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How to Structure Your Portfolio

The following is a guide only to help you write and structure your Dissertation.

There are FIVE chapters you will need to write. 

Remember that each of these sections must start on a NEW PAGE.

The layout can look like this:

	Section Name 
	Included in word count?

	Declaration 

	NO

	TITLE PAGE

	NO

	ACKNOWLEDGEMENTS (non-compulsory)

	NO

	ABSTRACT (approx. 1 Page or 300 words)

	NO

	TABLE OF CONTENTS 

	NO

	PART 1: Introduction and Background / Project Rationale.

2000 words approx.

	YES

	PART 2: Resources / Networks Used / Search Approach.

1000 words approx.

	YES

	PART 3: Contribution to sector / practice

2000 words approx.

	YES


	PART 4: Summary of Exhibition: Presentation of Portfolio and Findings.

(decided by you, not included in the work count here – so advise no more than 150 words).

	NO

	PART 5: Reference List / Bibliography
Between 50 – 100 references needed. At least 20 journal articles used.

	NO


	APPENDICES

	NO









DECLARATION

This work has not previously been accepted in substance for any degree and is not being concurrently submitted in candidature for any degree

Signed……………………………………………


Date………………………………………………


STATEMENT 1 
This dissertation is being submitted in partial fulfilment of the requirements for the degree of BSc.

Signed……………………………………………. 


Date………………………………………………


STATEMENT 2
This dissertation is the result of my own independent work/investigation, except where otherwise stated.

Other sources are acknowledged by footnotes giving explicit references.  A bibliography is appended.

Signed……………………………………………


Date……………………………………………… 


STATEMENT 3
I hereby give consent for my dissertation, if accepted, to be available for photocopying and for interlibrary loan, and for the title and summary to be made available to outside organisations.

Signed………………………………………………

Date…………………………………………………


STATEMENT 4

I hereby give consent for my dissertation, if accepted, to be available on the university’s IT system to those who have consent to use the system.

Signed………………………………………………

Date…………………………………………………












Put your title here – no more than 20 words maximum
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The acknowledgements section  is a THANK YOU paragraph which to everyone who has helped you whilst you have been researching and writing your dissertation. 
This may be your supervisor or any other academic staff who have provided guidance and support; other students or colleagues that you've collaborated with; for example librarians; external bodies who have given you assistance.
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ABSTRACT  (1 page or 300 words – not included in the word count and is usually completed last)


The abstract is a summary of the entire dissertation.  It should include:

a)	The overall aim.
b)	A synopsis of the methodology and methods used.
c)	A summary of the major findings.
d)	A brief mention of the subjects and material.
e)	The conclusions based on the results.



























TABLE OF CONTENTS (EXAMPLE ONLY – not included in the word count)

	Section Name 
	Page Number

	Declaration 
	


	TITLE PAGE

	

	ACKNOWLEDGEMENTS (non compulsory)

	

	ABSTRACT (approx 1 page or 300 words)

	

	TABLE OF CONTENTS 

	

	CHAPTER 1 / PART 1: Introduction and Background

	

	CHAPTER 2 / PART 2: Resource Document 

	

	CHAPTER 3 / PART 3: Controbution to Sector

	

	CHAPTER 4 / PART 4: Exhibition Summary

	

	CHAPTER 5 / PART 5: Reference List

	

	APPENDICES

	
























CHAPTER / PART 1: Introduction and Background (2000 words approx.)

This chapter can have six sections: 


1.1 - Introduction to Dissertation – 400 words approx.

(i.e.this is your introduction paragraph -This is where you introduce your project and what you will be talking about. You will say that you will be conducting portfolio on your chosen topic and that you will be evaluating problems which have been identified regarding the role you have chosen and what you hope to achieve)


1.2 - Definitions – 400 words approx.

Here you will include any definitions and acronyms which will be needed within your dissertation, do not assume that the reader will understand some of the terminology you will be using. 

1.3 – Background and Current Context – 400 words approx.

(i.e. provide some background information and put into context how your topic is situated within the current topic area)



1.4 - Rationale for Research or Problem Statement  - 300 words approx.

(i.e. why you have chosen your topic, what is the purpose of researching your topic area? how you have defined the boundaries and limitations of your work)


1.5 Aim and Objectives  - 300 words approx.

You will take the aim and objectives you have submitted in your viva proposal and insert them here. 


1.6 – Conclusion – 200 word approx.
 
