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The Aim of the How To ... Resource Pack
This “How To ... Resource Pack” (HTRP) is meant to be a simple source of reference to enable post graduate and professional students take steps towards becoming independent learners.  Independent study is whereby a learner acquires knowledge, skill and experience by his or her own efforts and in so doing, develops the ability for enquiry and critical evaluation.  The process is very similar to how individuals learn at work and how they develop their professional careers.
The HTRP is intended to build students competencies, support them whilst working alone and give them a sense of security in knowing that they may develop themselves independent of others, outside of the classroom, at their own pace and within their  own space.

UWTSD is committed to providing excellent student services and all students have access to support tutors and counsellors who are available to help them help themselves during challenging periods throughout their studies.  The HTRP can assist students in not becoming over-dependent on lecturers, support staff and indeed, other students.  For those students who have been absent from formal study for many years, or have limited university experience, the HTRP can help aid the transition into post graduate study.
It is further intended the HTRP be of significant importance in helping students become independent learners so that they may successfully journey through their post graduate and professional studies with ease and enjoyment.

The Role of the Independent Learner

To become an independent learner, students must accept responsibility for ensuring their own learning and professional development is positively progressing.  To be effective independent learners, individuals must strive to think and act independently, be self-critical and self motivated.  Independent learning can be a liberating experience that allows students freedom of choice in deciding when and how they will embrace and undertake their private study and meet the strict deadlines imposed upon them as they strive to acquire post graduate and professional qualifications.
The journey towards becoming a successful independent learner acquaints students with responding to change.  Further, this type of learning enables the development of transferable skills such as: accessing and using technologies beyond just surfing the Internet; writing a conventional business report fit for the most senior of personnel; analysing and responding to case studies, a fundamental skill mastered by management consultants; making presentations that impact favourably upon audiences; and not least, learning how to work effectively as part of an action learning set.  All are necessary skills for those aspiring to effectively lead and manage themselves and others within both the classroom and the demanding world of work.
Independent learners discover how best to learn in accordance with their own preferred learning style. Kolb illustrated through his ‘experiential learning cycle’ that people learn through either: concrete experience; observation and reflection; abstract conceptualisation; and/or active experimentation (see http://www.infed.org/biblio/b-explrn.htm).  The HTRP facilitates all four learning experiences.  Additionally, Honey and Mumford (1992), building on Kolb’s work, identified four learning styles, that of: Pragmatist, Reflector, Activist and Theorist (for more information, visit http://www.nwlink.com/~donclark/hrd/styles/honey_mumford.html).  So, whatever style is preferred by the learner, the HTRP will offer the experience.
Through independent study, students discover that self-directed learning can be motivating and over time, will lead to the higher order thinking skills of evaluation, synthesis and analysis that are expected of post graduate and professional students both at university and at work (for more information, Blooms Taxonomy, visit http://www.learningandteaching.info/learning/bloomtax.htm).
Independent Learning and Post Graduate Studies

UWTSD encourages the process of independent learning as a means of ensuring that students not only acquire academic qualifications at the end of their studies, but also acquire practical skills that will enable them to take up and be successful in, the most demanding of careers.  The process of independent learning leads students towards becoming self sufficient and whilst university teaching provides the core course content, traditionally communicated via lectures, seminars, tutorials, workshops, or practical work, as independent learners, students must: organise their own work; be self-motivated, focused and disciplined; and, become adept at balancing their workload.  Each is discussed in the following sections.
Organising work

To organise work effectively students must be aware of deadlines to enable them decide upon their priorities.  Assignments are issued usually at the beginning of each module and the submission date for the assignment is detailed on the assignment brief.  Students are expected to plan and organise their work such that they meet each deadline.  Extensions can only be given by Programme Directors and only in extenuating circumstances will such be granted.  Where students get sick and cannot submit their work on time, they must inform their tutor and submit with their assignment, a doctor’s medical certificate.

Self-motivation, focus and discipline 
Postgraduate study is very demanding and students must find ways of motivating themselves throughout the duration of their studies.  Having a focus and “keeping their eye on the prize” always helps.  Self-discipline is essential and it is self-discipline that often ensures students complete their studies and leave UWTSD with their desired qualification.  Students are advised to inject variety into their private study so are encouraged to work in action learning sets outside of the classroom and organise for themselves such activities as: roundtable discussion groups; reading review meetings; forums to generate and build new ideas; timed case study analysis sessions; and searching for relevant reading material using library resources that they may share with fellow students.
Balancing workload
Full time post graduate and professional students may find their programme is lightly-timetabled whereas, part-time post graduate and professional students who work full-time, often find the opposite.  For the former group, poor time management, ill-discipline and a lack of focus can result in very little work being undertaken.  For the latter group meanwhile, working long hours can be a “hindrance” to undertaking university work.  Studying can also be a challenge to organise for those students who have dependents.  Whatever the demands placed upon students personal and professional lives, it is essential they find a balance between what they have to do and what they would like to do.  For example, all students are strongly advised to begin their assignments early and not wait until they are under pressure to deliver at the last moment.  In essence, students must plan their studies to ensure they are mentally and physically organised and prepared to undertake all tasks in the time they have available to them – this means forward planning and working SMART by setting specific tasks and deadlines, constantly measuring outcomes and working with achievable, realistic and time bound goals. 
Teaching Methods Used on Post Graduate Programmes
Teaching methods used on postgraduate courses include lectures, tutorials and seminars with each of these sometimes facilitated by guest speakers.  Students’ attendance at all sessions is essential since knowledge is acquired cumulatively.  Also, during their post graduate studies, students mostly work in action learning sets (ALS) and for these to be effective, students need to be present in order to actively participate in all activities.  Attendance also serves to build up rapport with fellow students and academic staff.
As independent learners, postgraduate and professional students are expected to have prepared in advance for each session.  Such preparation will include, reading book chapters, learned research articles and case studies.  Preparation for sessions, allows students to not feel isolated or confused at the content of the session as it is being delivered and discussed in the classroom.  Also, being prepared serves to build confidence and facilitates the ability (and courage) for students to ask questions and seek further information rather than to sit in silence breeding confusion.  Whilst lecturers may issue course materials, for example, notes, assignments, handbooks and handouts via Moodle that is accessible to students 24/7, post graduate and professional students are expected to identify additional relevant and current material for themselves and are encouraged to share such with their fellow students and indeed, academic staff.
Independent learning also happens in the classroom through the process of note taking.  Postgraduate and professional students are tasked with taking their own notes and as mentioned above, sourcing their own reading material from books and learned journals, not just the Internet.  It is never intended for students to take notes verbatim, rather, students are encouraged to learn the art of note taking by selecting important details and note such in their own words.  This entails making sense of what has been discussed in the classroom and what is regarded as the most salient and important points.
Following every taught session, students are strongly advised to search around the subject areas to extend their learning beyond that which occurs in the classroom.  Additionally, students committed to independent learning and their own professional development are encouraged to apply crucial reflective skills to their own performance and identify their significant personal learning achieved, any learning needs that have emerged and how they will be addressed; how they have dealt with difficulties or obstacles and whether these could have been avoided; what they might have done differently and why; and how undertaking academic work has helped them understand the process of business research.  All of this is considered necessary for those students who are committed to improving their knowledge, skills and understanding of matters that will serve to ensure they successfully acquire their post graduate qualification.  The Open University provide a useful tool for keeping a reflective journal, see http://www.open.ac.uk/skillsforstudy/keeping-a-reflective-learning-journal.php
Support Networks for Postgraduate Students
Postgraduate and professional studies make what may seem, endless demands on students.  For those studying away from home, university life requires major cultural adjustment for many students.  It is not unusual for students to experience challenges that distract them from their studies and left unattended, such challenges can have a negative impact upon their academic performance in the long term.  UWTSD prides itself on the support networks it has available for all students and more information can be found under “Student Services” at http://www.uwtsd.ac.uk/index.php/current-students/student-services.  If students are concerned over issues that affect their academic performance, without delay, they should raise the issue in confidence with their year tutor, details of which are available in relevant programme handbook.
There next follows a selection of useful information that will enable students begin to build a bank of resources to facilitate their journey towards learning independently.
Originally compiled by: Jenni Woodman MBA, Chartered Fellow CIPD, PhD

How to Write a Business Report

Introduction
The following information incorporates the CIPD Factsheet on Writing a Persuasive Business Report available from http://www.cipd.co.uk/hr-resources/factsheets/writing-persuasive-business-report.aspx.  The information is detailed and is intended to equip students with sound advice that will allow them develop the necessary skills on how to write a business report.  Additionally, students are advised to be mindful of the assessment criteria detailed in assignment briefs that will be used by module tutors to assess their final report.  Before final submission, students should check and check again, that all parts of their report are included and no pages are left in the photocopier! Students are expected to be diligent and demonstrate pride and professionalism in their written academic work so that they may refine their skills of report writing in readiness for the world of work.
The importance of writing persuasive business reports 

Strategic awareness, a business orientation and a concern to add value through good practice are key elements of professional competence. Qualified business professionals should be able to research relevant topics and write reports that can persuade key decision-makers to change and/or adopt a particular policy and practice.  To achieve this, reports must present a clear and logical case that demonstrates the subject authority of the author and will lead the reader to understand and appreciate the value of the recommended actions.

