevant for each individual. 
Assessments will be conducted by Trainers certified by OuTrop’s Board of Directors.  

Our Staff Development Programme cuts across the organisation, covering all staff roles and individual 
project areas. Training sessions may be structured in many different ways, taking into account the training 
purpose, skill/s to develop and the target audience.  Defining a training strategy incorporating training 
progress monitoring is essential for developing a sustainable training programme that enables training 
targets to be achieved.  

This framework document consists of an introductory section, describing how to use the document and 
implement the programme; a second section listing training needs in different areas, against which skill 
levels can be assessed; and a final section outlining how training progress is monitored using electronic 
databases. Training targets are listed for: forest health and safety; forest orientation; basic field research 
techniques useful for many projects (e.g. establishing tree plots and general data sheet use); specific field 
research and electronic data handling techniques from primate to reforestation studies; general computing 
and administration skills; management and supervisory skills; language and presentation skills; and 
background scientific understanding. 

Over time, we aim to provide all staff members with training to acquire competency in all of the learning 
areas detailed in this Programme, to improve each staff member’s ability to lead research and 
conservation efforts in the future. As well as being of use to OuTrop internally, we hope and anticipate that 
the specific programme and general approach outlined in this document will be useful for personnel 
training and development in other like-minded organisations.  
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Glossary of Terms as used in this document

 
• Competence – ability to perform a task/activity well or efficiently, including the full range of 

knowledge, skills and abilities relevant to this. High competence indicates that the person is able to act 
and respond in a variety of situations. 

 

• Indicator – measurable variable used to monitor and evaluate progress towards a training objective. 
 

• Learning and Development – these are broad terms used here to describe any activity that provides an 
individual with opportunity to learn or develop their knowledge or skills. While it shares many 
similarities with more traditional education models, the emphasis is on individual learning, sharing 
ideas and practical training, rather than being “educated”.  

 

• Monitoring – repeat assessment/evaluation of training progress, to ensure staff training remains on-
course and on-schedule for meeting training objectives and performance targets. 
 

• Objective – specific training outcome that a person, project or system aims to achieve within a 
timeframe and available resources. Objectives should be SMART; i.e. Specific, Measurable with an 
indicator, Achievable, Realistic in the context of available resources and Time-scaled.  
 

• Skill – specific ability acquired through deliberate and systematic training through any method, 
including cognitive, technical and inter-personal skills. 
 

• SDP – Staff Development Programme. 
 

• Trainer – senior and skilled project member responsible for staff training and certified as qualified to 
conduct training progress assessments in a specific area/s by OuTrop’s Board of Directors. 
 

Training Level/Competency Classifications: 
 

o Untrained – staff member has yet to receive formal training or has only received very preliminary 
training, such that no level of competency has been acquired to perform the task in question. 
Intensive training, supervision and data checking are needed to ensure progression. This is the 
default level, indicated by no other boxes being ticked.  

 

o Semi-competent – staff member has acquired basic competence/understanding, which is still 
inadequate to competently perform the task in question. Ongoing training, plus regular 
supervision and data checking are needed to ensure continued progress. 
 

o Competent – staff member has acquired competency that is adequate to competently perform 
the task, or has a good understanding of the concept, in question. Ongoing training, supervision 
and data checking are needed to ensure continued progress. 
 

o Skilled – staff member has acquired complete competency/understanding, which enables them to 
perform the task in question to a very high standard. Only occasional supervision and data 
checking are required to ensure that standards don’t slip (see sub-section on Repeat Assessments 
and Refresher Training below). Staff member is a valuable asset in the training of other less skilled 
staff members. 
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 How to Use this Document    
 
 
 
In Section 1, we provide an introduction to OuTrop’s SDP, including its aims within the context of our wider 
activities and the intended method of using this document.  

Section 2 provides an individualised staff development monitoring programme. This lists all areas for which 
OuTrop currently provide training to our research staff, and will be updated as new areas of activity are 
developed. A separate version of Section 2 must be prepared and printed for each staff member, stored in 
a safe place by the Trainer and made available to the staff member whenever requested. Reviews of 
training progress and goals should then be performed with the relevant staff member’s Section 2 in hand.  

The tick boxes in Section 2 allow for updating progress within the document at each review, which should 
then be updated in the accompanying electronic database described in Section 3. 

Please note that this document is not a protocol for methods in each area; these are described in separate 
guideline documents, which are listed in the relevant section and in the references section as appropriate. 
OuTrop is working to produce additional guidelines to cover all our research areas so, if no guideline is 
cited in the current version of this document, then we encourage readers to check 
www.outrop.com/publications to see if any guidelines have become available since publication of this 
document.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.outrop.com/publications


5 

 

Section 1: Concept and Use  
 

 

The Orangutan Tropical Peatland Project (OuTrop) 
The Orangutan Tropical Peatland Project (OuTrop) was established in 1999. Then, as now, we aim to 
support biodiversity conservation in Kalimantan, Indonesia, through protection of important habitats for 
biodiversity and species’ conservation, and forest regeneration and restoration. We achieve this aim 
through: 

1. Conservation-orientated research, providing important information for, and training to, conservation 
policy makers and practitioners; 

 

2. Supporting locally-led on-the-ground conservation and sustainable livelihoods initiatives; and  
 
3. Information dissemination and education at a local, national and international level, to highlight 

problems and solutions, and improve capacity for biodiversity research and conservation. 
 

This multi-faceted approach allows for the development of scientifically-informed and locally-integrated 
conservation strategies, ensuring the long-term strength and sustainability of the programme. OuTrop are 
committed to employing and empowering local people in Kalimantan, with the aim of building local 
capacity for leading research, conservation and education programmes into the future. This Staff 
Development Programme is written largely based on our collective experiences obtained in the Natural 
Laboratory for the Study of Peat-swamp Forest (NLPSF), Sabangau, which is managed by CIMTROP, at the 
University of Palangka Raya. Sabangau is one of the most important areas of tropical rainforest in Borneo: 
it is home to the world’s largest remaining population of Bornean orangutan and Bornean southern 
gibbon, is one of the largest terrestrial carbon stores and provides a multitude of important ecosystem 
services to the local community. Our work has since extended into a number of other sites important for 
biodiversity conservation, in which it has been possible to employ many of the lessons learned and 
methods developed in Sabangau.   
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Staff Development Programme Aims and Justification 
OuTrop’s Staff Development Programme (SDP) has been created to help fulfil Objective 3 above to improve 
local and international research and conservation capacity, building upon our strong tradition of training in 
these areas. Through formalising all of our training and using tick boxes to indicate training progress in 
individual areas, the aims of this document are to:  

1. Provide well-rounded training and development opportunities in specific research techniques and the 
science underpinning these, plus a variety of transferable skills important for modern-day research and 
conservation professionals; 

 

2. Guide and enable assessment of individual staff members’ training progress in each specific learning 
area; 

 

3. Enable development of individually-tailored training targets, based upon these assessments, plus the 
needs of the Project in relation to individual staff members; and 

 

4. Provide the basis for repeat assessments and training to maintain training standards over the long 
term.  

 

This document will be updated and revised versions published from time to time, to accommodate 
advances in different training areas and the addition of new training goals as our project portfolio 
continues to expand. As well as being used internally, we hope that this document will be of wider use for 
research and conservation organisations, through providing a template for developing and monitoring staff 
training that can be adapted and built upon in line with specific project needs.  
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Developing Training Objectives, Activities and Plans 
 

Training Programme Considerations and Decision Making 

For training to be effective in achieving its objectives, it is important to ensure that the training provided, 
and accompanying assessments and monitoring, are appropriate for purpose and realistic in relation to 
available resources. Table 1 offers guidance on considerations that should be taken into account when 
developing training programmes.   

Table 1:  Training programme components, considerations/decisions and resulting actions 

Component Relevant considerations / decisions Sources of information / actions 

Overall content: 
skills to be taught 

• Which skill/s, knowledge or values 
need to be developed to achieve 
staff competence in relevant areas?  

• Develop training objectives in accordance 
with Standard Operating Procedures/Good 
Practice Guidelines.  

• Analyse feasibility of training on all content 
with available time/resources; plan around 
baseline staff skills. 

Specific training 
objectives 

• What is the purpose of the training 
and which specific skill/s does it 
aim to develop?  

• Who is the target audience and 
what is their current skill level? 

• Identify specific skills for development, 
based on above, plus SDP assessments and 
SWOT-CMFU analyses (see below). 

• Yearly Training Strategic Plan - timetable of 
sessions (see below). 

Specific training 
activities 

• Which training activities and 
approaches are optimal for 
achieving training objective/s? 

• How feasible are the different 
potential training activity options, 
considering resources available and 
desired timescales? 

• Consider pros/cons of different training 
methods, including feasibility assessment of 
cost, manpower and preparation time (see 
below). 

• Assessment of staff feedback on previous 
training. 

• Recent use of other training methods for 
staff members (maintaining variety). 

• Review of any recent changes in training 
objectives and availability of supporting 
resources (e.g., new guidelines or 
instructional video produced). 

Training progress 
assessment/ 
evaluation 

• How will the impacts of training 
sessions be measured? 

