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[bookmark: _Toc462812547]ABSTRACT
A one page (or around 300 words) summary of the entire project. It should summarise the important points and should include: 
a) The overall aims and objectives. 
b) A summary of the methods used. 
c) A summary of the major findings and/or deliverables. 
d) A statement of conclusions and recommendations.
Keep it concise. The idea of the Abstract is that someone could read it and decide from it whether it would be worth their while to read the whole report. Although it’s the first thing that appears in the report, it is the last thing to be written.








This document is a reference guide only. You may wish to have a slightly different structure and use different styling formats for your report.  This template will help you to automatically generate a Content page, List of Tables and List Of Figures, but only if you correctly use Styles. To change the design style, go to the Design tab and choose a style (heading styles, colours, fonts, etc.) that you prefer.
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Please do not try and type up your table of contents manually – use the Table of Contents tool in Word found under the References tab.
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[bookmark: _Toc462812551]Introduction
This chapter should be used to present background information to the research topic.  It describes the research aims, which will help to deliver a solution to the problem scenario.  It sets out the structure of the project and the methodologies or approaches that are applied in the execution of the literature review and fieldwork.
For details, refer to Page 25 of the Project Handbook
[bookmark: _Toc462812552]Aim
For example….
The main aim of this report is 
the development of a method based on generic guidelines which address the barriers SMEs face in training by facilitating the integration and application of new educational technology in the workplace. 
Remember the Title, Aim and Objectives are linked.
[bookmark: _Toc462812553]Objectives
For example…
The objectives are to:
· establish understanding of the training provisions available to SMEs and why they are not presenting the same level of training uptake as larger businesses in  Swansea;
· establish understanding of the training and learning requirements of SMEs in the Swansea and Cardiff area;
· provide a critical literature review of Pedagogic principles, applicable in training and learning;
· assess the use of e-learning in training and the suitability of associated models with a view to derive a suitable model for use in SME training;
· develop an online training programme, collaboratively, delivering pre-determined training requirements;
· evaluate, using appropriate techniques, the effectiveness of training undertaken by SMEs;
· utilise empirical work and literature to bring together and develop a set of generic guidelines to deliver work-based online training for SMEs;
· expose the finalised guidelines for critique and use the evaluation to make appropriate modifications for the final version. 
Remember to follow the golden rule of objectives – SMART!
[bookmark: _Toc462812554]Structure of the Report
For example …
The project is essentially in three parts.  Firstly, the theoretical work already established which underpins the project.  The theoretical work relates to teaching and learning approaches both in and outside the classroom.  The second part details the three sets of fieldwork carried out with SMEs to determine the training provision in existence, the results of training needs analysis, and results of the development and delivery of a training programme for SMEs.   Finally, the third part detailing the findings of this work accumulating the guidelines derived, evaluation and then the modified version of the training model, can be found in the latter of the report.
Chapter one illustrates an overview of the report.  It details the aims and objectives that once achieved will bring success to this research. 
Chapter two concentrates on the …
Chapter three details the research approach and design that will ultimately …
Chapter four reviews …
Chapter five puts …
Chapter six focuses upon ….