Planning the report 

The key to a successful report is effective planning, so creating a project plan is the first thing you should do.
Identify a relevant topic

Your chosen topic needs to have strategic relevance and the potential to add value to an organisation. You should consider:
· Is it in area of practice that interests you?

· Does it have a precise focus and clear boundaries?

· Will you be able to get access to relevant literature and data?

· Can you collect and analyse data in the time available?

· Identify your target audience


Identifying who you are writing for can help to shape the content of the report.  Give some consideration to:

· Who will read the report and what are they looking for?

· What will you want them to do as a result of reading the report?

· Scope and size the report


Clear aims and objectives specify the purpose of the report and show your reader what you are aiming to do. Identifying the boundaries of the report in advance can help you avoid wasting time on researching irrelevant topics whilst knowing the size of report can also help to ensure that you don’t collect too much or too little information.

Plan the project schedule

Once you know the size and scope of your report you can then start to estimate the work required and the time available to do it. It is also helpful at the planning stage to anticipate potential problems and blockages and how you might address these if they occur. 

Collecting relevant information 

Issues can be investigated in a number of ways and can include both primary and secondary data. Research methods textbooks can help to identify the suitability of different sources of data for your project and the best way to collect this information. A good starting point is to consider the information you will need based on:
· your preliminary understanding about theory and practice in this area

· the key reference books and articles

· the research questions relating to the issue under investigation

· your initial ideas about appropriate methods of gathering information to address these questions.

Presenting your report 

The standard of presentation needs to be professional if it is to persuade key decision-makers to accept the recommendations.  Remember, the report you write, represents you!  It is therefore, essential you present a report that is professional and easy to understand. Reports should be presented as follows:

· Arial Font size 12 (recommended by the Royal National Institute for the Blind)

· Each section should have an informative heading that reflects the content to which it refers.  For example, “Company Profile”, “Report aim and objectives”.

· Each section heading and subsections should be numbered consecutively.  For example, 1.0, 1.1, 1.2.  

· Numbered pages

· Referenced correctly using the Harvard Method (see examples later)

· Restricted to the word limit +/- 10%

· All graphics such as tables and pie charts must be labelled

· Check the draft of your report thoroughly.  Ask a fellow student or colleague to do so. Spelling mistakes and typographical errors are likely to detract from the quality of the case being made so always diligently proof read your work before final submission.
Report Structure

Report Front Page 

To include:

· Your name as author of the report

· Your Student Number

· Report Title

· The name of the recipient of the report.  This is usually the Tutor of the Module 

· Date of the report.  This is usually the submission deadline date

· Programme Title.  For Example, MBA (Year 1)  CIPD
Title

The title should indicate clearly the focus of the report. It should be brief and, if possible, generate interest in the importance of the report’s content.

Executive summary

In a short report of say 2000 words, it is not necessary to have both an introduction and an executive summary, these may be combined.  In larger reports of around 5,000 words, the executive summary would make up approximately 5-10% of total wordage and is designed to help the reader decide whether they wish to read the full report. Although it is the first thing to be read it should be written last and should include:

· the purpose of the report

· how the topic was investigated

· an overview of the findings

· the key recommendations.

Table of contents

The contents page is a very important part of a report since it gives the reader an “at a glance” view of what the report contains and where certain information is located.  The contents page should therefore, list section headings, heading numbers and the page number on which each heading features.  It is possible to create an automatic “contents page” using Microsoft Word – seek help from the “Office Assistant”.  You should also include a list of charts and diagrams (where appropriate), abbreviations and any appendices.

Introduction

A well-written Introduction should be approximately 10 percent of the whole report.  The purpose of the introduction is to set the scene and show how the chosen topic seeks to address an issue of strategic relevance to the organisation.  A brief explanation of the organisational context can highlight the key drivers that are influencing the business and demonstrate a rationale for the report. The introduction should also outline the aims and objectives of the study. The aim clarifies what the report is trying to achieve while the objectives are more specific and show how the issue will be addressed. The introduction can also outline the scope of the report including any boundaries or constraints that may apply or affect the progress of the study.

Reference to the Literature

The report will contain reference to the literature and serves to inform the reader of current research in the field on which the report is written.  The literature review should be a discussion and critical evaluation of published material including books, journal articles, research reports and discussion papers. Different sources may contradict each other so it is important to consider the strengths and weaknesses of each and explore why any differences might occur.  Literature references provide substance to the report and can be used as benchmark information with which to compare and contrast the report findings.  All sources used must be acknowledged in the main text of your report and presented in the bibliography using the Harvard Method.  In business reports, can be detailed in a separate section or may be absorbed into the report.  Either way, it is essential all literary references are made directly relevant to the company being written about.  

Essentially, the purpose of the literature review is to put the issue under investigation into perspective and demonstrate that the report author has knowledge of the key works and latest findings on the topic.  For example, use of the literature serves to explain the issue(s) in the context of contemporary ideas and thinking, including a discussion of relevant models, concepts, ideas and current good practice. 
Rationale and Justification of Data Collection Methods
The methodology of a report is approximately 10 percent of the report length and is a separate section within the report.  It explains how information for the report was collected and why a particular method was chosen over another always taking into consideration the context of report, for example, the type of company on which the report is focused.  Justifying and detailing the chosen methodology is crucial since the reader must believe that these are legitimate and relevant to the report.  For example, if a report is based on information collected by means of a questionnaire, the report should detail why a questionnaire was chosen over say, conducting interviews or telephone surveys.  If a questionnaire was used, it must explained how it was designed (open or closed questions), why and to whom it was distributed and how many people responded.  If a questionnaire was used to collect data, a blank copy should be appended to the report.  It is not necessary meanwhile, to append copies of completed forms but these must be kept for auditing and verification purposes in the event of a viva voce.
The methodology section will also detail how the results were analysed, for instance, qualitatively (using narrative) of quantitatively (using numbers), or indeed, both.

You must refer to the literature on research methodology to support your rationale for your choice of data collection method.  There are many such texts located in the UWTSD Libraries as well as on Swansea Business Campus.  Again, all used sources, including dates published, must be acknowledged in the main text of your report and in the bibliography using the Harvard Method.
Findings, analysis and discussion

The findings, analysis and discussion parts of the report is approximately 45 percent of the whole report.  It is important to emphasise that these sections are not limited to just reporting WHAT was found.  It is essential for reports to go beyond this and offer the reader extended information from a business case perspective that provides some answers to questions beginning with HOW? WHEN? WHERE? WHO? WHY?  Students must always be prepared to answer such questions with a customer focus and cost consciousness, since in the real world, chief executives and other decision makers are never contented with just being fed information on WHAT, and nor should they be!

It is acceptable to include fully labelled graphics, tables and pie charts to present information that is difficult to explain in the narrative.  Reports cluttered with graphics however, can be off putting to the reader.  Essentially, the simpler the information is stated, the better for the reader.  Be mindful that your readership may include persons who have reading difficulties (dyslexic) and/or do not use English as their first language.  Notwithstanding, non-experts should also be able to easily understand all reports.  So, avoid using abbreviations and “slang”.

In this section it will be appropriate to introduce information from the literature that compares and contrasts with the findings of the report and is relevant to the organisation on which the report is focused.

The Report Conclusion

The conclusion section occupies approximately 15 percent of the whole report and should concisely and coherently bring together the main essence of the report and forcefully summarise the findings and its links to the literature review.  It is always worth bearing in mind that busy chief executives et al sometimes only read the conclusion of a report to enable them gain enough information that may, or may not, encourage them to read the whole of the report.  It is important to further note that “new” information should not appear in the conclusion of a report.

Writing Recommendations

Forming about 20 percent of the report, the recommendation(s) should be fully justified.  That means they must explain the following:

· WHAT is being recommended?  It is advisable to keep it simple and do-able.  All the best changes recommended in organisations are those that are easily understood by all levels of employees within the firm.