• How will staff members’ training 
progress be monitored over time? 

• How will training progress be 
compared between staff members? 

• Define clear, measurable and comparable 
competence indicators (see Glossary and 
below). 

• Record training progress data in a database 
set up to enable evaluations within and 
between staff members (see Section 3). 

• Assess training session effectiveness via 
participant feedback forms, Trainer 
evaluations, and quality of outputs. 

• Record training sessions provided and the 
above feedback in a database. 

• Evaluate overall staff training progress 
through 6-12 monthly reviews and SWOT-
CMFU analyses (see below). 
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Using SWOT Analysis Techniques to Help Set Training Objectives 

SWOT (Strengths, Weaknesses, Opportunities and Threats) analysis techniques are commonly used for 
identifying training gaps and needs, and are an extremely useful tool for engaging people in thinking about 
their own training and development (plus other non-training-related considerations). In recognition of this, 
OuTrop conducted its first formal SWOT analyses across all projects in 2014 and is now routinely using 
SWOT as a tool in our Staff Development Programme.  

SWOT analyses are first completed by individual staff members and are then passed to project leaders, 
who will discuss the analyses with staff members, and may seek clarification on certain points or add extra 
points that may not have been considered. As part of this process, the initial SWOT diagnosis is translated 
into specific actions required (MCUF: Maintain, Correct, Undertake, Face), which are then combined into 
specific personal/project objectives. Once individualised, time-scaled, achievable and realistic objectives 
are identified, these are then transformed into a yearly strategic training plan for each staff member. This 
should include a timetable to determine training dates and split sessions reasonably throughout the year 
(this may be revised during the year, depending on additional training objectives and opportunities 
identified). This approach therefore helps provide a route through which staff can be actively engaged in 
helping direct their own training, thus ensuring that training needs are truly met and helping 
maintain/enhance staff motivation. 

An example SWOT analysis using the OuTrop template is provided in Table 2. Here, the initial SWOT 
analysis is performed in the left-hand column, with the corresponding right-hand MCUF column then 
completed to identify actions that need to be taken in order to address points raised through the SWOT 
analysis (the central column indicates the numbers from the SWOT analysis that are addressed through 
this second-stage MCUF analysis). This works under the principle outlined in Figure 1, in which SWOT 
classifications are underlined and MCUF actions are in parentheses: 
 

 

 

 

 

 
 

 

Figure 1:  SWOT-CMFU analysis concept diagram 
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Table 2:  An example OuTrop SWOT-CMFU analysis 
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Training Timeline Development 

Allocating a realistic and achievable timeline for conducting training activities is essential for ensuring that 
training objectives are met within the timeframe needed. Importantly, this allows staff members to 
envisage how their training will develop over time and managers/Trainers to allocate training resources 
throughout the year to ensure all staff members receive the necessary amount of training. In so doing, 
consideration must be given as to whether a training objective can be achieved during a one-off session or 
whether ongoing training/several sessions are required. When available resources are limited, this will aid 
Trainers in prioritising training sessions and resource allocation. An example timeframe for OuTrop staff 
members is provided Table 3.  

Table 3:  Example training timeline for OuTrop staff in selected areas. Similar training timelines may be 
produced for individual staff members using this outline. 

 
 

Types of Training Methods 

The specific training provided for any given training objective will vary depending on the nature of the 
objective in question, the individual staff member/s and their previous training received in that or related 
areas, and the training resources/opportunities available at any particular time. Consequently, it is 
impossible to provide one-size-fits-all guidelines for optimal training methods and decisions on this will 
need to be made by the trainer/s, using the resources available to them at the time.  

Regardless of the specific training method used, each training session needs to be structured around 
achieving specific training objective and monitoring effectiveness in achieving these, using pre-defined 
indicators and staff feedback forms. Table 4 provides a summary of the pros and cons of selected training 
methods typically available to projects like OuTrop, and recommendations as to when these methods are 
likely to be particularly useful. 
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Table 4:  Advantages, disadvantages and uses of different types of training methods 

Training type Pros Cons Recommended for 

One-on-one 
training 

• Specificity and deep insight on content, particularly in 
highly technical areas (e.g. producing scientific outputs). 

• Training can easily be adapted to suit individual staff 
members, focusing on personal development and 
weaknesses. 

• Time and manpower intensive, if many staff 
members to train. 

• Inconsistency and variability of content if not 
well structured. 

 

Highly technical training; 
training staff with persistent 
difficulties in specific areas. 

Group training  • Resource efficient when training several staff members.  
• Promotes teamwork and group discussions/debates. 
• Opportunities for staff to practice presenting skills in an 

informal setting. 
• Opportunities for team feedback.  

• Session organisation and preparation can be 
time intensive. 

• Decreased opportunity to provide specificity 
and personal support to individual staff 
members. 

Training large numbers of 
people simultaneously, 
particularly in non-highly 
technical areas.   

Scientific 
workshops 

• Atypical and memorable event for staff. 
• Delivers high-level learning opportunities. 
• Improves appreciation of broader project 

benefits/relevance, increasing motivation.  
• Opportunity to interact with international scientists and 

practice English. 
• Opportunity to formally present scientific outputs and 

receive feedback from peers. 

• Organisation and preparation time  
consuming; very intensive tuition may be 
required to produce high-quality outputs. 

• Expensive. 
• May require visas, which are not always easy 

to obtain for NGO staff members. 
• Can be intimidating for staff, particularly if 

English language skills less developed. 

Annual/occasional events for 
senior staff members who will 
obtain maximum benefit. 

Lectures/ 
presentations/ 
talks  

• Resource efficient: reaches a large audience.  
• Provides opportunity to present scientific background 

and project achievements. 
• Provides opportunity for staff to practice presenting 

results/outputs. 

• Frequently related to concepts and 
implications, rather than development of 
specific work-related skills. 

• Risk of lack of understanding if content too 
technical. 

• Preparation can be time intensive. 

Training on scientific principles 
and reviewing project 
outputs/achievements with 
groups. 

Meetings to 
assess/review 
training progress 
and develop 
future goals 

• Facilitates good group progress monitoring. 
• Facilitates staff input on training and project 

development. 
• Enhances staff understanding of training process. 
• Provides opportunity for team feedback. 
• Facilitates group discussions and debates. 

• Limited specificity for individual staff 
members. 

• Frequently not related to/focused on specific 
skill acquisition. 

• May benefit from a facilitator. 

SWOT analyses, strategic 
planning, objective setting, 
senior-level staff 
meetings/planning sessions. 
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Training Structure, Activities and Approach  
Regardless of the training method chosen, all training sessions should be adapted to suit the specific 
training objectives and individual staff members receiving the training. Although often difficult, it is 
particularly important to carefully consider how training contents will be delivered/presented and how 
participants will be most effectively engaged in the training (higher engagement generally leads to 
increased trainee enthusiasm and information retention). With this need for flexibility in mind, we provide 
some general guidelines for preparing, organising and conducting training sessions: 

Prior to training: 

1. Decide upon the specific training objectives, indicators and content. In so doing, consider what and 
who the training is for, their current skill level, how content might be best delivered and the ability of 
the Trainer in using different training methods.  

2. Be specific, but keep it as simple as possible. Take care to consider both underlying concepts, plus 
ensuring that content is understandable to the audience and relevant to them/their daily work. 

3. Decide upon the type of training method/s to be used (see above). In so doing, it is important to 
consider both the nature of the content and the best activities and approach to engage the audience in 
its delivery (see below).  

4. Identify the training timing, Trainer/s and equipment required. 
5. Work as a team with any co-Trainers to clarify the contents, processes and timing; and divide 

preparation and delivery tasks, as appropriate.   
6. Involve more senior/skilled local staff members in training preparation and delivery wherever possible. 

If individual staff members are not competent in leading training, encourage them to act as facilitators. 
This will help to further engage participants and increase their understanding. 

 
During training: 

1. Explain the training objectives, agenda, timing and people involved at the beginning of the session.  
2. Instruct all participants to turn mobile phones off and remove other unnecessary distractions.  
3. Ensure participants are comfortable, but not so comfortable they might fall asleep! 
4. Take regular breaks (at least once every 90 minutes) to maintain staff concentration. 
5. Ask the audience questions and where possible encourage them to think about answers/solutions 

before you explain, through using a problem solving approach, presenting scenarios/questions/games. 
Provide participants with the time and opportunity to think and/or discuss among themselves. In 
addition to encouraging critical thinking, ongoing feedback is essential to assess if the audience is 
following the contents, and knowing that they may be quizzed on topics covered encourages people to 
pay attention. Allow extra time for this. 

6. Try to stick to and achieve the original training objectives, but also take advantage of any opportunities 
that may arise during the training session (e.g., if a staff member raises a relevant question that has not 
been considered, or has a relevant experience/anecdote, allow this to enrich and reinforce the training, 
rather than rigidly sticking to a pre-defined plan). Where flexibility is not possible, make a note and 
attempt to incorporate into future training sessions. 

7. Summarise the content and lessons learned after each section within the session. 
8. At the end of the session, summarise the training, reinforcing the key points and objectives achieved. 