[bookmark: _Toc462812555]Research and Review of Literature
In this chapter you compare literature and critically review them. Compare books and journals as these attract higher marks as they are mostly peered reviewed. You can use some website as sources but I recommend books and journals. You can also put in items like a competitor analysis in this chapter. For example, a part of your literature review may look at design of a website. You could compare what several different authors say about how a website should be designed and then use this later on to justify why you have designed/developed your website in such a way. Also another thing you should think about putting in your literature review is a feasibility study and a competitor analysis. You may also compare different tools that you may use to develop your system.
For details, refer to Page 26 of the Project Handbook
Year 3/Level 6 projects should include a comprehensive element of review and scholarly research. Your work is done in the context of an academic discipline, Computing. Show how your project fits into the framework of that discipline by reviewing books and papers describing the problem you are trying to solve and potential solutions to the problem. 
· What other research has been done in your field?
· Who did this research?
· What were their results?
· How do these results relate to other researchers' work in the field?
· Split the literature review into sections, each looking at a different part of the research problem
· Write an introductory paragraph at the start of the chapter that briefly describes the sections
· Write a concluding paragraph at the end of the chapter that briefly sums up the most important points.
The Literature Review gives your reader sufficient background knowledge for them to be able to appreciate later why the approach you took was valid or best. Since they may not be familiar with either the problem or the possible solutions or both, you need to provide them with a basic grounding in the important and relevant material. This does not, however, mean that you should include a detailed tutorial. 
You also need to demonstrate that you considered all the possible solutions to the problem and that you took all available material into account. This part of the review usually summarises quite succinctly approaches that have been taken by other people in similar situations. Some will have been successful and some not, and this should be indicated. It is perfectly all right to express justified disagreement with something you’ve read - “criticism” is often an excellent feature of a review. 
The most important attribute that your review should possess is relevance. 
It is strongly recommended that a first draft of this section is developed in the first term. You will also need to present your initial literature review at the Interim Viva. Ask your supervisor for advice.
[bookmark: _Toc462812556]Additional Notes and Guidelines for the Report
The following sections provide some added guidelines for different report features.
[bookmark: _Toc462812557]Tables
When using tables make sure you have a title and label above it and remember to add the source reference, if applicable.  Use Word’s “Insert Caption” feature, found under the References tab, to add captions to tables and figures – that way Word will automatically number the tables and/or figures for you without you having to keep track of the last number used.
For example….
[bookmark: _Toc462811219]Table 1: Percentage Employment in Industry in the West Midlands in 2005 [1]
	Industry sectors
	% Employment

	Agriculture, Forestry and Fishing
	1.7

	Mining and Quarrying, Electricity, Gas and Water Supply and Manufacturing
	23.5

	Construction
	8.9

	Wholesale and Retail Trade; Repairs, Hotels and Restaurants
	32

	Transport, Storage and Communication
	5.0

	Financial Intermediation,  Real Estate, Renting and Business Activities
	16.5



[bookmark: _Toc462812558]Figures
When using figures provide a title for it below the image itself (Figure 2). Always make sure that you cross reference a table or figure by pointing to it within the body of your discussion. Remember to add the source reference, if applicable. Use Word’s “Insert Caption” feature, found under the References tab, to add captions to tables and figures – that way Word will automatically number the tables and/or figures for you without you having to keep track of the last number used.
For example…
[image: Figure 2 - Chapter 1]
[bookmark: _Toc462813223]Figure 1: AWM Elements for Economic Development
Make sure you have correctly formatted the figure to ensure it is proportionate to the rest of the body.
[bookmark: _Toc462812559]Quotations
Below are two examples of how to add quotes to your report.
Anonymous author:
“The Academy will train employees and managers in large and small employers [to ensure that the UK can continue competing on a global level in the face of tough overseas competition], encouraging them to work closer together in the supply chain to ensure that the skills of the entire manufacturing workforce are being lifted. By 2012, the Academy will be supporting the learning and skills needs of 40,000 people per annum” Anon [5]
Names author:
“It becomes clear that, in most cases, the goal of finding out about people through interviewing is best achieved when the relationship of interviewer and interviewee is non-hierarchical and when the interviewer is prepared to invest his/her own personal identity in the relationship” Bloggs et al [6]
Note, how the quote has been indented, this means you do not need to use quotation marks – you can set the format style to Quote.  Also, at the end of citation (quote) the source for the citation is highlighted in the brackets.  This is very important as you are clearly stating these are not your words, but someone else’s and this is the source.  Not to clearly identify citations would lead to plagiarism.
Sections and Subsections
If you are using sections and sub-sections, make sure you number them appropriately.  Do not overuse this, as overuse can lead to a lack of flow in your argument. However, not using it enough can result in a difficult to read report. Three levels deep is usually enough.
[bookmark: _Toc462812560]Landscape Sections
You may need to display one or two pages in landscape format (e.g. you have a very large picture or graph). You can add a separate section for this and change that section’s orientation to Landscape.
1. Go to the Page Layout Tab
2. Click the Breaks … option and in the list that displays, select Section  Next Page.
3. From the same tab, you can then change the Orientation to Landscape.
4. You will need to add another section when you are done with Landscape mode to return to Portrait mode.
5. Remember to set the page numbers for the introduced section to continue from previous section. Double-click the page number  select Format Page Numbers …

6
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[bookmark: _Toc462813224][bookmark: _Toc462812561]Figure 2: A very wide picture
21

Conclusion
Here we summarise the main points of the chapter.  Do not use bullet points in this section.
Also, at the end of this section link to next chapter.