· WHY is it being recommended?  It is crucial here to focus on the business case argument including the recommendations anticipated return on investment (ROI).  For example, improved customer service.  If there is no business case or defence or ROI then “bin” the recommendation!

· To WHOM do the recommendation(s) apply?  Do not offer names, but job titles.  Do not be tempted to say “everyone” and leave it at that.  It is essential to have someone accountable for ensuring accepted recommendations are implemented.  Such persons are often called “Champions”.

· WHERE are the recommendations to be targeted?  State precisely, for example, particular jobs, departments, branches.

· HOW are the recommendations to be implemented?  Do not assume individuals think the same as you.  You must state precisely how the recommendations are to be implemented.  For example, in stages over a set time frame.

· WHEN is the recommendation to be implemented?  Time is money and implementation dates for recommendations must be precise to allow implementers to be held accountable for their actions, or inactions.  Everything should be measurable since, if you cannot measure it, you cannot manage it.  Avoid making statements such as “by the end of the year?”  If this is the case, state: 1200 Noon, 31 December.

Last, but certainly not least:

· COSTS:  What are the costs of the recommendation(s)?  Only nothing is cost free!  For example, costs are incurred through time, effort, energy, space and opportunity cost.  No manager should accept any recommendation that has not been fully costed.  DO NOT make statements such as: “it will not be expensive”, “it will be quite cheap”, and “there is no cost”.  Such statements are grossly negligent and imply that everyone is agreed on the same definitions for “cheap” and “expensive”.
Appending an Action Plan

It is a worthy act to append an action plan in the form of a table presented in landscape format to summarise your recommendations and to provide an “at a glance” document for the reader of your report.  Such a document is very useful when you come to present your report.  You may head each column of the action plan with: What, Why, Who, When, Where, How, Costs to reflect the narrative detailed in the recommendation(s) section.  See:  www.mindtools.com/pages/article/newHTE_04.htm
Appendices

Appendices are additional to a report and the reader should NOT have to read the appendices to make sense of the report. Keep your appendices to a limited number, two is suffice.  Each appendix must be labelled, numbered and listed on the contents page.

Bibliography/References

This should be an alphabetical list of all the authors and sources that you have quoted or made reference to the report. This enables the reader to follow up on issues of particular interest but is also essential to avoid plagiarism. The Harvard system of referencing is recommended.

Further reading

Books and reports

ANDERSON, V. (2009) Research methods in human resource management. 2nd ed. London: CIPD.

GILL, J. and JOHNSON, P. (2010) Research methods for managers. London: Sage.

McMILLAN, K. and WEVERS, J. (2009) How to write dissertations and project reports. Harlow: Prentice Hall.

ROSE, J. (2007) The mature student’s guide to writing. Basingstoke: Palgrave Macmillan. 

The Factsheet entitled “Writing a Persuasive Business Report” that was incorporated into the above document, was written by Dr Julie Beardwell, CIPD’s Chief Moderator, Standards. 

How to Critique an Article

As a Postgraduate student, you will be expected to critique articles as an integral part of your studies.  This type of activity will allow you to develop your knowledge of the subject matter under discussion and to gain confidence in analysing and evaluating the work of another.  The more articles you read and critique, the more improved will be your understanding of how writers present their thesis in terms of building argument, dialogue and narrative with their readership.  Additionally, the more you read the more confident and equipped you will feel to offer an informed opinion of a writer’s interpretation of data and ultimately their findings and conclusions.  There are many sources of advice on how to critique an article, but for its ability to capture the essence of how to critique an article or review a book, the work of Margaret Proctor of The University of Toronto is the source for the material below.  For more information, visit: http://www.writing.utoronto.ca/advice/specific-types-of-writing/book-review
An analytic or critical review of a book or article is not primarily a summary; rather, it comments on and evaluates the work in the light of specific issues and theoretical concerns in a course. The literature review puts together a set of such commentaries to map out the current range of positions on a topic; then the writer can define his or her own position in the rest of the paper. Keep questions like these in mind as you read, make notes, and write the review.  Ask yourself:

1. What is the specific topic of the book or article? What overall purpose does it seem to have? For what readership is it written? (The preface, acknowledgements, bibliography and index can be helpful in answering these questions. Don't overlook facts about the author's background and the circumstances of the book's creation and publication.)

2. Does the author state an explicit thesis? Does he or she noticeably have an axe to grind? What are the theoretical assumptions? Are they discussed explicitly? (Again, look for statements in the preface, etc. and follow them up in the rest of the work.)

3. What exactly does the work contribute to the overall topic of your course? What general problems and concepts in your discipline and course does it engage with?

4. What kinds of material does the work present (e.g. primary documents or secondary material, literary analysis, personal observation, quantitative data, biographical or historical accounts)?

5. How is this material used to demonstrate and argue the thesis? (As well as indicating the overall structure of the work, your review could quote or summarize specific passages to show the characteristics of the author's presentation, including writing style and tone.)

6. Are there alternative ways of arguing from the same material? Does the author show awareness of them? In what respects does the author agree or disagree?

7. What theoretical issues and topics for further discussion does the work raise?

8. What are your own reactions and considered opinions regarding the work?

As mentioned earlier, to develop your skills of critique, evaluation and analysis, you need to read learned and reputable articles that inform and help build up your knowledge and confidence to contribute to academic discussion both verbally and through the written word.  As a start, you can read book reviews to gather a sense of how it is done.  You may find such information through your searches in EBSCO etc.  

Remember, a critique is not another way of saying what the author has written.  Rather, a critique is an account of your own evaluation and analysis of an author's interpretation of data, findings and conclusions.  You are allowed to agree and/or disagree so long as you can justify your stance.  You may criticise the work, but be constructive and consider the validity and reliability of your own argument before jumping to conclusions.  Keep focused and be brave to say what you think even though this may not be the same as what your fellow students think.  Offer your own interpretation, but always be able to back this up with evidence.  Finally, keep reminding yourself that your job is to critique the article and not to re-write it in your own words.
How to Reference and Compile a Bibliography using the Harvard Method
Most academic text and journal articles reference using the Harvard Method and the CIPD’s Factsheet entitled “Setting out References” available at http://www.cipd.co.uk/hr-resources/references.aspx provides the following information to enable students correctly set out references and compile a bibliography.

Books
· The year of publication appears directly after the name of the author. The citation order for a Harvard reference is: 

· Author(s) or editor(s) or organisation(s) responsible for writing or compiling the book 

· Year of publication 

· Title and sub-title 

· Edition, if not the first 

· Place of publication 

· Publisher 

· Book author
· Cite the author(s) surname in the form in which it appears on the title page, using capital letters. Use initials for the author’s first name(s).

· Sometimes books will have one, two and three authors that need to be included. If there is more than one author, cite them in the order in which they appear on the title page.  If there are more than three authors, include only the first three.

Examples
BEDEIAN, A.G. (1986) Management. Hinsale, IL: Dryden Press. 
CAMERON, E. (2001) Facilitation made easy: practical tips to improve meetings and workshops. 2nd ed. London: Kogan Page.

CHILDS, M. and SUFF, P. (2005) CIPD reward management. London: Chartered Institute of Personnel and Development. 

SENGE, P., ROBERTS, C. and ROSS, R.B. (1994) The fifth discipline fieldbook: strategies and tools for building a learning organization. London: Nicholas Brealey. 

Sometimes the author is an organisation. This is known as a 'corporate' author. Always cite corporate author(s) in the form in which it appears on the title page. If the author is a corporate body with a sub-body, the sub-body should be entered in lower case.

Example 
DUNDEE UNIVERSITY. Department of History. 

Books with editors or compilers
· When a book has an editor(s) rather than an author, this will need to be shown.

Examples
HARPER, S. (ed). (1987) Personnel management handbook. Aldershot: Gower. 
BACH, S. and SISSON, K. (eds). (2000) Personnel management: a comprehensive guide to theory and practice. 3rd ed. Oxford: Blackwell Business. 
KIRKPATRICK, D.L. (comp). (1975) Evaluating training programs: a collection of articles form the Journal of the American Society for Training and Development. Madison, WI: American Society for Training and Development.

Year of publication
· This goes in brackets after the author(s) names.  Make sure that you cite the publication date for the edition that you are using.

Book title
· Cite the title which appears on the title page – sometimes this is different from what appears on the cover! 

· Give the full title, including any sub-title information which should appear after a colon.