 You will provide a conclusion to the CHAPTER / PART here and will also SIGNPOST to Chapter / Part 2. 



**Note – DO NOT assume your reader knows what you are talking about, be specific and explicit in your approach**


CHAPTER / PART 2: Resources and Methods (1000 words approx.)



2.1 - Introduction to Chapter Itself – 100 words approx. 

Here you will provide an introduction to your resources / methods /  chapter, you will outline what will be included in this chapter and how this has been conducted. 


2.3 - Searching for information – 150 words approx. 

How have you searched for information? What have you used to search for academic sources? Have you used a tool to help with this process? What is a thesis search sheet? 


2.4 - Validating Research  - 200 words approx. 

How do you know that the research you have chosen in your literature review is credible? What is the process of validating research? What is CASP/CEBM? How have you used this?


2.5 – Analysing Research – 200 words approx.

How have you analysed the research you have chosen? Why have you chosen certain sections over others? Does this help to answer your title/aim/objectives? 

2.6 – Main Resources Used – 50 words approx.

This could be a bullet pointed list of the resources you have used to help create and inform your portfolio. 

2.6 – Ethical Considerations – 100 words approx.

What are ethics in research? Have you considered ethics when choosing your literature? 


2.7 – Conclusion – 100 words approx.. 

You will provide a conclusion to the CHAPTER / PART here and will also SIGNPOST to Chapter / Part 3. 








CHAPTER / PART 3: Contribution to Sector (2000 words approx.)


You will treat this chapter / part as your findings and discussion section – 

Here you must clearly state how your findings or piece or finished product will impact upon the sector in which you have based your portfolio – how will this help the job role you have chosen to look into?. 

You must use current and up to date evidence to back this up.

This will include reports, articles, evidence of emergent issues, and any other verified related sources. 


As with all other chapters / parts, the contribution to sector chapter / part differ according to the discipline and structure of your dissertation; however key question to answer or consider in this chapter can include the following:

· Group your findings into themes; synthesise your findings.

· Interpret the findings. What patterns do they reveal? Do they shed new light on the subject? 

· Critically analyse the findings by linking them to the background research. Are the findings consistent with existing research, theories, established practices? Do they present anything unusual? 

· Assess the importance of your study and how it’s filled a gap in your field.

· If using a research question: state explicitly how your review of the literature has answered the your research question! Reiterate your argument.

· Identify possible implications of your findings for your area and other areas of study.

· Present a critique of your research in terms of your approach, limitations etc. If research in to your topic area is not well supported, consider reasons why this was the case (Cottrell, 2014, p192). 


· Most importantly, how have your findings informed your portfolio? How have they helped you design and create something which will help the sector / Job profession you have chosen?











CHAPTER 4: Summary of Exhibition: Presentation of Portfolio and Findings (200 words approx.) 


4.1 Overall Conclusion / Summary


Provide the reader with a brief account of what you INTEND to present during your exhibition, why it is important and what you found and how this meets the aim and objectives you have set out in Chapter / Part 1.





This section does NOT count towards the word count








REMEMBER: You should NOT use any new information in this section but simply make clear the main points, findings and outcomes of your work to date
[bookmark: _Hlk529901793]


















CHAPTER 5: The Reference List (not included in the word count)

Between 50 – 100 references needed. At least 25 journal articles used.

A reference list is essential for your thesis.  



APPENDICES (for example thesis search sheet, CASP data or documentation. write ups etc)



DON’T FORGET THE BASICS …

It is important to remember that the word limit is part of the task.  You will lose marks if you go over or under 10% of your given word count for the dissertation. 

· It is a requirement that you submit your work in a word processed format.

· White, A4 paper in portrait format to be used.  Seek guidance for illustrative material.

· Black word-processed print to be used. The font chosen for the main body of the finished work is Arial, point 11.  

· Text should be at least 1½ line spacing (usually double-spaced) and one side of leaf only.

· Pages shall be numbered consecutively from the first page of the first chapter throughout the main text (including appendices) in Arabic numerals (i.e. 1, 2, 3, etc.).

· The written Element 2. Will be submitted to Turnitin as an electronic submission and two hard copies of the complete work shall be submitted to the assessment office. Receipts will be given upon submission. The paper can be normal printer paper (80gms or above) and may be secured by a spiral binder or heat-binding.

· Page numbers should be located centrally at the bottom of the page.

· Main text should be divided into chapters beginning with an introductory chapter which sets the scene.  Each chapter should begin on a separate page.
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