Try to finish on a positive note, with something more fun and by praising the audience. 
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Post Training: 

1. Obtain feedback from the audience, to assess if objectives have been achieved and help improve future 
training sessions. This can be done immediately after the session or shortly afterwards, depending on 
the training purpose, but should not be left too long afterwards. 

2. Reflect on the impressions that you, as Trainer, obtained from the session, including whether staff 
seemed to understand, whether you believe objectives were achieved, whether delivery was 
appropriate, who grasped everything immediately and who struggled? Make a record of these 
observations to improve future training. 

3. Record all relevant training session data in the designated electronic database (see Section 3). 
 

Teaching Approach and Activities 

The approach and specific activities adopted by Trainers are important in determining the effectiveness of 
message delivery and degree of trainee engagement. Some relevant considerations for this are listed 
below: 

• To maintain variety and concentration, it is often beneficial to mix training methods throughout a 
session. 

• Take advantage of interesting/engaging media where possible, including videos, pictures, games, audio, 
drawings, etc. Use these as opportunities to develop transferable skills and technological familiarity 
among staff, alongside delivering the primary training objective. On the flip side, don’t allow 
excitement from these media to detract from the learning objective. 

• Consider incorporating group activities to engage the audience, including group exercises, 
brainstorming sessions, splitting the audience in small groups to discuss and present to the whole 
group, etc. 

• Cover contents at a pace appropriate to the audience – too slow and people will get bored and 
attention will lapse; too fast and people may not understand complex topics or properly follow the 
training message.  

• Always be enthusiastic – this is essential for instilling enthusiasm in trainees.  
• Avoid using highly technical terms and going into details that are irrelevant to the audience – the 

objective is to effectively teach trainees something, not demonstrate how knowledgeable you are as 
Trainer. 

• Encourage staff members to speak and ask questions, and allow time for this. 
• Admit when you don’t know the answer to a question raised and endeavour to find this out for the 

next session (of course, for some questions, science does not yet have a good answer!). 
• Remember that all training and Trainers can always be improved. Encourage and take on board 

feedback received, and learn from both mistakes and successes.  
 

Training Progress Assessments 

Training progress and competency in each area should be reviewed and updated by the Trainer on a 
minimum monthly basis and more frequently during periods of intensive training. Assessments should be 
based upon direct observation of the staff member’s field performance or understanding, conducted either 
directly by the Trainer or a competent assigned deputy. Training levels in each area are classified as: 
“Untrained”, “Semi-competent”, “Competent” and “Skilled” (see Glossary for full definitions). Trainers 
certified to sign off on assessments will be designated by the OuTrop Project Directors, with certification 
granted only for those areas in which the Trainer has acquired "Skilled” status.  
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Progress between competence levels must be recorded in the document by writing the date of the review 
at which the progress is confirmed as achieved, plus the Trainer’s signature in the relevant box. These 
reviews should be discussed in detail with the staff member in question, providing feedback on their 
progress, reasons for any changes, explaining the next training targets and identifying, discussing and 
seeking solutions for any training problems being faced.  

 

Repeat Assessments and Refresher Training 

Repeat assessments and refresher training are essential if high training standards and data quality are to 
be maintained. Generally, refresher training within a specific skill area should always be provided at the 
same intervals for all staff members, and repeat assessments/refresher training should be conducted at 
least biennially and, in many cases, annually. Additional repeat assessments and refresher training should 
be provided after a prolonged period of absence from working in a particular area/using a particular skill 
(i.e. over six months), and/or if the staff member or Trainer believes that repeat assessment and training 
are needed for any reason. Appropriate intervals between assessments and refresher training may vary 
between individuals and skill areas, and must therefore be decided on a case-to-case basis by the Trainer.  

Repeat assessments may take whatever form the Trainer believes is appropriate for each skill and should 
be recorded in a bespoke electronic database (see Section 3). The refresher training required may vary 
from none (if the staff member is still deemed “Skilled” with no additional training needs identified), to a 
brief re-cap or, where needed, intensive re-training. Recording dates in the initial assessment is therefore 
particularly important, as it enables identification of when refresher training is needed in specific skills. 
Note that a person’s competence level can be downgraded if necessary (in which case explanatory notes 
should be inserted in the Notes column).  
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Section 2:  

Individualised Staff Development 
Monitoring Programme 
 

Staff Member Name: 

 

Date started working with the Project: 

 

Date enrolled in Staff Development Programme: 

 

Current Job Title: 

 

 

Photo: Chris Owen/OuTrop 
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Basic Forest Training 
Training in the areas detailed in this sub-section is compulsory for all staff members, as the first aspect of their training. Only once staff members are judged 
as being Competent in these areas may training in other areas begin. 

Health and Safety at Work 
 

This section is based around two documents, which must be read through and discussed with a senior staff member capable of explaining the different forest 
hazards and how to react if these are encountered: 
 

1. “Hazard Awareness Information” – explains the major physical, biological and man-made hazards in the forest, plus instructions on forest team 
composition, reporting of symptoms experienced and field kit for the forest. 

 

2. “First Aid Scenarios” – this document contains five different example emergency scenarios that could realistically occur in the forest and informs of the 
optimal way to deal with these scenarios to ensure the safety of all team members.  

 

It is particularly important to ensure regular refresher training on health and safety issues, which should be conducted at minimum once every two years for 
long-term staff members. 
 

Skill Semi-competent Competent Skilled Notes 

Basic health and safety awareness     

Aware of physical hazards     

Aware of man-made hazards     

Aware of biological hazards     

Aware of personal safety hazards     
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Skill Semi-competent Competent Skilled Notes 

Understanding basic forest personal 
health care (drinking and eating 
enough, disinfecting cuts/bites, 
appropriate field clothes/kit, etc.) 

    

First aid / emergency scenarios     

Understanding scenario #1: sprained 
ankle 

    

Understanding scenario #2: 
unconscious team leader 

    

Understanding scenario #3: snake bite     

Understanding scenario #4: lost person 
while going to the toilet 

    

Understanding scenario #5: deep cut     
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Forest Orientation  

Being able to navigate around the forest and transect systems, and particularly to return quickly to camp in an emergency, is a vital core skill that must be 
mastered by all team members. 

 

Skill Semi-competent Competent Skilled Notes 

Compass use and map reading     

Understanding the theory of compass 
use (needle, dial, direction of travel 
arrow)  

    

Finding the bearing of an object     

Finding the bearing of a map feature     

Following a bearing     

Forest orientation using grid map and 
transect tags 

    

Understanding the printed grid map 
(compass directions, transect layout, 
etc.) 

    

Understanding the transect tagging 
system (transect numbering and 
distance marking, ability to locate 
position on transect while in forest) 

    

Identifying current position in the forest 
using map and compass 
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Skill Semi-competent Competent Skilled Notes 

Finding transects (recognising transects, 
finding transect locations from the map) 

    

Locating the nearest transect while off 
transect using compass and map 

    

GPS use and navigation     

Understanding GPS device (pages and 
buttons) 

    

Marking a waypoint at current location     

Creating a pre-defined waypoint through 
estimating distance and bearing from 
current location 

    

Creating a waypoint using coordinates     

Finding a waypoint     

Finding location using coordinates only     

Navigating with a GPS (orientation and 
travelling from one point to another 
with no additional navigation aids) 

    

Managing waypoints (re-naming, 
deleting) 
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Skill Semi-competent Competent Skilled Notes 

Cutting and marking transects     

Parang (machete) handling and use      

Transect clearing and maintenance 
cutting (cutting only what’s needed, 
removing dangerous obstacles and 
spikes) 

    

Use of compass to cut straight transects     

Use of tape measure     

Preparing transect tags (cutting to 
correct size, writing transect codes and 
distances, alternating white and red 
tags) 

    

Tagging the transect (fixing tags at 
correct distances, choosing suitable tag 
trees for good visibility) 

    

Recording GPS track log and start/end 
waypoints for new transects 
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Training in Basic Field Research Techniques 
Training in this area is provided to all staff during the initial employment period, after “Competent” level has been reached in all Basic Forest Training criteria. 

Establishing and Measuring Tree Plots  
 

For a full description of methods in this sub-section, see OuTrop’s tree plot survey good practice guidelines (Harsanto et al., 2016). 
 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Measuring and marking plot boundaries     

Obtaining GPS waypoints for plot start 
and end points 

    

Understanding of trees/lianas/figs to 
include (minimum size, roots 
inside/outside plot) and exclude 

    

Making tree tags (size and shape, 
number punching, nail holes, packaging) 

    

Attaching tree tags to trees (nailing, 
height, positioning with respect to 
transect) 
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Skill Semi-competent Competent Skilled Notes 

Measuring DBH (tape use, measuring 
height, methods for stilted/buttressed 
roots, rounding) 

    

Measuring basal circumference (tape 
use, methods for stilted/buttressed 
roots, rounding) 

    

Measuring tree height using clinometre 
(clinometre angle, distance from tree, 
leaning trees) 

    

Visual height estimation using 5-m 
categories 

    

Measuring canopy cover using 
densiometre (overall, tree height 
categories) 

    

Identifying tree, liana and fig species to 
local or Latin name 

    

Recording above information on data 
sheets 
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Skill Semi-competent Competent Skilled Notes 

Data entry and analysis skills     

Entering above data into Excel 
spreadsheets for database import 

    

Cross-checking, identifying and resolving 
tree measurement errors 
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 Distance Estimation
 

Accurately estimating horizontal and vertical distances in the forest is a key skill needed for many research projects (e.g. estimating the height of primates 
in trees and the distance they travel).  
 