· Always use lower case for the title and the subtitle. Only use a capital letter for the first word of the title and for any proper nouns. Use italics for the title.

Example
First line management: a practical approach.
Editions
· Don’t forget to include an edition statement eg 2nd ed. or Rev.ed. if appropriate.

Example
HERON, J. (1999) The complete facilitator’s handbook. Rev. ed. London: Kogan Page.  

Place of publication
· Always record the place of publication as it appears on the item. 

· Where a publisher has more than one office, this is usually the first named place.

· If you can’t find the place of publication on the document but you know where the publisher/body is based, it is usual to put the place in square brackets.

Example
RACK, P. (1979) Quaker faith and practice. [London]: Yearly Meeting of the Religious Society of Friends.

Publisher
· Always put the publisher in the form it used on the title page or back of the title page.

· If the author and the publisher are the same and the publisher is a corporate body also known by its acronym, for instance, CIPD, you can use the acronym for the publisher as long as you put the corporate author’s name in full.

Examples 
CHARTERED INSTITUTE OF PERSONNEL AND DEVELOPMENT. (2006) Fresh thinking on CPD. London:CIPD. 

CALEY, L., REYNOLDS, J. and MASON, R. (2002) How do people learn? London: Chartered Institute of Personnel and Development.
CORFIELD, T. (1998) An evaluation of the introduction and application of personal development plans at Commercial Union. [Unpublished MSc dissertation]. Sheffield: Sheffield Business School. 
DEPARTMENT FOR WORK AND PENSIONS. (2006) Security in retirement: towards a new pensions system. [London]: DWP.

Books with more than one publisher
MOYNAGH, M. and WORSLEY, R. (2005) Working in the twenty-first century. Leeds: Economic & Social Research Council and King’s Lynn: The Tomorrow Project. 

Chapters or comments in books
· Sometimes you might want to cite chapters or comments which appear in other items. The correct format should be…… In:….. 

Example - for a chapter
DOYLE, M. (2001) Management development. In: BEARDWELL, I. and HOLDEN, L. (eds). Human resource management: a contemporary approach. 3rd ed. Harlow: Pearson Education. pp369-431.

And for a comment
DOYLE, M. (2001) In: BEARDWELL, I. and HOLDEN, L. (eds). Human resource management : a contemporary approach. 3rd ed. Harlow: Pearson Education. p2. 



Reports and conference proceedings
· Citing reports in Harvard is very much like citing books except you must include any series information and series numbers where they exist.

Examples
BATES, P. and HUWS, U. (2002 ) Modelling e-work in Europe: estimates, models and forecasts from the emergence project. IES Report, No 388. Brighton: Institute for Employment Studies.
MEGGINSON, D. (2001) Research as personal unfolding. Seminar series paper, No 4. Salford: Salford University. Revans Institute for Action Learning.

· Papers which have featured at conferences can be difficult to trace especially if the only record you have is an online one. The example below has an identifiable author, title, series statement, place of publication and publisher but this might not always be the case. Just find as much information as you can.
VAN JAARSVELD, D. and BATT, R. (2002) Changes in employment and working conditions among technical and professional workers. Proceedings of the 54th Annual Meeting of the Industrial Relations Research Association. Madison, WI: Industrial Relations Research Association. 


Journal articles
· The citation order for referencing a journal article using the Harvard system is:

· Author(s) 

· Year of publication 

· Title and sub-title 

· Title of journal 

· Volume/issue number and day/month, as appropriate to the journal 

· Pages numbers for the article.

· Article author
· Always cite the author(s) in the form in which it appears in the article, using capital letters. Use initials for the author’s first name(s). 

· Where there is more than one author, cite them in the order in which they appear. Where there are more than three authors, include only the first three. 

· Articles with no obvious personal authors are quite common, in which case start with the article title and put the date after that. 

Example
In safe hands: coping with aggression in the NHS. (2001) IRS Employment Review. No 738, 15 October. pp40-42. 

Article title
· As with Books, always give the full title, including any sub-title information which should appear after a colon.

· Journal title
· Always use italics for the title of the journal.

· Volume/issue number, day/month, page numbers
· Always give the full reference needed to trace the issue of the journal. This could be volume, part, issue numbers and/or day and month. And don't forget the page numbers!

Examples
BLACK, J. S. and GREGERSEN, H. B. (2000) High impact training: forging leaders for the global frontier. Human Resource Management. Vol 39, Nos 2 & 3, Summer/Fall. pp173-184. 
BURGOYNE, J. (2001) Tester of faith. People Management. Vol 7, No 4, 22 February. pp33-34. 
GRAY, S. (1997) The great training challenge. The Times. 24 April. p12. 
McCALL, A. (ed). (2003) 100 best companies to work for 2003. The Sunday Times Supplement. 2 March. 

Citations for entire journals
If you need to cite a journal without specifying a particular article, you must include the International Standard Serial Number (ISSN). Do bear in mind that a printed journal will have a different ISSN from the online version of the same journal.

Examples
Employee benefits. ISSN 1366-8722 (print format)
Competency and Emotional Intelligence Quarterly. ISSN 1469-333X (print format)
Competency and Emotional Intelligence Quarterly. ISSN 1469-3321 (electronic format)
Official publications
These include government and legal publications such as Acts of Parliament, Statutory Instruments, Command Papers, Hansard, EU publications. 

Examples of Acts of Parliament 
Data Protection Act 1998. (1998) London: Stationery Office. 
Disability Discrimination Act 1995. (1995) London: HMSO. 

Examples of Statutory instruments 
Equal Pay (Amendment) Regulations 2003. (2003) Draft SI. London: Stationery Office. 
Fire Precautions (Workplace) Regulations 1976. (1976) SI 1976/2007. London: HMSO. 
The Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002. (2002) SI 2002/ 034. London: Stationery Office.

Command papers
Command papers may be Green Papers, White Papers and other Government publications. They are always referenced with an abbreviation of Command plus the serial number. The abbreviation of Command has existed in various forms depending on when the reports were issued: 

Command papers from 1900-1918 are cited Cd
Command papers from 1919-1956 are cited Cmd
Command papers from 1956-1986 are cited Cmnd
Command papers from 1987 onwards are cited Cm 

Examples
DEPARTMENT OF TRADE AND INDUSTRY. (1998) Fairness at work. Cm 3968. London: Stationery Office.
HOME DEPARTMENT. (1999) The Stephen Lawrence inquiry: report of an inquiry by Sir William Macpherson of Cluny. Cm 4262-1. London: Stationery Office.
OFFICE OF SCIENCE AND TECHNOLOGY. (1999) A better quality of life: a sustainable development for the United Kingdom. Cm 4345. Norwich: Stationery Office.

Hansard
· There are various ways of citing Hansard but the preferred way is first the relevant House (Lords or Commons), then the volume, then column reference. The date goes at the end.

Examples
HL Hansard, Vol 370, cols 234-57, December 3, 2002.
HC Hansard, Vol 254, cols 1415-53, November 21, 2002.

EU directives
· These can be hard to find, but the rules are the same. 

Examples 
Council Directive 77/187/EEC of 14 February 1977 on the approximation of the member states relating to the safeguarding of employees’ rights in the event of transfers of undertakings, businesses or parts of businesses. Official Journal of the European Communities. (LO61). 5 March 1977. pp26-28.


Electronic documents
· There is now so much information on the Internet you will almost certainly need to reference documents that appear on websites.
· Unlike print formats,  there is no accepted standard for web publishing so it can be difficult tracking down the main elements of a proper bibliographic reference. 
The onus will be on you to find the information that you need to cite the document correctly. 

· Some documents are published in ‘hard’ copy (that is, in a printed format) and on the web. Other documents are only published electronically on the web. In the references below we have distinguished between them. 

· Documents available in print and also published on websites
You will need to include:

· Author. If you are unable to trace the author, use the title as the main reference point. 

· Publication date. Put [no date] in square brackets, when the publication date is not available. 

· Title of the document or webpage. 

· URL of the webpage where the document appears. If the URL is very long, include enough to identify the website, perhaps stopping after .uk or .com 

· The date that you accessed the document. It is helpful to include this as material on websites is often removed. 

Examples
ADVISORY CONCILIATION AND ARBITRATION SERVICE. (2000) Code of practice on disciplinary and grievance procedures. London: ACAS. 
Online version also available at: http://www.acas.org.uk/publications/pub-cop.html [Accessed 15 May 2002].
EUROPEAN COMMISSION. (2001) Promoting a European framework for corporate social responsibility. Luxembourg: Office for Official Publications of the European Communities. 
Online version also available at: http://europa.eu.int/comm/employment_social/ oc-dial/csr/greenpaper_en.pdf [Accessed 1 June 2002].