[bookmark: _Toc462812562]Research and/or Development Methodology
This chapter should be used as a general discussion of the research design, philosophy, research methodology and research methods for data collection and its relationship to the aims and objectives of the research.  This chapter describes the research methodologies used ….  
For details, refer to Page 27 of the Project Handbook
The aim of this chapter is to justify the research design in relation to the objectives of the research.  During the course of the research, the research design evolves, as learning and understanding develops.
Here you explain in detail the what, why and how of the procedures you used in order to generate the solution to the idea. 
The rule is to describe your method in sufficient detail to allow the reader to replicate your study. What research methodology/methodologies did you use - experimental (hypothesis testing), investigative, action, survey, case-study etc.? Do not include a review of all possible methods that could be used – the reader is interested in what method you chose and why.
For each of the layers of the research onion, decide which method you intend to use and explain:
· Why you have chosen that method
· What are the advantages of that method to your project
· If there are any disadvantages to the method then how will you work around them?
Also indicated what evaluation criteria are to be used? What methods of testing and statistical analysis are to be used?
[bookmark: _Toc462812563]Research Overview
This chapter aims to put forth the view of the entire research process proposed for the achievement of the aim and objectives stated in the previous chapter.   According to Saunders, Lewis and Thornhill (2007) research design provides an overall view of the method selected and the reason for that choice.  In essence it details an action plan to aid the researcher execute the research from its inception to its conclusion.  It does this by providing the researcher with initial questions to be addressed.  
Figure 2 below provides a top down view of the four phases of the Research Process.  The four-phase segregation: Research Process; Research Philosophy; Methodologies and Data Collection, collectively helps to provide a better understanding of the research design.
[image: ]
[bookmark: _Ref462732935][bookmark: _Toc462813225]Figure 3: Research Overview

This is an example of a Research Overview.  Your overview will depend on the nature of your research. 
Provide an overview description of your Research Overview.
[bookmark: _Toc462812564]Research Process
The aim of this research is to develop a systematic method whereby an adaptive model can be built, to enable SMEs develop an in house training programme.  An Inductive Process, which owes to interpretivism, would allow for the formulation of a model, thus supporting the data collected rather than to vice versa (Saunders, Lewis & Thornhill 2007).  Inductive approach is subjective in nature and as such, it is important to verify the reliability and validity of the research through Triangulation.  To develop a relevant model…
[bookmark: _Toc462812565]Research Philosophy
As implied in the previous section an emphasis of induction is the use of qualitative data as opposed to quantitative data.  An assumption made by Induction is an impression …  
[bookmark: _Toc462812566]Research Methodologies
It would not be fair to suggest that this research has taken and applied Case Study, Ethnography and Action Research in its complete context into this research.  The above methodologies have been adapted for this research and rather than use in their entirety have been brought together at different stages in this research.
[bookmark: _Toc462812567]Data Collection
As highlighted in Figure 2, a Multiple Method data collection is used in this research.  This ranges from Interviews to Documentation.    Justification of each method used and how it is used shall be discussed in-depth in the section, Methodology, at the beginning of each chapter. Table 2 illustrates what data collection methods were used within each chapter.
[bookmark: _Ref462733350][bookmark: _Toc462811220]Table 2: Data Collection Methods
	Component
	Research Approach

	Current Climate for SMEs 
Chapter 2
	Archival – based on historical records and current public documents
Action Research – Reflecting upon findings and establishing understanding

	Work Based training
Chapter 4
	Qualitative research – review of training available to SMEs
Action Research – Reflecting upon findings and establishing understanding

	E-Learning
Chapter 5
	Qualitative research - literature review
Action Research – Reflecting upon findings and establishing understanding

	Learning Theories
Chapter 6
	Qualitative research - literature review
Action Research – Reflecting upon findings and establishing understanding

	Empirical Research
Chapter 7 
	Ethnography/Case Study - Interviews, Observations and Questionnaires
Action Research – Reflecting upon findings and establishing understanding

	Final Model
Chapter 8
	Triangulation of final model
Action Research – Reflecting upon findings and establishing understanding