Skill Semi-competent Competent Skilled Notes 

Accurate estimation of horizontal 
distances (comparison of estimates with 
measured distances) 

    

Accurate estimation of vertical distances 
(comparison of estimates with trees or 
other objects of known height) 
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Tree and Other Flora Species Identification  
 

Accurate tree species identification is an important skill in many of the specific research areas outlined in this document. While, for example, ability to 
identify key primate fruits can generally be obtained very quickly, acquiring expert knowledge to accurately identify the hundreds of species of tree (and 
particularly non-tree) flora found in tropical forests from non-reproductive parts can take many years. 
 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Knowledge of local names, including 
names specific for the area and listing 
species as ‘unknown’ when unsure of 
identification 

    

Knowledge of Latin names and basic 
taxonomic theory 

    

Identification of key primate foods from 
reproductive parts consumed (fruits, 
flowers) 

    

“Field” or “informal” botanical 
identification from miscellaneous tree 
characteristics 
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Skill Semi-competent Competent Skilled Notes 

Formal botanical identification through 
the use of keys and understanding of 
key family/genus/species characteristics 
for this 

    

Recording IDs on field data sheets     

Data entry and analysis skills     

Entering above data into Excel 
spreadsheets for database import 

    

Cross-checking, identifying and resolving 
tree measurement errors 
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Basic Data Sheet Use  
 

The same or very similar basic survey/follow data are recorded on a large number of field data sheets and ability to record these data accurately is 
therefore an important skill for any field researcher to acquire. Similarly, the same basic skills in use of codes, recording unknowns and dealing with errors 
transcend many different research areas and so are vital to obtain.  
 

Skill Semi-competent Competent Skilled Notes 

Clear and legible hand writing on data 
sheets, and use of appropriate materials 
(pencil and rubber) 

    

Recording basic survey details on data 
sheets, including observer names, date, 
survey location, etc. 

    

Understanding and recording of 
different data types, including text, 
numerical and coded data 

    

Identifying and correcting data 
recording errors in the field 

    

Dealing with and recording “unknowns” 
in the data 
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Skill Semi-competent Competent Skilled Notes 

Preventing damage to data from 
adverse field weather conditions and 
use of rain-proof data sheets/books 

    

Compiling and storing data sheets in 
correct location at camp 
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Tree Reproductive Phenology Surveys 
 

For a full description of methods in this sub-section, see Morrogh-Bernard (2009), Harrison (2009) and Harrison et al. (2010,  2013).  
 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Understanding of basic principles and 
aims 

    

Understanding of phenology plot and 
tree tagging system 

    

Good binocular use, including adjusting 
focus, ensuring good position with 
respect to object and available light, 
cleaning and storing 

    

Ability to spot and distinguish tree fruits 
(ripe and unripe), flowers (open and 
buds) and new leaves, including species-
specific knowledge of these (e.g. where 
fruits are located on branches of 
different species) 

    

Accurate estimation of crop sizes and 
percentage cover 
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Skill Semi-competent Competent Skilled Notes 

Ability to record data called out from 
numerous observers accurately and 
swiftly on field data sheets 

    

Good field coordination with other team 
members, both while working as data 
collector and data recorder 

    

Data entry and analysis skills     

Entering phenology data into Excel 
spreadsheets for database upload 

    

Extracting basic phenology data for 
reports (species with fruit/flowers/new 
leaves each month) 
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Forest Litter-Fall Surveys 
 

For a full description of methods in this sub-section, see OuTrop’s litter-fall survey guidelines (Harrison, 2013).  
 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Understanding of basic principles and 
aims 

    

Theory – understanding of trap 
construction, layout and numbering 
system, and data collection schedule 

    

Assembling traps and setting up in the 
field, including recording trap 
characteristics data 

    

Trap maintenance, including regular 
inspection, simple field repairs, major 
repairs and recording any repairs made 

    

Preparation and use of necessary 
equipment, including cloth bags, 
clippers, tape measures and data sheets 

    

 

 

 

http://www.outrop.com/uploads/7/2/4/9/7249041/litterfall.pdf
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Skill Semi-competent Competent Skilled Notes 

Collection of all litter from within traps 
and storing in appropriately numbered 
cloth bags for transport back to camp. 
Includes dealing with awkward litter 
(e.g. long twigs) and excluding branches 
≥ 5 cm diameter.  

    

Processing litter at camp, including 
correctly sorting into constituent parts 
using labelled envelopes or other drying 
containers, and recording survey 
information on data sheets (date 
collected, observer, etc.) 

    

Drying of litter in oven, including use of 
appropriate drying container, 
maintaining of correct oven 
temperature, dealing with very wet 
litter before oven drying and knowing 
when litter is dry 

    

Use of weighing scales to record dry 
weights of litter components on data 
sheets 

    

Maintenance and storage of weighing 
scales 
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Data entry and analysis skills     

Entering litter-fall data into Access 
database 
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Line Transect General Survey Method 
 

This method is used for red langurs (Ehlers Smith and Ehlers Smith, 2013), plus numerous other species (e.g. Ley-Vela, 2005), and can be based on either 
direct or indirect sightings. Orangutan nest surveys are a specific variation of this method (see Line Transect Surveys for Orangutan Nests sub-section 
below). 
 

Skill Semi-competent Competent Skilled Notes 

Field  data collection skills     

Understanding line transect survey aims      

Understanding line transect theory and 
mechanics – auditory vs. visual 
detection; (for group animals sighted 
directly) angle to centre of group, group 
spread, distance to group 

    

Understanding possible behavioural 
responses of target animal (direct 
sightings) 

    

Understanding use of datasheet and 
data to be recorded 

    

Identification of target species and, 
where relevant, age/sex classes within 
target species 
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Skill Semi-competent Competent Skilled Notes 

Accurate estimation of distance to 
nearest metre into forest and along 
transect 

    

Use of compass for measuring angle to 
target in relation to transect 

    

Accurate estimation of distance 
between objects (group spread) 

    

Accurate recording of weather 
conditions at time of sightings 

    

Appropriate survey technique – 
quietness of movement 

    

Appropriate survey technique – 
searching above the transect line 

    

Appropriate survey technique – visual 
searching (“nodding donkey”, 
stationary, etc.) 
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Skill Semi-competent Competent Skilled Notes 

Appropriate survey technique – use of 
auditory cues 

    

Appropriate use of basic equipment: 
GPS, watch, transect tags and location 

    

Data entry skills     

Entry of survey data into Excel 
spreadsheet in standardised way 
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Line Transect Surveys for Orangutan Nests 
 

For a full description of methods in this sub-section, see Morrogh-Bernard et al. (2003) and Husson et al. (2009). 
 

Skill Semi-competent Competent Skilled Notes 

Field  data collection skills     

Understanding line transect survey for 
nest aims and basic principles  

    

Appropriate survey technique – 
searching above the transect line 

    

Appropriate survey technique – visual 
searching (“nodding donkey”, 
stationary, etc.) 

    

Identification and spotting of orangutan 
nests in the field 

    

Accurate measurement of perpendicular 
distance from transect mid line to nest 

    

Recording of distance along transect 
and marking of nest location (where 
required) 
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Skill Semi-competent Competent Skilled Notes 

Accurate classification of nest age 
categories and presence of leaves 

    

Recording of other nest characteristics, 
including orientation in respect to 
transect, nest size and nest height 

    

Recording nest tree characteristics, 
including (primary) nest tree DBH and 
height using clinometre, plus number of 
trees tied 

    

Ability to record data called out from 
numerous observers accurately and 
swiftly on field data sheets 

    

Appropriate use of basic equipment: 
tape measure, clinometre, transect tags 
and location 

    

Data entry skills     

Entering data into Excel spreadsheets     
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Skill Semi-competent Competent Skilled Notes 

Preparing re-survey transects for 
subsequent month’s survey 

    

Extracting basic data for reporting 
(number of nests encountered/transect) 
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Gibbon Triangulation  
 

For a full description of methods in this sub-section, see OuTrop’s gibbon survey guidelines (Gilhooly and Cheyne, 2013). 
 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Understanding basic principles and aims 
of technique 

    

Understanding triangulation theory – 
identifying and mapping group 
locations, effective listening area, 
extrapolation 

    

Accurately identifying gibbon group calls     

Accurately recording bearings using 
compass 

    

Accurately estimating and recording 
distances 

    

Accurately recording singing times     

http://www.outrop.com/uploads/7/2/4/9/7249041/gibbon_density_surveys_standard_operating_procedures_2012.pdf
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Skill Semi-competent Competent Skilled Notes 

Identifying and distinguishing multiple 
groups 

    

Recording weather data     

Data entry skills     

Entering triangulation and associated 
weather data into Excel spreadsheets 
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Nursery and Reforestation  
 

For further descriptions of methods in this sub-section, see OuTrop’s 2013-15 nursery strategy (OuTrop, 2013) and 2011 progress report (Morrogh-
Bernard et al., 2011).  
 

