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The report should have a title which clearly indicates the focus of the report.

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: _Toc520212762]1. Introduction (terms of reference)

There should be an explanation of the overall purpose of the research and why it will be of benefit to the stated stakeholders. The report should be in relation to one or more of the Diploma applied units. 

The specific aim and objectives of the research should be clearly stated (research objectives may be written as a series of questions which the researcher seeks to answer). 

Example:
Aim – broad statement of the general intention of your research – what you hope to achieve
Example – The aim of this research is to critically analyse strategies to retain childcare social workers.
 
Objectives – 2 to 4 statements that express what you need to do to achieve your aim; start with a verb.
Example – 
· To identify and critically analyse the factors specifically affecting the retention of childcare social workers.
· To critically analyse the strategies that positively influence the retention of childcare social workers.
· To identify and analyse the factors specifically influencing retention of childcare social workers at X Council.
· To make recommendations for a retention strategy for possible implementation at X Council. 

[bookmark: _Toc520212763]2. Literature Review

· Start with an overview – definitions, well known models/theory
· Decide on organising principles (themes, trends, methodology, chronology, controversies – usually a combination of some of these)
· Use headings for the different sections of the review 
· Summarise your review/highlight ‘gap’ in research and how your research will contribute. 

Split into numbered headings and sub-headings (eg themes). Don’t use the title main body!
[bookmark: _Toc520212764]2.1 xxxxxx

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: _Toc520212765]3. Methodology 

You should explain and defend the data collection methods chosen for achieving the objectives of the research. 
Make sure you cover the following:
· Your basic philosophical approach – positivist or interpretivist.
· Methods – quantitative (questionnaires) or qualitative (interviews/focus groups) or mixed methods.
· Reliability and validity of methods chosen.
· If the research involves respondents/participants, a rationale for the chosen sample should be provided. 
· Mention ethical considerations. 
· Mention how you will analyse the data. 
[bookmark: _Toc520212766]
4. Findings/Discussion

The findings should be presented clearly and succinctly using tables and graphs where appropriate. The students should discuss the findings, presenting any themes that have emerged. 
[bookmark: _Toc520212767]5. Conclusions 

Evaluate the major conclusions based on the methodology used and evidence presented.
[bookmark: _Toc520212768]6. Recommendations for change

Make justified recommendations to named stakeholders for sustaining and/or improving practice based on findings in the report.
[bookmark: _Toc520212769]Limitations
 
Discuss the limitations – for example, a small sample size, timescale. 
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Reference list using Harvard Referencing (please refer to the University Guide):

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

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

You should include the following in your reference list/bibliography:
· Books – general ones such as Armstrong’s Handbook of Human Resource Management Practice and the core text books, plus specific ones relating to your topic.
· CIPD Fact-sheets, reports and other information from the website.
· Magazine and journal articles – People Management, Personnel Today, HR Magazine, Harvard Business Review and journals such as Human Resource Management Journal. 
· Reports from consulting/research firms such as Deloitte, McKinsey, Roffey Park.
· Government reports.  
· Newspaper articles – Guardian, Telegraph, Times etc. 
· Credible websites – CIPD, ACAS, gov.uk, managers.org.uk, scienceforwork.com, engageforsuccess.org. 
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Appendix if used i.e. information supporting their analysis but not essential to its explanation. Please keep to a minimum. 
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