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Executive summary 

Delete instructions when you have completed. This should provide an overview of the report, explain methods of analysis, and summarise overall findings and recommendations.

Use http://unilearning.uow.edu.au/report/4bi1.html to see a collection of good and bad examples
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Please use Harvard Referencing throughout the report
You should relate academic concepts, theories and professional practice to the way organisations operate, in a critical and informed way, and with reference to key texts, articles and other publications and by using organisational examples for illustration. 
[bookmark: _Toc454821709]1. Introduction (terms of reference)

Select an area of HR/business practice and give the reason for your choice e.g. an aspect from one of the professional areas in the CIPD Profession Map or from an area of business practice. 
Be clear who the report is for (its stakeholders e.g. e.g. CEO, executive team, shareholders) as this to whom the recommendations must be applicable to.


Students should identify an area of HR/business practice for the focus of their literature review e.g. good practice in employee engagement, recruitment and selection, pay and reward, learning and development, They should then explain why they have selected the particular area e.g. to benchmark their own organisational practice against good practice reported in the literature
[bookmark: _Toc454821710]2. Literature Review

Split into numbered headings and sub-headings – these could be for each information source reviewed. Don’t use the title main body!
[bookmark: _Toc454821711]2.1 xxxxxx

Using a mix of narrative and diagrammatic formats where appropriate write up what you found e.g. summarising the focus of the sources used
Before you can write this section of sub-headings you must engage in a critical review of 3 (or more) different information sources e.g. online databases and search facilities, academic and professional journals, professional and regulatory bodies and sector skills councils reports, organisational policy and financial accounts, industry reports.

[bookmark: _GoBack]Use the help sheet on Moodle to help you critically evaluate your literature 
Using a mix of narrative and diagrammatic formats where appropriate write up what you found e.g. summarising the focus of the sources used

Make sure you use Harvard Referencing both when you cite the sources in the report AND when you list them in alphabetical order in ‘References’ at the end of the report.

[bookmark: _Toc454821712]3. Methodology 

To show evidence of how you have engaged critically with each of the sources by you need to
a) Examine and explain the methodology used in each source (quantitative or qualitative).
b) For each of the 3 different sources explain why you selected the source
c) Comment on the advantages and disadvantages of the different methodological approaches taken (tables can be used display to compare and contrast analysis efficiently)



[bookmark: _Toc454821713]4. Conclusions 

Evaluate the major conclusions from each source based on the methodology used and evidence presented.


[bookmark: _Toc454821714]5. Recommendations for change

Make justified recommendations to named stakeholders for sustaining and/or improving practice based on findings in the report.







[bookmark: _Toc454821715]References

Reference list using Harvard Referencing

e.g.  
Taylor, S. & Woodhams, C. (2016), Studying Human Resource Management, 2nd edition, CIPD: London

Bibliography (if appropriate – these are sources you looked at but did not use in the report).




[bookmark: _Toc454821716]Appendices (if used)

Appendix if used i.e. information supporting their analysis but not essential to its explanation.
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