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Lifelong Learning Programme
Writing up your project report
Extract from 2009/10 Year 2 Course Handbook (pp 26, 7)

Project Report (3000 words)

Structure of Report
· Introduction (which sets out your research question and rationale): why is this topic important and significant at a personal and professional level? What are you trying to find out? Formulate your topic in terms of a question or questions which you want to find the answer to. (350 words)

· Summary of key Literature: what’s already been written, what’s already been found out, and how your topic fits into this context (750 words)

· Approach and methods: what did you plan to do and why? What issues arose relating to ethics, equality and cultural diversity, and how did you resolve them? How did the project work out in practice?
You should use reading on research methods to justify your choice of approach and methods (500 words)
· Data presentation: describes the evidence by breaking it down, identifies how many or who said/did what, lists what respondents actually said/did 

· Data Analysis through discussion and critical analysis: makes sense of the evidence in relation to the questions asked, by relating responses/findings to concepts and literature, as well as your expectations (1000 words for presentation and analysis)

· Conclusions / recommendations. (400 words)
WRITING UP TIPS – in no order of priority

· Get your reading, data and arguments organized

Being organized about the different parts of this project is crucial. Remember that excellent point you wanted to make and that ideal quote or example of data you have to back it up? Can you find it when you need it? Do you have the sources and the data somewhere where you they are ready when you need them?

· Work up the report in sections
Use the advised content above to help structure your writing up, and build it up bit by bit. Most people will not be able to write a report like this in one sitting.


Lifelong Learning Programme

Writing up your project report
· Did you research what you said you would? 

Look back to the proposal and check you have researched what you planned to research. If you didn’t that is not necessarily a problem, but you need to explain why.

· Have you read it through carefully?

No matter how pressed for time you are this will make a difference to the quality of your project. Don’t run out of time before at least one full read through.

· Critical analysis or description?

Critical analysis is where you do not take results, reading or what has come out of the research at face value. Be prepared to argue a case and use reading and your results to support that case. You don’t have to agree with reading or research, but you need to discuss and justify your agreement or disagreement.

Description is where you say what took place without additional thought or comment.

· Bibliographies always take longer than you think
Keep a running bibliography of all sources and the correct details in the Harvard format. This seems like a lot of work as you do it, but if you don’t, you can spend much more time at the end looking for a page number, author or source.

· Everything takes longer than you think
The whole task of researching and producing a piece of work such as this is time consuming, complex and needs sustained concentration. If you plan ahead when you are going to carry out the different steps in producing the report, try to allow more time than you think it might take. If you do get anything done quicker than planned, see that as a bonus.
· This research often makes a difference

A great deal of time, energy, imagination and effort goes into the production of this piece of work. Many trainees on this course, and their students and organisations have found this project has brought lasting benefits to their teaching, and that is has really made a genuine difference.

Keep that in your mind when writing it up. 

Your research will make a difference!