An important aspect of the data collection methods, is its use in triangulating findings and in particular the final design of the training model.  Triangulation shall be discussed later in detail in this chapter.
[bookmark: _Toc462812568]Research Design
In order to achieve the aim of the research and to bring to together the processes an action plan is required, which sets out the methods to utilise to investigate, analyse and to deduce areas relevant to allow for the successful development. 
Figure 3: Research Design1 provides an overview of the Research Design components.  It demonstrates the different aspects central to the development of the generic guidelines and the model itself.
Note: Remember it is not suffice to simply state what your Research Design is.  You MUST explain and justify why you chose that particular approach and explain how you are going to use it in your research.
[image: ]
[bookmark: _Ref462733560][bookmark: _Toc462813226]Figure 4: Research Design

Here you should provide a detailed discussion of what Figure 1 means.  
[bookmark: _Toc462812569]Research Deliverables
What are the main outputs from your research?
If you are building a software solution, your outputs may include the software, the test report and/or a training report. 
Stipulate what your outputs are, how they relate to you Research Design model and where the outputs can be found in your report. 
[bookmark: _Toc462812570]Additional Notes and Guidelines
[bookmark: _Toc462812571]Survey-based Projects
· What are the objectives of your survey? (SMART)
· Who is your target group?
· For each question you plan to ask:
· What is the question?
· Why are you asking it?
· Are there any specific links to things in your literature review for this question?
· Is your survey valid? Why?
· Is your survey reliable? Why?
· Is your survey generalisable? How far?
· How did you prototype the survey?
· What changes did you make as a result of prototyping the survey?
· For any questions that have been changed, explain
· What is the question?
· Why are you asking it?
· Are there any specific links to things in your literature review for this question?
· How do you intend to analyse your results?
· What, if any, statistical methods do you plan to use?
· If you are doing a questionnaire and an interview then these questions must be answered for both survey instruments.
[bookmark: _Toc462812572]Experiment-based Projects
· What is your experimental hypothesis?
· What hardware are you using?
· What software are you using?
· What were your inputs?
· Is your experiment valid? Why?
· Is your experiment reliable? Why?
· Is your experiment generalisable? How far?
· How did you conduct the experiment?
[bookmark: _Toc462812573]Development Methodology
For development-based projects
· For your chosen software development methodology explain:
· Why you have chosen that method
· What are the advantages of that method to your project
· If there are any disadvantages to the method then how you will work around them.
· What software are you going to use, and why is it appropriate for the project?
· Do you need any particular hardware, and if so why?
· Materials and Tools. e.g. why are you using a particular package or language to design and develop your software?
[bookmark: _Toc462812574]Conclusion
This chapter detailed the Research Process and Design.  ….
Summary of the main points of this chapter.
The following chapter explores …….


[bookmark: _Toc462812575]Design and Implementation
For Development- and Experimental-based Projects only
This is a major section which describes your deliverable. It may be a software artifact, a new framework, a systems design, etc. This may span more than one chapter and will have title(s) which reflect its content.
For details, refer to page 29 of the Project Handbook
[bookmark: _Toc462812576]Problem Formulation
This is outlining the problem to be solved and how you will be going about it, to solve it.
[bookmark: _Toc462812577]Design
Talk about the design and refer to the information you gained in your literature review as justification as to why you’re designing it in such a way. Have your actual designs in the appendix of the report and refer to which one you are discussing.
[bookmark: _Toc462812578]Implementation
…
[bookmark: _Toc462812579]Additional Notes and Guidelines
[bookmark: _Toc462812580]Development-based Projects
· What are the project requirements? How did you discover them?
· Explain  any system models that you have created (e.g. Use Case, BPMD or E-R diagrams) to describe the system (use case documents accompanying a use case diagram can go in the appendices)
· Describe any interfaces you have created (e.g. using prototypes and storyboards)
· Describe problems or successes you had in coding the software
· Include code snippets where appropriate, but do not include pages of code
· Describe the testing of the software:
· Unit testing (do the individual bits of code work?)
· System testing (does the system as a whole work?)
· Usability testing (does the interface work?)
· Acceptance testing (does the user believe that it does what it's supposed to do?)
· If you are using an iterative methodology then document what you did in each iteration/timebox
[bookmark: _Toc462812581]Experiment-based Projects
· For each experiment performed
· What were the results?
· If appropriate, show the results diagrammatically
· If appropriate, show the results of any statistical analysis
· Were they what you expected?
· If they are not what you expected, is there any reason for this?
· How does this link back to your literature review?
· Are there any interesting correlations in your data? If so, are they expected?
· Overall, are the answers what you would expect? If not then why not?
· If you have done multiple experiments, do they support each other or differ from each other? Do the experiments show what the literature review suggested would happen?
[bookmark: _Toc462812582]Conclusion
…