Skill Semi-competent Competent Skilled Notes 

Field skills     

Understanding basic principles and aims 
of reforestation, including different 
strategies for different situations 

    

Identifying seeds and seedlings     

Collecting seeds and wildlings of 
designated species, and safely 
transporting back to nursery 

    

Preparing polybags for planting, 
including ordering bags and peat 

    

Planting seeds and wildlings in polybags; 
tagging and cataloguing in the nursery 

    

Tending seeds and seedlings in the 
nursery (watering, weeding, etc.) 

    

http://www.outrop.com/uploads/7/2/4/9/7249041/outrop_reforestation_-_strategy_2013-2015_-_final.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/outrop_2011-nursery_and_reforestation_project_report.pdf
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Skill Semi-competent Competent Skilled Notes 

Monitoring and recording seed 
germination at defined intervals 

    

Monitoring and recording seedling 
growth at defined intervals 

    

Identifying and preparing planting plans 
and locations, including determining 
planting conditions (e.g. allowing 
competition, using fertiliser, etc.), plus 
cutting, marking and geo-referencing 
any access transects and/or planting 
plots) 

    

Preparing seedlings for planting, 
including ensuring all seedlings meet 
relevant planting criteria (minimum size, 
health) 

    

Safely transporting seedlings to planting 
site 

    

Planting seedlings according to pre-
defined planting plan (including 
distances between seedlings, creating 
planting holes, etc.) 
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Skill Semi-competent Competent Skilled Notes 

Monitoring and recording planted 
seedling survival, health and growth at 
time of planting and defined intervals 
thereafter 

    

Collecting and preparing cuttings 
(“sticks”) of selected species for planting 
(including ensuring correct size and 
source of cuttings, avoiding damage to 
parent trees, etc.) 

    

Planting stick cuttings according to pre-
defined planting plan 

    

Monitoring and recording stick cutting 
survival, health and growth at time of 
planting and defined intervals 
thereafter 

    

Data entry skills     

Entering seed germination data into 
Excel database 

    

Entering seedling growth data into Excel 
database 

    

Entering replanted seedling survival, 
health and growth data into Excel 
database 
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Skill Semi-competent Competent Skilled Notes 

Entering stick cutting survival, health 
and growth data into Excel database  
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Specific Field Research Techniques 
Detail the specific research areas within this sub-section where training is required/desired for this staff member in the table below. 
 

Area Field Training Required (Y/N)? Data Entry/Analysis Training Required? 

Primate behaviour   

Phenology surveys   

Litter-fall surveys   

Line transect surveys   

Orangutan nest surveys   

Gibbon triangulation   

Nursery   

Butterfly trapping   

Sun bear surveys   

Camera trapping   
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Primate Behaviour (Orangutan, Gibbon and Red Langur) 
 

For a full description of methods in this sub-section, see Morrogh-Bernard et al. (2002) and Morrogh-Bernard (2009) for orangutans; Cheyne (2010) for 
gibbons; and Ehlers Smith et al. (2013a, b) for red langurs. 
 

Skill Semi-competent Competent Skilled Notes 

Field  data collection skills     

Basic knowledge and understanding of 
project aims and objectives 

    

Organisation and use of all necessary 
field equipment (clipboards, data 
sheets, torch, tape measure, binoculars, 
GPS, etc.) 

    

Knowledge and understanding of 
general monthly working schedule and 
expected individual standards  

    

Protocols for observer behaviour while 
following – communication, conduct 
around animals, number of people 
following, health and safety 
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Skill Semi-competent Competent Skilled Notes 

Searching methods theory: home 
range/territory knowledge, transect 
knowledge, ranging patterns, vocal vs. 
non-vocal searching, random vs. non-
random searching, stationary vs. active 
searching, coordination with others 

    

Observation techniques theory – angle 
of sight, clarity of view, binocular use; 
observing from standing vs. sitting; 
movement, proximity, positioning, 
rotation around animal, observing while 
walking (“nodding donkey” technique); 
note taking 

    

Identification techniques theory – 
multiple angles; light distortion; 
primary/secondary characteristics; 
facial, body, size, movement, fur, scars, 
etc. 

    

Following techniques theory – 
positioning and proximity, influencing 
the animal, predicting movement, 
choice of best travel lines, observer 
spread vs. single file, cover vs. channel 
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Skill Semi-competent Competent Skilled Notes 

Data collection methods theory – 
understanding of GPS, feeding, 
behaviour, urine and faecal data 
collection principles 

    

Searching (practical) - transect 
knowledge 

    

Searching (practical) - coordination with 
others 

    

Searching (practical) - ranging patterns     

Searching (practical) - stationary vs. 
active searching 

    

Searching (practical) - vocal searching     

Searching (practical) – non-vocal 
searching 
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Skill Semi-competent Competent Skilled Notes 

Searching (practical) - random searching     

Searching (practical) – non-random 
searching 

    

Observation techniques (practical) – 
angle of sight, clarity of view, binocular 
use; observing from standing vs. sitting; 
movement, proximity, positioning, 
rotation around animal, observing while 
walking (“nodding donkey” technique); 
note taking 

    

Identification techniques (practical) - 
multiple angles; light distortion; 
primary/secondary characteristics; 
facial, body, size, movement, fur, scars, 
etc. 

    

Following techniques (practical) - 
positioning and proximity, influencing 
the animal, predicting movement, 
choice of best travel lines, observer 
spread vs. single file, cover vs. channel 
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Skill Semi-competent Competent Skilled Notes 

Food species identification – trees, 
fruits, flowers, leaves, invertebrates, 
other 

    

GPS data collection (practical) – saving 
waypoints, correcting/deleting errors, 
navigating 

    

Feeding data collection (practical) – 
identification of food types and species, 
timing, breaks in feeding, co-feeding 

    

Vocal data collection – identifying the 
different types of calls made 

    

Urine data collection – general 
characteristics, urinalysis sticks, frozen 
sample collection 

    

Faecal data collection – general 
characteristics, storage in SAF, storage 
in alcohol 

    

Behavioural data collection – 
interpreting behaviour, knowledge of 
codes, accurate recording, unknowns, 
social interactions, distance travelled 
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Skill Semi-competent Competent Skilled Notes 

Uploading and storing GPS waypoints     

Data entry skills     

Working knowledge of Microsoft Office 
programmes and their use for different 
data sets 

    

Database navigation, including between 
forms and worksheets 

    

Knowledge of behavioural and feeding 
codes for input 

    

Ability to enter all data including 
activity, social, feeding, GPS, 
vocalisation and nesting/sleeping tree 
data 

    

Ability to enter data efficiently, 
including learning shortcuts 
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Skill Semi-competent Competent Skilled Notes 

Good book-keeping, including keeping 
raw data in an organised manner and 
making regular back-ups in correct 
locations 

    

Ability to problem solve, including 
understanding how to deal with 
duplicate feeding tree entries and other 
error messages 

    

Extracting basic follow data for 
reporting (number of follows, focal IDs, 
observers, follow lengths, etc.) 

    

Ensuring that all problems encountered 
are noted and resolved with the help of 
the appropriate supervisor 
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Fruit-Feeding Butterfly Surveys 
 

For a full description of methods in this sub-section, see OuTrop’s butterfly canopy trapping guidelines (Purwanto et al., 2015) and guide to the butterflies of 
Sabangau (Houlihan et al., 2012). 

 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Understanding basic principles and aims 
of technique 

    

Understanding canopy trap mechanics, 
plus erecting and  maintaining traps 

    

Preparing trap bait in the correct 
proportions, and ensuring bait 
consistency between surveys 

    

Hanging traps, including choosing 
suitable locations, setting trap height 
accurately and baiting 

    

Checking traps at correct times of day 
and randomising direction of survey 

    

Lowering traps rapidly and carefully to 
avoid escapes 

    

http://www.outrop.com/uploads/7/2/4/9/7249041/outrop_2015_butterfly_good_practice_guidelines.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/a_guide_to_the_butterflies_of_sabangau_outrop__final_-_3_august.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/a_guide_to_the_butterflies_of_sabangau_outrop__final_-_3_august.pdf
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Skill Semi-competent Competent Skilled Notes 

Identifying butterflies in the field, 
assessing gender and using field ID 
guides 

    

Collecting samples of new species. 
Correct storage including use of silica 
and ethyl acetate (nail polish remover) 

    

Handling, marking and safely releasing 
butterflies without harm 

    

Dealing with trap by-catches, including 
stinging insects and other dangerous 
animals 

    

Recording data on field data sheets     

Closing traps and removing from the 
field post survey 
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Skill Semi-competent Competent Skilled Notes 

Data entry skills     

Entering data into Excel spreadsheets     

Downloading and storing photographs 
to send to experts for identification 

    

Extracting basic data for reporting 
(number of captures by species and 
transect) 
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Sun Bear Sign Surveys 
 

For a more detailed description of the general methods described in this sub-section, see Fredriksson (2003, 2012).  
 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Understanding basic principles and aims     

Preparing survey equipment, including 
5-m tape measure, GPS, data sheets, 
camera and watch 

    

Identifying bear signs of all types: claw 
marks, bite marks, broken logs, soil digs, 
broken termite nests, broken stingless 
bee nests, scat and footprints 

    

Independently spotting bear sign (all 
categories) 

    

Distinguishing between sign made by 
bear and other animals 

    

Distinguishing genera of above-ground 
termite species by nest structure 
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Skill Semi-competent Competent Skilled Notes 

Distinguishing sign age categories: ≤ 1 
wk, 1wk-1 mo, 1-6 mo, 6-12 mo, 1-2 yr, 
> 2 yr 

    

Recording information on data sheets, 
including understanding sign codes and 
noting distance along transect, whilst 
simultaneously searching for bear sign 
along the survey mid line 

    

Using compass and GPS to survey a 
straight line of appropriate distance 
whilst off-transect 

    

Identifying Ficus spp. to species level     

Visual height estimation using 5-m 
categories 

    

Conducting surveys at a standardised 
speed 

    

Data entry skills     

Entering above data into an Excel 
spread sheet 
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Camera Trap Surveys    
 

For a full description of methods in this sub-section, see OuTrop’s guidelines for placing camera traps (Cheyne et al., 2013). This section includes both 
camera trapping and associated habitat assessments. 
 