Documents that are only available on websites 
· These use the word online within square brackets at the end of the title to explain that they are only available electronically.

Examples
CHARTERED INSTITUTE OF PERSONNEL AND DEVELOPMENT. (2000) Core management exam paper: managing in a business context: November 2000: section B [London]: CIPD. 
Available at: http://www.cipd.co.uk/Membership/IMemQual/IndMem/EduStudy/ 
AssExamInfo/Examquestions/Page50.asp 
[Accessed 13 August 2002].
CHARTERED INSTITUTE OF PERSONNEL AND DEVELOPMENT. (2006) Assessment centres for recruitment and selection [online]. Factsheet. London: CIPD. 
Available at: http://www.cipd.co.uk/subjects/recruitmen/assmntcent/asscentre.htm [Accessed 7 November 2006]
JOLLY, R. [No date] Roam alone: the new boundaries of e-mobility [online]. 
Available at: http://www.stokesjolly.com/RoamAlone.doc 
[Accessed 10 July 2003]
Other media - videos, podcasts, etc
· Increasingly, you will need to cite less traditional media. You should include the type of media in square brackets after the title.

Examples
CANFIELD, J. (1991) Self-esteem and peak performance [audio cassette]. Milton Keynes: Careertrack tapes.
CHARTERED INSTITUTE OF PERSONNEL AND DEVELOPMENT. (2006) Leadership: episode 2 [podcast]. London: CIPD. 
Available at: http://www.cipd.co.uk/podcasts [Accessed 8 May 2007]
KANTER, R. M. (1988) Managing change: Dr Kanter plays Atlanta [video]. London: BBC Enterprises.


Quoting references in the text 
· In the Harvard system, references in the text are given by the first author's surname and the date of the publication. If the author's name is part of your text, the date is given in round brackets. If the author''s name is not part of your text, the name as well as the date is put in the round brackets. 

· If there are two authors, include both of them. If there are more than two authors, include the others by putting 'et al' after the second one.

· If you need to reference individual pages, quote or paraphrase the content of a document, the page numbers(s) should be included after the date and separated by a comma.

Examples
Taylor (2002) argues that...

In a recent report (Taylor 2002) it was suggested that...

Tayor and Brown (2006) argue that...

In a recent report (Taylor and Brown 2006) suggest that...

In a recent report (Taylor et al 2002) it was suggested that....

In a recent report (Taylor 2002, p236)

In a recent report (Taylor 2002, p236-238)

· Sometimes you need to cite more than one work published in the same year by the same author.

Example
In a recent report (Taylor 2002a)...

In a recent report (Taylor 2002b).... etc.

 

Alternative style for quoting references in the text
· If you don't want to interrupt the flow of your text you can make passing reference to the work and use a numbering system for your reference list, rather than listing references alphabetically. But, you still need to give a full reference at the end of your document.

Example
This appears in the text:

Alan Milburn MP’s recent report on social mobility noted that ‘while internships implied upfront costs, the payback ultimately represented good value for money, even if initially it involved people borrowing money.’2
This appears in your references at the end of the document:

2CABINET OFFICE. (2009). Unleashing aspiration: the final report of the Panel on Fair Access to the Professions. London: Cabinet Office. p102.



Location and arrangement of references
· A full list of all the references you use should always appear at the end of the text. References should be listed in alphabetical order of the author’s name, then by year and, if necessary, then by letter.

· Where a reference lacks an author and start with the title, it should be interfiled with the authors as shown below.
Sample bibliography
BEDEIAN, A.G. (1986) Management. Hinsale, IL: Dryden Press. 
Disability Discrimination Act 1995. (1995) London: HMSO. 
DOYLE, M. (2001) Management development. In: BEARDWELL, I. and HOLDEN, L. (eds). Human resource management: a contemporary approach. 3rd ed. Harlow: Pearson Education. pp369-431.
Fire Precautions (Workplace) Regulations 1976. (1976) SI 1976/2007. London: HMSO.
HARPER, S. (ed). (1987) Personnel management handbook. Aldershot: Gower. 
In safe hands: coping with aggression in the NHS. (2001) IRS Employment Review. No 738, 15 October. pp40-42.
McCALL, A. (ed). (2003) 100 best companies to work for 2003. The Sunday Times Supplement. 2 March.
MCDERMOTT, L. C. (2001) Developing the new young managers. Training and Development (USA). Vol 55, No 10, October. pp42-48.
OFFICE OF SCIENCE AND TECHNOLOGY. (1999) A better quality of life: a sustainable development for the United Kingdom. Cm 4345. Norwich: Stationery Office.

SENGE, P. (1990) The leader’s new work: building learning organizations. Sloan Management Review. Vol 32, No 1. pp7-23.
SENGE, P. (1992) The fifth discipline: the art and practice of the learning organization. London: Century Business.
SENGE, P., ROBERTS, C. and ROSS, R.B. (1994) The fifth discipline fieldbook: strategies and tools for building a learning organization. London: Nicholas Brealey.
PRICE, D. (2000) Office of hope: a history of the public service in Great Britain. PSI Report, No 828. London: Policy Studies Institute.
TAYLOR, J. (2002a) Human resource management. London: Institute of Personnel and Development.
TAYLOR, J. (2002b) International human resource management. London: Institute of Personnel and Development.
WAKEFIELD METROPOLITAN DISTRICT COUNCIL. (No date) Term-time working [online]. Wakefield: Wakefield Metropolitan District Council.  Available at: http://wakefield.gov.uk [Accessed 10 July 2003]
Additional help using Microsoft Word
Using Word you may:

· Add a new citation and source to a document

· Find a source

· Edit a citation placeholder

· Create a bibliography

· Create an index for your work

· Adding a contents page

To do any of the above and much more, just click onto the help button (a question mark in a blue circle usually positioned at the top right hand corner) whilst in Word.  Then, enter what you want to do in the Search Box. Whilst some of these tasks require patience to fully understand, the time invested is worth it in the end!
The difference between a reference and a bibliography
· A “Bibliography” section lists all materials that you have used in the compilation of your academic work.  

· A “References” section lists, are materials to which you have actually referred in your work by, for example, paraphrasing or quoting.
· Using the Harvard Method you present both your Bibliography and References sections in alphabetical order. You may however, list your Reference list in Numeric order.

Read more:  http://www.differencebetween.net/language/difference-between-bibliography-and-references/#ixzz1RF9WbUe5
How to Understand and Respond to Case Studies
Understanding Case Studies:

Case study material can range of between 100 – 10,000 words.  Put into simple terms, the scene is set of what is good and not so good within the organisation and then you are asked to respond to a series of questions on how matters can be improved.  Almost without exception and based on Bloom’s Taxonomy, every case study seeks to develop your higher order skills as follows:

Knowledge: to recall data and/or information that will be essential in offering analysis 
Comprehension: to understand the meaning, translation, interpolation, and interpretation of instructions and problems and to develop an ability to state a problem in one’s own words 
Application: to apply what has been learned in the classroom, for example, theories, concepts, models to the case study and eventually any given situation 
Analysis: to master the ability to disassemble a case study and read between the lines to enable a clearer understanding of the organisation and how it functions. 
Synthesis: to build the ability to establish patterns and themes from diverse elements and consequently re-assemble to create new meaning and/or structure; 
Evaluation: to make intelligent and informed judgments about how to progress towards improvement and change.
To master the art of case study analysis, you need to practice, practice and practice in order to competently respond to case study scenarios through both the spoken and written word.  Waste no time in looking for short-cuts, there are none.  The way to competence in case study analysis is to begin engaging with the means and resources that will take you there – such do not come to you via dreams, osmosis, or procrastination.  For more information, visit Source: http://nwlink.com/~donclark/hrd/bloom.html .
Relating case studies to your everyday work:

According to Davis and Wilcock (2009), http://www.materials.ac.uk/guides/casestudies.asp  the whole point of undertaking case study work is to:

· Allow the application of theoretical concepts to be demonstrated, thus bridging the gap between theory and practice.

· Encourage active learning.

· Provide an opportunity for the development of key skills such as communication, group working and problem solving.

· Increase the students' enjoyment of the topic and hence their desire to learn.