[bookmark: _Toc462812583]Analysis
For Survey- and Review-based Projects only
For details, refer to page 32 of the Project Handbook
[bookmark: _Toc462812584]Survey-based Projects
· [bookmark: _GoBack]For each question in the survey:
· What were the results?
· If appropriate, show the results diagrammatically
· If appropriate, show the results of any statistical analysis
· Were they what you expected?
· If they are not what you expected, is there any reason for this?
· How does this link back to your literature review?
· Are there any interesting correlations in your data? If so, are they expected?
· If you have done interviews as well as questionnaires, do the interviews agree with or differ from the results of the questionnaires? Do the interviews agree with or differ from the literature review?
Use graphs and tables wherever possible to support your words. Further data may be included in the appendices.
[bookmark: _Toc462812585]Review-based Projects
It may be appropriate to combine the Literature Review and Analysis sections, and place it after the Research and Development section. Ask your supervisor for guidance on this.


[bookmark: _Toc462812586]Evaluation
Evaluation usually comes in one of two forms: either you compare what you did with your objectives, or you can compare what you did with what someone else did. 
· What conclusions can be drawn from your data?
· Did your data back up the research in your literature review or disagree with it? 
· Did you meet your objectives? If not, why not?
· Did you meet your aim? If not, why not?
· Overall, are the answers what you would expect? If not then why not?
· If you were to do it again, what would you do differently?



[bookmark: _Toc462812587]Conclusions and Recommendations
· This section should summarise everything you've done
· Does your project suggest any further avenues for research?
This chapter is where you tie up all the loose ends in the previous chapters. It is most important that it relates to what you have described previously, and that it does so in a relevant and concise fashion. 
In your summing-up, you need to show how what you did contributed to meeting the objectives you set in the introduction. In doing so, it is appropriate to repeat (in summary form) key points from your review, design, implementation and evaluation as necessary.
 Any further work that can, or should, be undertaken to expand upon your work is to be highlighted, fully explained and justified. The benefits gained from your work should be identified (these are not to include personal benefits). Also, any recommendations should be included here. 
It is perfectly OK to have some loose ends left at the end of a project. Sometimes there will be aspects you simply did not have time to address. Other times there will be things that you were unable to do because of force of circumstances. Above all, there will have been pointers raised during the course of the project that you did not anticipate and were not within your scope to tackle. All these things can be discussed in this chapter and, where further work can be identified, a distinct sub-section, “Suggestions for further work”, should be included. 
[bookmark: _Toc462812588]Summary
Summarise what you have done/discuss in the main body the report
[bookmark: _Toc462812589]Conclusion
What did you do in this research? What were your main outputs?
Bring together conclusions drawn in each chapter and summarise here.
[bookmark: _Toc462812590]Recommendations for Further Research
The research that has been conducted has many possibilities for further research.  Identify what are the more significant areas …..


[bookmark: _Toc462812591]Reflection
The key question here is:
What did you learn while doing the project? How did it change you as a person?
You will need to reflect upon the work that you’ve done and there is a specific mark allocated to this in the marking scheme. Reflection is the process of looking back at something which has happened in order to show what you have learned from it. The purpose of reflective writing is to help you learn from a particular practical experience. It will help you to make connections between the documented theory and what you did in practice. Through reflection, you should be able to make sense of what you did and help yourself to do a superior job next time. Put simply - could you have done it better and, if so, how?
A detailed reflection of your conduct and progress during the course of this research needs to be included.  You need to detail how well/not so well the project went.  How you overcame these problems, whether you pre-empted the problems in your Risk Analysis and if you did, was the minimisation strategy effective.   Highlight any other points in your conduct and progress in this project that were important.