Skill Semi-competent Competent Skilled Notes 

Field data collection skills     

Understanding basic aims and principles     

Operating cameras, including changing 
batteries and SD cards, plus setting 
time/date/year 

    

Collecting GPS data for camera locations     

Setting up cameras in pairs: choosing 
location, placing cameras (correct 
height, angle, etc.) 

    

Placing/affixing camera traps above 
ground/in trees (correct height, angle, 
firm support, accessibility for battery/SD 
card change, etc.) 

    

 

 

http://www.outrop.com/uploads/7/2/4/9/7249041/standard_operating_procedures_camera_traps_kalimantan_2012.pdf
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Skill Semi-competent Competent Skilled Notes 

Assessing camera functionality, basic 
camera care and dealing appropriately 
with broken cameras (making basic 
repairs, sending off for repair) 

    

Habitat data collection in the field (i.e. 
canopy height and ground cover around 
cameras) 

    

Data entry skills     

Photo download from SD card to 
appropriate folder on computer, and 
clearing SD card for re-use 

    

Identification of species, use of field 
guides to identify unknown species 

    

Photo filing and data entry to Access 
database 

    

Habitat data entry to Excel database     

Extracting basic data for reports 
(number of photos, species captured) 
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Management and Supervision 

Detail the specific areas within this sub-section where training is required/desired for this staff member in the table below. 
 

Area Training Currently Required (Y/N)? 

General management and supervision  

Expedition organisation  

 

General Management and Supervision 
 

Skill Semi-competent Competent Skilled Notes 

Personal time management, including 
schedule planning, plus ensuring 
punctuality and meeting deadlines 

    

Project planning, including assessing 
logistical, time and personnel needs and 
constraints 

    

Managing research and other activities, 
including completing work in 
accordance with pre-planning, and 
adapting management to overcome 
unexpected challenges or meet 
changing demands 

    

Scheduling tasks for other team 
members, in coordination with other 
team leaders as appropriate 
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Skill Semi-competent Competent Skilled Notes 

Understanding and demonstrating the 
importance of setting a good example 
for more junior staff members 

    

Supervising more junior personnel in 
their work, including identifying and 
correcting mistakes to provide 
constructive feedback 

    

Assessing training needs for more junior 
personnel 

    

Delivering training to more junior staff 
personnel (see also Presentation Skills) 

    

Dealing effectively and sensitively with 
personnel issues among more junior 
team members, including conflict 
resolution and reporting poor 
performance 

    

Thinking critically about, and suggesting 
improvements for, project/staff 
management, supervision and training 
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Expedition Organisation     
 

Much of OuTrop’s research is conducted on expeditions in remote sites away from the main Sabangau research camp and good organisation is essential 
for the successful completion of any expedition. 
 

Skill Semi-competent Competent Skilled Notes 

Establishing suitable expedition dates, 
taking into account (river) access, 
water availability, national holidays, 
etc. 

    

Obtaining appropriate site permissions 
and coordinating plans with relevant 
area authorities 

    

Organising a pre-expedition “recce” to 
check the area, transects and pondok if 
necessary 

    

Devising work schedule and 
establishing man power needs 

    

Preparing and printing necessary data 
sheets 

    

Preparing equipment and food lists, 
and organising supplies 

    

Briefing team members (pre- and post-
expedition) 

    

Organising transport logistics and 
emergency evacuation arrangements 

    

Coordinating daily activities and data 
storage on expedition  
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Skill Semi-competent Competent Skilled Notes 

Maintaining a safe and efficient living 
and working environment while on 
expedition (pondok organisation; 
toilet, washing and cooking areas; 
sleeping and seating arrangements; 
etc.)   
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Computer Use, Data Handling and Administration 
 

Detail the specific areas within this sub-section where training is required/desired for this staff member in the table below. 
 

Area Training Currently Required (Y/N)? 

General computer use  

General data entry and analysis  

General word processing and report writing  

General accounting  

 

General Computer Use 
 
 

Skill Semi-competent Competent Skilled Notes 

Computer storage, including use of 
computer bags, dry boxes and silica 
dehumidifying agents 

    

Use of power cables, adaptors and 
battery charging (inc. taking advantage 
of temporary power) 
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Skill Semi-competent Competent Skilled Notes 

Basic operation of MS Windows 
operating system, including turning 
computer on/off, hibernating; use of 
start menu, Windows Explorer and 
Task Manager; locating and opening 
documents, etc.  

    

Basic general computer use, including 
use of mouse, menu navigation, 
keyboard, delete, tab, return, shift and 
control keys, copy/paste, save and save 
as, print, text highlighting, font and 
paragraph formatting, page setup, 
undo, etc. 

    

Uploading and backing up data from/to 
external storage devices, using both 
USB and card ports 

    

Understanding and use of internet 
browsers and email, including sending 
files as attachments 

    

Understanding and use of social media 
(blogs, Facebook, Twitter, etc.) in the 
context of science/conservation 
outreach communication 
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General Data Entry and Analysis  
 

This sub-section relates to general data entry and analysis skills (i.e. computer data handling as a “transferable skill”), rather than specific skills for individual 
projects described above. It covers use of basic, standard data handling computer software, such as Microsoft Excel and Access, which should be adequate 
for most basic data entry and analysis needs at field research sites. It does not cover use of Microsoft Word (see next section), nor complex data analysis or 
use of statistical software. 

 

Skill Semi-competent Competent Skilled Notes 

Data entry skills     

Understanding and use of MS Excel, 
including entering and editing data in 
cells, creating row/column headings, 
cell/row/column formatting, use of 
formulae, creating worksheets, 
managing print page breaks, etc.  

    

Understanding and use of MS Access, 
including navigation, entering and 
editing data in tables/forms; 
understanding table relationships, data 
types, data restrictions and associated 
error messages 

    

Data analysis skills     

Basic statistical understanding, 
including appropriate use of totals, 
means, data ranges, etc. 
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Skill Semi-competent Competent Skilled Notes 

Basic data analysis in MS Excel, 
including calculating summary statistics 
using formulae, creating and editing 
charts, data sorting and filtering, pivot 
tables/charts, subtotals, creating 
summary worksheets, importing 
external data, etc. 

    

Basic data analysis in MS Access, 
including use of queries, data sorting 
and filtering, use of pivot tables/charts, 
importing and exporting data, etc. 
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General Word Processing and Report Writing 
 

This section covers basic general report writing skills using Microsoft Word. More advanced skills and use of other computer programmes (e.g., MS Publisher, 
InDesign, etc.) are not covered. 
 

Skill Semi-competent Competent Skilled Notes 

Basic use of MS Word, including 
navigation and use of menus, page 
setup, views, inserting objects and 
tables, copy/paste, printing, managing 
page breaks, etc.  

    

Word processing using MS Word, 
including typing, editing/deleting, spell 
check, text highlighting, font and 
paragraph formatting, use of headers 
and footers, etc. 

    

Creating and editing tables in MS 
Word, including table properties and 
autoformatting 

    

Copying/inserting images, including 
adjusting size and properties 

    

Use of document mark-up tools, 
including track changes and comment 
boxes 
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Skill Semi-competent Competent Skilled Notes 

Use of integrated referencing software, 
e.g. EndNote 

    

Converting to and managing pdf files, 
including selecting file size options 

    

Tailoring written reports/articles to the 
target audience (e.g. popular blog vs. 
formal report) 

    

Using and developing attractive report 
design templates 
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General Accounting 
 

Skill Semi-competent Competent Skilled Notes 

Accurately recording incomes and 
expenditures on expenses sheets 

    

Storing and organising receipts     

Transferring hard copy expenses sheet 
information to standard Excel expenses 
files 
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Presentation and Language Skills 

Detail the specific research areas within this sub-section where training is required/desired for this staff member in the table below. 
 

Area Training Currently Required (Y/N)? 