If we view case studies as ‘stories’ and a means of communicating information about what is going on in an organisation, then we can possibly see how such serves to engage the minds of others.  For example, if you ask someone about their organisation, they usually respond by declaring what is good about work; what is not so good about work; and what they would like to change.  From this information, we usually form a picture in our minds and then use our imagination to ‘fill in the gaps’ and form an opinion of how we might want to change things if we worked within that organisation. Similarly, when we work as consultants within a firm, we begin by asking those ‘in the know’ to tell us a story of how things are within their organisation; with their job; with management; with their fellow workers; with processes etc.  Case studies do just that: they tell us a story about an organisation so that we can then set about implementing change and improvements.  As with non-fiction case studies, fictional case studies never tell us the whole story, so without undermining the information we are given, we add to it by making intelligent and informed assumptions based on our understanding of how things actually appear.

How to Write a Case Study Analysis

http://businessmajors.about.com/od/casestudies/ht/HowToCaseStudy.htm By Karen Schweitzer, About.com Guide offers the following guidelines on How to Write a Case Study analysis.

When writing a case study analysis, you must first have a good understanding of the case study. Before you begin the steps below, read the case carefully, taking notes all the while. It may be necessary to read the case several times to fully grasp the issues facing the company or industry.  It is a good idea to work with other students from your Action Learning Set so that you may compare and contrast your understanding and opinions of the case.  Once you are comfortable with the information and feel that you have a grasp of detail, begin the step-by-step instructions offered below to write a case study analysis. 

1. Investigate and Analyze the Company’s History and Growth. A company’s past can greatly affect the present and future state of the organization. To begin your case study analysis, investigate the company’s founding, critical incidents, structure, and growth. 

2. Identify Strengths and Weaknesses Within the Company. Using the information you gathered in step one, continue your case study analysis by examining and making a list of the value creation functions of the company. For example, the company may be weak in product development, but strong in marketing. 

3. Gather Information on the External Environment. The third step in a case study analysis involves identifying opportunities and threats within the company’s external environment. Special items to note include competition within the industry, bargaining powers, and the threat of substitute products. 

4. Analyze Your Findings. Using the information in steps two and three, you will need to create an evaluation for this portion of your case study analysis. Compare the strengths and weaknesses within the company to the external threats and opportunities. Determine if the company is in a strong competitive position and decide if it can continue at its current pace successfully. 

5. Identify Corporate Level Strategy. To identify a company’s corporate level strategy for your case study analysis, you will need to identify and evaluate the company’s mission, goals, and corporate strategy. Analyze the company’s line of business and its subsidiaries and acquisitions. You will also want to debate the pros and cons of the company strategy. 

6. Identify Business Level Strategy. Thus far, your case study analysis has identified the company’s corporate level strategy. To perform a complete analysis, you will need to identify the company’s business level strategy. (Note: if it is a single business, the corporate strategy and the business level strategy will be the same.) For this part of the case study analysis, you should identify and analyze each company’s competitive strategy, marketing strategy, costs, and general focus. 

7. Analyze Implementations. This portion of the case study analysis requires that you identify and analyze the structure and control systems that the company is using to implement its business strategies. Evaluate organizational change, levels of hierarchy, employee rewards, conflicts, and other issues that are important to the company you are analyzing. 

8. Make Recommendations. The final part of your case study analysis should include your recommendations for the company. Every recommendation you make should be based on and supported by the context of your case study analysis. 

Structuring your case study response:

In your post graduate and professional studies, similar to that in the real world of work, you will be required to answer in report format.  The following is a guide to what you would include.

To: 
The person for whom you have been asked to write the report.  For example, CEO, HR Director 

From:
Your name, plus the role you may have been given in the case study.  For example, HR Consultant.

Date:


Use date of submission
Title:


Capture the essence of the report’s aim in a few words

Introduction:
Within approximately 150 words write an introduction that communicates a justifiable and intelligent assessment of the case study organisation.  Declaring such through the written (or spoken) word will indicate to the reader that you have an “understanding” of the organisation.  You should outline: the nature of the business; size of organisation; customer profile; stage(s) on the lifecycle; position on BCG Matrix: Star, Cash Cow, Dog, Wild Cat; assumed business strategy (marketing, HR, finance etc).

Report Aim:
overall aim of report derived from case study information.  Usually, it follows that the actual questions posed serve to deliver upon achieving the overall aim, for example: to increase market share, to be the preferred provider of goods and services; to be the preferred employer.
Questions:
Answer each question posed and in proportion.  For example, avoid writing say, 1000 words on one question and 100 on another, unless of course you are indicated to do so. Give each question a heading that captures the essence of the actual question posed.

Conclusion:
Within approximately 150 words write a conclusion that serves to offer an overall response to the aim.  Remember, there should be no new information in a conclusion.  You can begin your conclusion with something like the following: “Based on the information detailed in this report, I conclude that …”

Recommendations:
Recommendations must be “forensically justified” meaning you must state What, When, Where, Why, Who, How and costed in terms of money, time, resources.
And Finally ….

It is worth repeating that to be successful in making intelligent analysis of case studies it is necessary to practice, practice, and practice.  Such practice brings about increased confidence and ability in looking at a case study organisation as a whole and making justifiable recommendations on how to implement change and improvements based on big picture dimensions rather than on a narrow view.

How to Participate in an Action Learning Set (ALS)

The information that follows on Action Learning Sets is sourced from http://www.cipd.co.uk/hr-resources/factsheets/action-learning.aspx
What is action learning? 

Action learning has been a well-regarded method of learning since Reg Revans1 introduced the concept shortly after the Second World War. It is a method of collaborative learning where a small group of learners (an ‘action learning set’) meet regularly to reflect on real work issues. Its basic philosophy is that the most effective learning takes place when we are faced with a real problem to solve.
Action learning can therefore enhance the way in which people learn, drawing on actual practice, and using the experience of members working together to apply new ideas to each members’ role. Its effectiveness can be measured through the changes made to their work and working environment, and the practical results that will be the outcomes of learning. 

Set members also report learning about how they learn: they can consider and experiment with alternative styles of learning and doing and receive feedback and new ideas from others, thus increasing their capacity to respond to new situations. Members also learn how things are done elsewhere and can develop new ideas and build on current good practice.

Essential elements of action learning 

Equality

· The process of action learning presumes that all set members are equals with:

· common aims of working for their own development and to achieve progress on their own and joint issues

· the willingness to learn from their own and others' activities

· the willingness to offer their experience, prior knowledge and ideas to the set as a whole

· the ability to act as peer coaches and co-consultants to one another.

There is no ‘leader’ or ‘expert’: members co-consult and help one another, though they may decide to bring in knowledge or outside expertise to meet specific needs. Set members may be peers or members of an existing team working together on a common project or a change programme.

Real work

All action learning is based on real work. This may be the day-to-day work and issues of the members of the set or it may be a special project. They may focus on individual issues, helping group members make changes to their current or future roles, or tackle joint projects, often working across functions. In the early work that Revans carried out, set members swapped roles, and then brought issues from their new responsibilities to the set.

Styles of learning

The learning that occurs includes social learning as members of the set work out new ways of tackling the tasks they face. Pooling their varied experience and knowledge, together with new insights gained from skilled questioning, creates new knowledge and action. Action learning also has a reflective element – members are asked to reflect on their experience and learning, and most well structured sets will build in some form of discussion and recording of this learning.
Different styles are included: the concentration on real tasks helps in an active and pragmatic way, discussions within the set bring in theory, and reflection is encouraged. 

As a learning set’s work evolves members develop skills of collective and individual reflection and peer coaching. The more the set focuses on individual and collective learning rather than directly seeking pragmatic answers, advice or quick fixes to the issues they face, the more members can develop a greater understanding of the process of analysing and solving problems.

Other elements that may be included

Action learning sets are often facilitated. This means that external facilitators may be brought in to ensure that the process works well, and the reflective aspects of learning are emphasised. Facilitators can also ensure that equal air time is given to each member and that opportunities to learn or innovate are taken up. Facilitation may be useful for those new to the action learning process, but it is not essential for those familiar with and motivated to use the technique.

Input on theory or knowledge. Particularly when action learning sets are being set up within a programme or at the early stage of the process when members are being introduced to new tasks or ways of working, an ‘expert’ or a trainer may temporarily join the set to give some information or input or to explain the action learning set process.
 

Sponsorship. Inside organisations a strong motivation to learn and to achieve project work can be provided by a senior organisational sponsor who helps to promote the set’s learning and achievement of tasks. A sponsor may also encourage the set to approach important stakeholders and help them learn about organisational politics. The presentation of their work and learning to the sponsor can be a very acceptable way of finalising the set’s work and recognising their achievements.