[bookmark: _Toc462812592]References
A list of references (work directly quoted or paraphrased in your text) and its source. For more information on this, see Appendices 4 and 5.
For details, refer to page 48 of the Project Handbook
Please use a proper referencing tool such as Mendeley, Zotero, Endnote, etc. instead of Word – less painful!
[bookmark: _Toc462812593]Additional Notes and Guidelines
When you refer to a piece of work in an essay, report, program or academic paper, you must give adequate bibliographic information to allow the reader to trace the original document. (For note on Plagiarism See Section 8.2.5). So, if you wish to incorporate points made by another author or figures derived from a survey or report, acknowledge the sources used in the text of your project and give full details of the source in the reference list at the end of your work. 
A reference is usually in two parts: 
1. a marker at the end of the text being quoted or referred to, and 
2. a complete citation in either a footnote or, more usually in computer science, collected with other citations in a “References” section at the end of your work. 
Note sometimes you will find references at the foot of the page rather than at the end of the work but it is simpler to provide an alphabetical list at the end of the project.
[bookmark: _Toc259791931][bookmark: _Toc462812594]The Numeric System 
 Citations use a sequential number scheme, with the citation number enclosed in square brackets corresponding to the appropriate reference provided at the end of the document. 
 Example: 
 In your work: 
 ...... as Smith [14] has shown ...... 
...... blue has been shown [14] to be the best ...... 
 In the Bibliography at the end: 
 [14]	A. Smith, A Book Title, 2nd ed., Wiley, 2002
The numbering should be sequential as citations are used, the first reference used in the document should begin with one, the second is two, etc. If the same reference is used in the document then you may repeat the previously assigned reference number e.g.
In your work: 
		….. from Smith [1] we find that ……
		….. Jones et al [2] also states …….
		….. it has been shown [1] that ……
		….. which matches similar findings [3] …..
		…. other research [1][2][3] has proven …..
In the Bibliography at the end: 
[1]	A. Smith, A Book Title, 2nd ed., Wiley, 2002
[2]	D. Jones, B. Thomas, Another Book Title, O’Reilly, 2004
[3]	K. Smith, Yet Another Book Title, Chichester: Wiley, 2006
When using a reference you don’t explicitly need to specify the author(s) name, but specifying the author’s name can increase readability. Also, if many authors contributed to the book, paper, etc., then identify the first author and use “et al” to indicate that there were many contributors.
In your work: 
		….. it has been shown [2] that ……
		….. Jones et al [2] also states …….
Quotations should be placed in quotes, italicized and tabbed from the edge, with a clear reference to the source. In addition, for clarity it is recommended that a single blank line be added before and after the quotation
For example:
“It becomes clear that, in most cases, the goal of finding out about people through interviewing is best achieved when the relationship of interviewer and interviewee is non-hierarchical and when the interviewer is prepared to invest his/her own personal identity in the relationship” Bloggs et al [6]
The author’s name (Bloggs et al) in the above is optional but is included for readability. 
[bookmark: _Toc462812595]When should a citation be used?
1. All direct quotes must be cited.
2. Even when you have translated an author’s words into your own (which you should make every effort to do), you must still give them credit by including a citation. When an entire paragraph of material is based on one author’s ideas, you only need place one citation at the end of the paragraph. Exceptions to this rule follow in (3) and (4).
3. All statistics that are cited require a citation immediately following the sentence in which they appear.
4. All historical events and dates mentioned require a citation.
5. References should be included for all websites used.


[bookmark: _Toc462812596]Bibliography
A list of background reading undertaken, but not necessarily directly quoted in the text.


[bookmark: _Toc462812597]Appendices
Appendices to a report contain information that, while not important or interesting enough to be included in the body of the report, is nevertheless relevant. Common examples include program source code, program documentation, and intermediate documents. Your report stands alone without these, but the reader may occasionally wish to refer to them. 
The key word here is “occasionally”. If it is crucial to read something in order to understand some point being made in the report, then that “something” should be replicated in the body of the report. 
· All data used in the development of the project. 
· Annotated code for any programs developed. 
· Examples of questionnaires 
· A summary of questionnaire results. 
· Test data used to evaluate the product. 
· Tables too detailed for the main text 
· Technical notes 
· Copies of documents not generally available but referred to in the report 
(Note: If you have a lot of program source code, do not print it all out, instead provide it on a CD or DVD)
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