Presentation   

Bahasa Indonesia  

English  

Translations  

 

Presentation Skills 

This section covers presentation skills for both formal and informal settings, ranging from internal monthly staff meetings, to informal presentations to 
visiting students and formal conference presentations. Initial training should be given in more informal settings, with progression towards more formal 
presentations as skill levels progress. 

Skill Semi-competent Competent Skilled Notes 

Theory – understanding of key 
presentation concepts, including 
targeting message and materials to 
target audience, and engaging 
audiences 

    

Preparing appropriate presentation 
materials (non-computer based; e.g. 
flip charts, demonstrations) 
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Skill Semi-competent Competent Skilled Notes 

Preparing appropriate presentation 
materials (computer based; e.g. 
Powerpoint presentations, slide shows, 
showing short films, etc.) 

    

Effective presentation delivery 
(presenter understandable, 
appropriately tailored message clearly 
articulated, presentation engages 
audience, etc.)  

    

Preparing visual presentations, in 
particular posters 

    

Arranging receipt of audience feedback 
on presentations and incorporating 
feedback to make improvements 
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 Bahasa Indonesia Language Use 

 

Skill Semi-competent Competent Skilled Notes 

Basic vocabulary     

Understanding of grammar and 
grammatical rules 

    

Understanding spoken Bahasa 
Indonesia 

    

Speaking Bahasa Indonesia     

Understanding written Bahasa 
Indonesia 

    

Writing in Bahasa Indonesia (informal 
e.g. on data sheets, memos and SMS) 

    

Writing in Bahasa Indonesia (formal 
e.g. letters, reports) 
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English Language Use  
 

Skill Semi-competent Competent Skilled Notes 

Basic vocabulary     

Understanding of grammar and 
grammatical rules 

    

Understanding spoken English     

Speaking English     

Understanding written English     

Writing in English (informal; e.g.. on 
data sheets, memos and SMS) 

    

Writing in English (formal; e.g. letters, 
reports) 
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Translating Written Documents 
 

This section only applies once “Skilled” level has been obtained in both reading and writing Bahasa Indonesia and English language. 
 

Skill Semi-competent Competent Skilled Notes 

Translation of basic/informal written 
material from Bahasa Indonesia to 
English 

    

Translation of basic/informal written 
material from English to Bahasa 
Indonesia 

    

Translation of complex/formal written 
material from Bahasa Indonesia to 
English 

    

Translation of complex/formal written 
material from English to Bahasa 
Indonesia 
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Scientific Understanding 
 

Peat-Swamp Forest Ecology and Conservation Issues  
 

Developing an understanding of basic peat-swamp forest ecology and conservation issues is important for ensuring that staff understand why they are doing 
what they are being asked to do from a methodological/scientific perspective, which will help motivate staff and ensure that methods are being correctly 
followed and data collection standards are maintained. It is also important for enhancing understanding of why research and conservation projects are 
needed and the benefits that they provide, which in turn are important for ensuring local support for project activities.  
 

Skill Semi-competent Competent Skilled Notes 

Peat-swamp forest ecology     

Peat formation and peat-forest inter-
dependence – the role of water 

    

Nutrient and hydrological cycles within 
peat-swamp forests 

    

Peat dome formation and habitat sub-
types 

    

Peat-swamp forest flora – diversity, 
characteristics, unique and threatened 
species (including global context) 
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Skill Semi-competent Competent Skilled Notes 

Peat-swamp forest fauna – diversity, 
characteristics, unique and threatened 
species (including global context) 

    

Pollination and seed dispersal in peat-
swamp forests 

    

Differences between peat-swamp 
forest and other forest types in 
Kalimantan (ecology, fruiting patterns, 
flora and fauna, etc.) 

    

Species interactions – trophic 
levels/networks, one-sided vs. 
mutually-beneficial interactions,  

    

Peat-swamp forest conservation issues     

PROBLEM: Illegal and legal logging 
(including motivations, methods, 
economic importance, damage caused)   

    

SOLUTIONS: Logging patrols and 
policing; laws; market methods 
(demand);   
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Skill Semi-competent Competent Skilled Notes 

PROBLEM: Forest conversion 
(agriculture, building land, mining, etc.; 
damage caused) 

    

SOLUTIONS: Forest protection, law 
enforcement, public pressure, local 
attitudes 

    

PROBLEM: Peat drainage and 
degradation (including motivation, 
methods and damage caused)  

    

SOLUTIONS: Hydrological restoration 
(dam building), local support for dams 

    

PROBLEM: Fire (proximate and 
ultimate causes, damage caused) 

    

SOLUTIONS: Hydrological restoration, 
fire fighting, land conflict resolution, 
laws and law enforcement 

    

  



80 

 

Skill Semi-competent Competent Skilled Notes 

PROBLEM: Wildlife hunting and 
harvesting (species targeted, 
motivations, methods, damage caused) 

    

SOLUTIONS: Laws and law 
enforcement, patrols, market methods 
(demand), public attitudes  
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Primate Biology and Conservation 

OuTrop’s training in this section is focused on our three focal primate research species: Bornean orangutans, southern Bornean gibbons and red langurs. 
Many of the skill areas are, however, directly applicable to other primate species. Training draws both from OuTrop’s own research and associated 
conservation efforts, plus that of others. 

Skill Semi-competent Competent Skilled Notes 

Primate biology     

Basic taxonomy and species diversity 
(Kalimantan and global) 

    

Primate ecology (general): dietary 
niches, life history, social and mating 
systems 

    

Peat-swamp forest primates: species 
found, importance for conservation 

    

Orangutans: life history, social and 
mating systems, diet, activity patterns, 
population density and distribution 
(Borneo and Sabangau), etc.  

    

Gibbons: life history, social and mating 
systems, diet, activity patterns, 
population density and distribution 
(Borneo and Sabangau), etc. 
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Skill Semi-competent Competent Skilled Notes 

Red langurs: life history, social and 
mating systems, diet, activity patterns, 
population density and distribution 
(Borneo and Sabangau), etc. 

    

Primate conservation issues     

PROBLEM: Peat-swamp forest loss and 
degradation (see “Peat-swamp forest 
conservation issues” above)   

    

SOLUTIONS: See “Peat-swamp forest 
conservation issues” above 

    

PROBLEM: Direct killing as pests and/or 
for food 

    

SOLUTIONS: Species protection, patrols 
and law enforcement, reducing human-
orangutan conflict, public pressure, 
local attitudes, education 
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Skill Semi-competent Competent Skilled Notes 

PROBLEM: Harvesting live animals for 
the pet or medical trades  

    

SOLUTIONS: Species protection, patrols 
and law enforcement (including CITES), 
public pressure, market methods 
(demand), local attitudes, education 

    

PROBLEM: Transmission of diseases 
from humans 

    

SOLUTIONS: Reducing human-
orangutan conflict and contact, taking 
precautionary measures (distance 
maintained from animal, not leaving 
faeces uncovered, etc.) 
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Section 3:  
Electronic Databases for Recording 
Monitoring Data 
 

 

 

 
Photo: Chris Owen/OuTrop 
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As described in Section 1, repeat assessments and refresher training are needed if high data 
collection/work standards are to be maintained. Results from these repeat assessments and refresher 
training are recorded in a bespoke electronic database, alongside the results from the initial skill 
advancement assessments described in Section 2. For OuTrop staff in Sabangau, we currently use an Excel 
database for these records, though an Access database may also be used. This database is then used to 
extract information on staff training progress and to identify training targets that have not been met for 
each individual staff member.  

OuTrop’s Excel database contains a ‘template’ worksheet, plus a dedicated sheet for each specific staff 
member. In the ‘template’ worksheet, all the skills described in Section 2 are listed in rows, together with 
columns for recording initial skill advancements, plus results of repeat assessments/refresher training. This 
template is then copied and adapted for each staff member.  

A snapshot of an example staff member’s worksheet is provided in Table 5. Note that, in the Table 5 
example, only a selection of skills are shown; under normal circumstances, all skills will be listed in an 
individual’s worksheet, with those for which training is required and not required indicated using a colour-
coding system. In this way, if an individual’s training needs change over time, the colour coding can be 
changed to reflect this. Similarly, in the snapshot overleaf, only one re-assessment is shown, but this can 
obviously be extended to include any number of re-assessments. 

In addition to this, records should be kept within this database of all formal training provided to staff 
members. This should be recorded in a dedicated worksheet, including the following information (example 
not shown due to space constraints on number/width of columns within this document): 

1. Area/s – subject area, to correspond with titles for tables in Section 2; 

2. Specific Skill/s – to correspond with those listed in tables in Section 2; 

3. Training session title; 

4. Target trainee group/s; 

5. Number of hours of training; 

6. Trainer name/s; 

7. Date of training; 

8. Training objective/s; 

9. Training indicator/s; 

10. A column to record any pertinent comments/notes; and 

11. Columns to note the attendance of each individual staff member – we indicate this by noting the 
number of hours of the training, which enables total individual training hours received to be easily 
calculated via formulae in Excel (non-attendance is indicated by a blank). 