Where is action learning appropriate? 

Action learning works where individuals have some responsibility for the introduction of new ways of working or the achievement of complex tasks. It is especially useful where learners have to learn how to work across functions in an organisation or across organisations. It is a technique for developing talent - 49% of organisations in our Learning and development survey used action learning sets and the proportion is slowly increasing. It has its place in talent development programmes and is seen as the most effective technique by 13% of respondents. See also the AXA case study within the survey report on how action learning is part of a company talent development programme.

Action learning can also make a major contribution to organisational change by freeing up inflexible or traditional thinking and finding new solutions to respond to changing environments. It can be used to introduce or reinforce a new style of leadership or to help members understand or implement their part of a general change programme.

Learning sets can be:

· Part of a more general programme: for example a talent or management development or an academic qualification in management. 

· Stand alone: offering a learning experience in itself.

· Reinforcement or follow on for learning from a programme: focusing on the transfer of learning to the live challenges of the workplace.

Learning set meetings 

· Learning sets meet at regular intervals to share current experience on their work. Generally the process will involve:

· each set member in turn presenting issues

· colleagues helping the issue holder to explore their issue and the assumptions or barriers that surround it

· the use of intelligent questioning and co-coaching methods with the aim of helping each member think about, analyse and see their issue from different perspectives

· the group generating ideas and potential solutions

· time to reflect on what has been learned about the issue and the process of learning.

A facilitator can help with managing the process, drawing attention to group processes, behaviours and feelings and monitor individual and collective progress. Without a facilitator the set needs to take up these responsibilities for itself.

Ground rules for action learning sets

Action learning sets become confidential support groups where individuals feel able to share their learning (and their ignorance) and act as a coach to their peers. It is therefore necessary to build strong relationships and ground rules set at the initial meeting can provide a foundation for success, such as:

· confidentiality of the discussions 

· each member's responsibility to learn and to help the development of others

· sharing ‘air’ time 

· using project management techniques for working on joint outputs.

Issues with action learning sets

· Timing: there is a need to pace the meetings - about once every month to allow progress on tasks assigned without losing momentum, but this can be hard to organise because of competing pressures or geographical diversity. Such problems can be overcome by a facilitator or HRD professional ensuring that meetings take place, allowing that not all members of the set need to be present at every meeting, or by organising virtual meetings over the telephone or by videoconference.

· Sustainability: sets often start with a great deal of enthusiasm but over time the motivation may diminish, the pressures of daily work interfere or members change roles. Having a programme organised in advance with an overall time limit, or using the role of the sponsor to add importance to the work of the set, or strict deadlines for project achievement can help overcome these issues.

· Sponsorship: can provide clarity, structure and priority to projects so long as the sponsor does not over manage.

· Concentration on the task rather than the learning: some groups, particularly in cultures of task achievement may get carried away with the implementation of their tasks and concentrate less on the reflection and process of learning. Facilitation can help overcome this issue.

Evaluation 

Action learning is a highly effective means of learning, with low cost. Sponsors and set members have expectations of outcomes such as task accomplishment and developing the capacity to learn or to lead. For more on the value of learning see our factsheet on training and learning evaluating.

The only costs that arise are those of external facilitation and the opportunity cost of the time spent in set meetings. The outputs in terms of projects achieved, new ways of tackling problems and so on can be assessed and reported on, and can produce quantifiable savings. 

Less financially quantifiable will be the learning achieved by the set members, and the new knowledge that sets create through the process of social learning. However, this can be gathered by questionnaires or by asking sets to report on their learning as well as their achievements. 

The widespread use of action learning within an organisation can provide a strong stimulus to self-directed learning, and potential in-house facilitators can emerge from initial action learning sets. Organisations can develop a self-sustaining network of action learning sets which can prove a highly cost-effective way of continuing learning and development.

CIPD viewpoint

Action learning is a technique that takes as its starting point the learner and their real work. In that sense it fits neatly with the CIPD’s work on supporting, accelerating and directing learning.
 

Unless action learning set members request some formal input, they themselves create all the subject matter and the process of their learning, which increases the motivation to learn.  

Experiential and social learning of this sort has value for both individuals and organisations in increasing the capacity to carry out a wider range of real work more effectively and increasing the capacity to learn.

References
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How to Make Presentations

Introduction

Generally, students are somewhat apprehensive and nervous about making presentations usually because they are not used to doing so, or are rather “shy” in front of their fellow students.  Making presentation however, is an essential part of post graduate study and indeed, a much needed skill for managers to acquire if they are to communicate to large groups effectively within the world of work.  The information used in this document is intended to be merely a simple guide that is not overly detailed but easy to follow.  It is found that once students make their first presentation, they hunger for further opportunities so, rather than to offer prescriptive list of what to do and what not to do, students are encouraged to note the information, then build up their confidence to establish their own natural style of talking to an “audience”. 
There are many useful websites detailing how to make effective presentation.  Also, there are some particularly good short video clips on YouTube that will provide students with good practical advice.  See for example, http://www.youtube.com/watch?v=gOwQUd8qkMM.  Additionally, The University of Kent website outlines some useful advice that has been used in the information that follows.  See http://www.kent.ac.uk/careers/presentationskills.htm.

Tips on Making Presentations

As part of your post graduate studies, you will be required to give many presentations.  Particularly, you may be asked on behalf of your action learning set to present your team’s responses to case study questions.  The purpose of making a presentation is to not only test and share your subject knowledge, your extrapolated data and interpretation of analysis but to also sell your ideas in a public (but safe) forum.  Typically your presentation will last around 30 minutes although they could be shorter or longer. 

Some basic tips
· Practice your presentation privately and/or in the company of your fellow students. Time how long your talk takes and work hard to remain within your time restrictions
· Know your audience.  This may mean learning their names and where they work etc
· Adopt a confident stance and natural appearance.  Speak clearly and confidently, and not too fast. Use your voice to emphasise points
· Keep within the allotted time for your talk and never out stay your welcome on the podium.  You do not want to be “cut off” by someone in control of proceedings whether or not you have finished 

· Look at everyone in the audience and not just those directly in front of you 
· You may want to involve your audience by asking them a question to ensure that they are following and understanding your presentation
· Don't read out your talk, as this sounds boring.  Best to refer to brief notes, but avoid looking down at your notes for long periods.
· You might want to offer a little light relief by telling a story to illustrate your point, but avoid rattling off a string of jokes or anecdotes 

Structuring your presentation
Have a beginning, middle and an end: 

The beginning: introduction

· Welcome the audience.  Introduce yourself and those who may be accompanying you 

· Say what your presentation will be about and how you plan to structure your talk 

· The introduction should catch the attention of your audience. Perhaps a provocative statement may be useful if you feel confident in delivering such.
The Middle: outline your argument or develop your story

· List your main headings and any key phrases you will use. Remember to remain within the parameters of your talk and not to go off in a tangent that is irrelevant
· Round out a conclusion and remember to not introduce any new facts here
· Briefly summarise your main points, but do so emphatically
· Answer any questions concisely.  Be sure to not let your audience “get away” without asking you questions
· Thank the audience for listening and offer to share your information using VLE facilities
The end: end on a strong or positive
· Neatly summarise the main points and end on a strong positive note.  Be brave, take a few risks in order for your audience to remember you and what you had to say.
Using PowerPoint
· If you are going to use PowerPoint be sure to practice beforehand so you know what you are doing! 

· Stand to one side of the projector/flip chart, so the audience can see the material. 

· Face and speak to your audience, not the screen. 

· Do not use too many slides, 5 or less is often suffice.  Avoid having too much text on each slide and make sure the font is big enough so your audience can see it.  Best to use note form and bullets rather than full sentences. 

· Pictures, especially diagrams and charts are good but don't get carried away with flashy PowerPoint transition effects as these may distract attention from the content.  Simple is best!
Asking for feedback
You may wish to ask your audience for feedback as a means of acquiring information on your (and your teams) performance.  Suggested questions are that you ask the audience to provide you with their opinions on the strengths and weaknesses of your presentation.  Armed with this information you can then reflect and improve your presentation skills for the future.
How to Use Moodle

Introduction

Once you have ticked that you agree to the Moodle Site Agreement Policy, you will be given access to Moodle

What is Moodle?
Moodle is UWTSD’s Virtual Learning Environment (VLE) that is being used to support learning and teaching.  You can access it from any internet connected computer by:

· going to http://moodle.swanseamet.uwtsd.ac.uk/ and
· logging in with your University Network Username and password.
Logging In to Moodle
Access is easy, all you need to do is:

· use the same Username and Password you have been given to access computers on campus.