 

Because of its sporadic nature, informal/on-the-job training is more difficult to record in this way, but 
where practicable this should also be recorded using the above format.  
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Table 5: Example individual staff member’s training progress monitoring worksheet in Excel 

 

 

 



87 

 

References 
 
 

Cheyne, S. M. (2010). Behavioural ecology of gibbons (Hylobates albibarbis) in a degraded peat-swamp 
forest. In: J. Supriatna and S. L. Gursky (Eds). Indonesian Primates. Springer, New York, pp 121-
156. 

Cheyne, S. M., B. Ripoll Capilla, Adul, E. Macdonald and W. J. Sastramidjaja (2013). Standard Operating 
Procedure (SOP) For Placing Camera Traps. Orangutan Tropical Peatland Project, Palangka Raya, 
Indonesia.. 

Ehlers Smith, D. A. and Y. C. Ehlers Smith (2013). Population density of red langurs in Sabangau tropical 
peat-swamp forest, Central Kalimantan, Indonesia. American Journal of Primatology 75: 837-847.   

Ehlers Smith, D. A., Y. C. Ehlers Smith and S. M. Cheyne (2013a). Home-range use and activity patterns of 
the red langur (Presbytis rubicunda) in Sabangau tropical peat-swamp forest, Central Kalimantan, 
Indonesian Borneo. International Journal of Primatology 34: 957-972.  

Ehlers Smith, D. A., S. J. Husson, Y. C. Ehlers Smith and M. E. Harrison (2013b). Feeding ecology of red 
langurs in Sabangau tropical peat-swamp forest, Indonesian Borneo: extreme granivory in a non-
masting forest. American Journal of Primatology 75: 848-859.   

Fredriksson, G. (2003). Preliminary Report for the Gibbon Foundation Concerning the Main Findings of 
Malayan sun bears (Helarctos malayanus) Sign Transect Surveys in the Upper Mahakam Region 
(East Kalimantan) and the Sebangau peat swamp (Central Kalimantan). Report for the Gibbon 
Foundation.  

Fredriksson, G. (2012). Effects of El Niño and Large-scale Forest Fires on the Ecology and Conservation of 
Malayan Sun Bears (Helarctos malayanus) in East Kalimantan, Indonesian Borneo PhD 
dissertation, University of Amsterdam, Amsterdam. 

Gilhooly, L. J. and S. M. Cheyne (2013). Standard Operating Procedures for Carrying out Population Density 
Surveys for Gibbons. Orangutan Tropical Peatland Project, Palangka Raya, Indonesia.. 

Harrison, M. E. (2009). Orang-utan Feeding Behaviour in Sabangau, Central Kalimantan. PhD thesis, 
University of Cambridge, Cambridge. 

Harrison, M. E. (2013). Standard Operating Procedure: Forest Litter-fall. The Orangutan Tropical Peatland 
Project, Palangka Raya, Indonesia.  

Harrison, M. E., S. J. Husson, N. Zweifel, L. J. D’Arcy, H. C. Morrogh-Bernard, S. M. Cheyne, M. A. van 
Noordwijk and C. P. van Schaik (2010). The Fruiting Phenology of Peat-Swamp Forest Tree Species 
at Sabangau and Tuanan, Central Kalimantan, Indonesia. Report for the Kalimantan Forests and 
Climate Partnership, Palangka Raya, Indonesia. 

Harrison, M. E., S. J. Husson, N. Zweifel, L. J. D’Arcy, H. C. Morrogh-Bernard, M. A. van Noordwijk and C. P. 
van Schaik (2013). Trends in Fruiting and Flowering Phenology with Relation to Abiotic Variables in 
Bornean Peat-Swamp Forest Tree Species  Suitable for Restoration Activities. Report for the 
Kalimantan Forests and Climate Partnership, Palangka Raya, Indonesia. 

Harsanto, F. A., Santiano, Salahuddin, A. Purwanto, E. Shinta, M. E. Harrison, L. D’Arcy, H. C. Morrogh-
Bernard, N. C. Marchant, S. E. Page, J. O. Rieley and S. J. Husson (2016, in press). Good Practice 
Guidelines: Tree Plot Surveys. The Orangutan Tropical Peatland Project, Palangka Raya, Indonesia.  

Houlihan, P. R., N. C. Marchant and M. E. Harrison (2012). A Guide to the Butterflies of Sabangau. 
Orangutan Tropical Peatland Project, Palangka Raya, Indonesia. 

 
 
 
 

http://www.outrop.com/uploads/7/2/4/9/7249041/standard_operating_procedures_camera_traps_kalimantan_2012.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/standard_operating_procedures_camera_traps_kalimantan_2012.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/gibbon_density_surveys_standard_operating_procedures_2012.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/gibbon_density_surveys_standard_operating_procedures_2012.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/harrison_09_orang-utan_feeding_behaviour_in_sabangau-phd.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/litterfall.pdf
http://www.iafcp.or.id/publication/detail/77/The-Fruiting-Phenology-of-Peat-Swamp-Forest-Tree-Species-at-Sabangau-and-Tuanan-Central-Kalimantan-Indonesia
http://www.iafcp.or.id/publication/detail/77/The-Fruiting-Phenology-of-Peat-Swamp-Forest-Tree-Species-at-Sabangau-and-Tuanan-Central-Kalimantan-Indonesia
http://www.iafcp.or.id/publication/detail/130/Phenology-Paper-2-Trends-in-fruiting-and-flowering-phenology-with-relation-to-abiotic-variables-in-Bornean-peat-swamp-forest-tree-species-suitable-for-restoration-activities
http://www.iafcp.or.id/publication/detail/130/Phenology-Paper-2-Trends-in-fruiting-and-flowering-phenology-with-relation-to-abiotic-variables-in-Bornean-peat-swamp-forest-tree-species-suitable-for-restoration-activities
http://www.outrop.com/uploads/7/2/4/9/7249041/a_guide_to_the_butterflies_of_sabangau_outrop__final_-_3_august.pdf


88 

 

Husson, S. J., S. A. Wich, A. J. Marshall, R. D. Dennis, M. Ancrenaz, R. Brassey, M. Gumal, A. J. Hearn, E. 
Meijaard, T. Simorangkir and I. Singleton (2009). Orangutan distribution, density, abundance and 
impacts of disturbance. In: S. A. Wich, S. S. Utami Atmoko, T. Mitra Setia and C. P. van Schaik 
(Eds). Orangutans: Geographic Variation in Behavioral Ecology and Conservation. Oxford 
University Press, Oxford, 77-96. 

Ley-Vela, M. (2005). Diurnal primate distribution and density in the Sabangau National Park, Central 
Kalimantan, Indonesia. MRes thesis, University of Roehampton, Roehampton. 

Morrogh-Bernard, H. (2009). Orang-utan Behavioural Ecology in the Sabangau Peat-Swamp Forest, Borneo. 
PhD thesis, University of Cambridge, Cambridge. 

Morrogh-Bernard, H., S. Husson and C. McLardy. (2002). Orang-utan data collection standardisation 
(Designed during Orang-utan Culture Workshop, February 2002, San Anselmo, USA). 
http://www.aim.uzh.ch/orangutannetwork/FieldGuidelines.html. 

Morrogh-Bernard, H., S. Husson, S. E. Page and J. O. Rieley (2003). Population status of the Bornean orang-
utan (Pongo pygmaeus) in the Sebangau peat swamp forest, Central Kalimantan, Indonesia. 
Biological Conservation 110: 141-152.  

Morrogh-Bernard, H. C., B. Capilla Ripoll and N. Marchant (2011). Sabangau Seedling Nursery and 
Reforestation Project. Orangutan Tropical Peatland Project report, Palangka Raya, Indonesia.  

OuTrop (2013). Nursery and Reforestation Strategy 2013-15. The Orangutan Tropical Peatland Project, 
Palangka Raya, Indonesia.  

Purwanto, A., F. A. Harsanto, N. C. Marchant, P. R. Houlihan, K. Ross, C. Tremlett and M. E. Harrison (2015). 
Good Practice Guidelines: Butterfly Canopy Trapping. Orangutan Tropical Peatland Project, 
Palangka Raya, Indonesia.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.outrop.com/uploads/7/2/4/9/7249041/marcela_thesis_final.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/marcela_thesis_final.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/morrogh-bernard_09_ou_beh_ecol_sab-phd.pdf
http://www.aim.uzh.ch/orangutannetwork/FieldGuidelines.html
http://www.outrop.com/uploads/7/2/4/9/7249041/outrop_2011-nursery_and_reforestation_project_report.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/outrop_2011-nursery_and_reforestation_project_report.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/outrop_reforestation_-_strategy_2013-2015_-_final.pdf
http://www.outrop.com/uploads/7/2/4/9/7249041/outrop_2015_butterfly_good_practice_guidelines.pdf


89 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© 2015 The Orangutan Tropical Peatland Project, Palangka Raya, Indonesia 
All rights reserved 
 
The Orangutan Tropical Peatland Project (OuTrop) is registered in the UK  
as a non-profit organisation (Company No. 06761511) and is supported  
by the Orangutan Tropical Peatland Trust (UK Registered Charity No. 1142870). 
 
Email: info@outrop.com 
www.outrop.com | @outrop | facebook.com/outrop 
 