· When you have logged in you will have access to Moodle sites that match your programme and modules for the current academic year. 

· Please be aware not all staff use Moodle and therefore not all programmes and modules may contain content on Moodle. 
· If you do not have access to some sites, or they do not contain content please speak to your lecturing staff.
When you are in a Moodle site
When you click on the name of a Moodle site you will be taken to the site and you will be presented with resources, materials and activities placed there by your lecturer(s). If you cannot find what you are looking for speak to your lecturer(s) to find out if they have made the information available within the Moodle site.
If you need help

If you have technical difficulties, there follows contact information:

Email:

helpdesk@uwtsd.ac.uk
Telephone:
01792 481134

Visit:

IT Help Desk in the Open Access Lab opposite Cafe Metro
How to Access Library Resources

You may access library resources through our home page at www.uwtsd.ac.uk/library.   From here, you may:

· look up books and journals on the library catalogue 

· renew items on loan or reserve items you would like to borrow                                                                   

· access our selection of library guides 

· check the opening hours and information about our libraries and facilities such as Wi-Fi access, PCs, printing and photocopying 

· stay up-to-date with our library blog
For electronic access to information, choose the Swansea Online Library.
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From here, you may find:

· the online databases and e-resources (electronic books, journals and other information) 
· recommended websites, which are relevant to business studies
If you need help, talk to a business subject librarian - Emily Hywel or Alison Evans.
Emily Hywel:

emily.hywel@uwtsd.ac.uk
Alison Evans:

alison.evans@uwtsd.ac.uk
Telephone: 

01792 481023, extension 4305
Visit:


SBC Library and ask to speak to either Emily or Alison 

Stay up-to-date with the Library Resources at UWTSD Swansea  by reading our Blog;          or follow us on Facebook, Twitter and Pinterest!    [image: image3.png][e] o]




How to Study

Introduction

The Chartered Institute of Personnel and Development (CIPD) have produced an excellent factsheet entitled “How to Study.  It is to this resource we turn for an excellent guide on the topic of studying.  The factsheet is available at http://www.cipd.co.uk/hr-resources/factsheets/study.aspx 

Making the best use of your time 

In today’s busy world we all struggle to find enough time to do everything that we need to achieve. This is particularly relevant when studying. Many students are balancing a number of other commitments whilst they study, such as a job and family responsibilities. Given the difficulty of juggling all these commitments, good time management is even more important.

When to study

An important starting point is deciding when to study. Some students decide to study for a small period of time every day. Others have just one or two days a week when they devote a longer period to study. Each student needs to determine what will work best for them.

Being realistic

It is important that students do not set out study plans which are doomed to failure. If a student is working full time it is not realistic to study for several hours at the end of the day. Each student needs to work out what is realistic, given the other commitments.

Leisure time

It is possible to do little more than work and study, but only for a short period of time. Concentration and health will suffer if there are no breaks in working and studying. It is important that students schedule appropriate time for leisure. This might be pursuing a hobby, meeting friends or just watching television.

Making good use of ‘dead time’

Effective time management requires the student to be aware of how all time is spent. It is useful to take some time to analyse a week’s activity and to identify any ‘dead time’. This is time when the student is not really doing anything useful. For many students it is travel time. It is possible to take a book on a bus or a train and use the travelling time to study. Some student’s record notes onto a portable device such as an iPod, but it is not recommended that these are used if the student is driving him/herself.

Avoiding distractions

When time for study has been identified it is important that it is used for the purpose of study, and distractions are avoided. It is strongly recommended that students turn off their phones when studying and make close friends and family aware of the times when they will be unavailable because they are studying.

Not repeating tasks

Considerable amounts of time can be wasted by finding notes, remembering what has already been studied and finding appropriate pages in books. It is important that students keep clear records of what has been studied, make effective notes and keep them in an orderly fashion. If the study materials are not kept neatly, time will be wasted each study time in sorting them out.

Making a plan

All studying should be planned before starting. Students should ensure that they know any relevant deadlines – such as dates of exams or dates that coursework must be completed. It is then important to work out how long it will take to study the material that has to be covered: tutors should be able to advise on this. Students then need to write out a plan, clearly identifying what parts of the material need to be covered each week.

It is quite possible for unforeseen events, such as illness, to occur which disrupt the plans. Hence, if at all possible, it is important to build some contingency into the plan that allows for work to be rescheduled.

Monitoring progress

Although it is important for students to study all the relevant material, studying will not be successful if it is just a process of rushing through material which is not properly learnt. Time should be built into the study plan to test understanding and knowledge. Tutors should be able to provide sample questions that could be used to test what has been absorbed from the study process. If students struggle to make progress because they do not understand the material, the tutor should be contacted immediately.

Creating an appropriate environment 

As we have already noted, effective time management is crucial for successful study. It is also important to create an environment that is conducive to study.

Finding a suitable place to study

A suitable place for study is quiet, free from interruptions and somewhere where study materials can be stored without them being disturbed by someone else. For some students there will be an appropriate place in the house for study to take place. For other students this will not be possible, and locations such as a library, a quiet room in the workplace or a room at a friend’s house will be more appropriate.

If possible, students should avoid studying in their bedrooms. Sleep can be disrupted when the place of study becomes associated with the place of sleep. If this is unavoidable, it is important to have a specific part of the bedroom devoted to study rather than the whole room containing study material.

Loneliness

Studying can be a lonely process. Working with other students can make the whole learning process more fun and can also be more motivating than working alone.

To remove the loneliness of learning, students could consider the following:

· Take turns hosting a study session, set an agenda, organise contributions or plan a debate.

· Set up an e-group so that information can be shared quickly and easily – students can e-mail each other with information about interesting media programmes and articles.

· Share research and reading by splitting up subjects and asking for summaries and highlights of key points.

· Circulate cuttings and case examples amongst students to ensure that all are aware of the hottest topics.

· Review and provide feedback on assignments or practice exam questions.

· Visit other students’ workplaces to broaden sector knowledge and understanding.

Reading effectively 

A student will spend a lot of study time reading material. It is important that the reading process is effective, so that the student does not need to recap on the reading that has already been completed at the start of the next study session. One approach that is useful to try is SQ3R:

Survey
The starting point is to get an overview of the text. This is achieved by reading the title, the contents, the page or a summary of the text. By doing this the student can determine whether or not it is relevant. It is also important to survey to determine whether all of the text is relevant or just certain parts. Time can be wasted by reading irrelevant material.

Question
It is necessary to ask questions about what you are reading at this stage.  You might ask what a chapter is about and how the information helps you.  You can turn the headings and sub-headings into questions and look for answers in the text.

Read
The next step is to read the material. Students should take time at the end of each section to reflect on what has been read and to make notes (see the next section). Key words and phrases should be highlighted.

Recall
Before moving on it is important that the student takes time to recall the main points of the text. If this is not possible, it suggests that the material has not been taken in and it might be necessary to re-read the relevant parts.

Review
The final step is for the student to think about what has just been read. How does it fit in with the topic that is being studied? How can the material be used? Has the reading introduced any new terms and concepts that are not understood? How can this be addressed?

Making notes effectively 

It is important that students make effective notes as they study. If there are no notes then much of the studying process has to be repeated when it comes to preparing for writing coursework or sitting an exam.

Students should take time to plan how they are going to file and reference information. Possible approaches are to:

· have a folder where information relating to different topics is stored in different sections

· highlight sections of material in different colours with each colour relating to a different topic or theme

· write mind maps (diagrams showing the links between different concepts or points) as a pictorial way of showing the key themes

· underline key material

· write out quite lengthy notes, summarising information in the student’s own words (as well as recording notes that can be used in the future this is also a useful way of testing understanding of the material)

It is very important that a reference is kept of the source of all the notes. Any material that is used in coursework has to be referenced, so it is very important that the student has a record of the full reference or the material will not be useable. Considerable amount of time can be wasted by trying to locate information that has previously been studied.

Finding appropriate sources 

To ensure that the reading and note-taking process has been really effective it is important that the student is reading appropriate sources. Some of these sources will be defined by the tutor who has set the work to be studied. However, students will also be expected to find their own appropriate sources.

Possible sources that can be used are:

· Textbooks: Textbooks can be borrowed by CIPD members from the CIPD library.

· Journal articles: A large range of journal articles can be accessed by CIPD members through the CIPD website.

· Websites: Care does need to be taken when using websites because they do not all contain reliable information. However, there are many excellent websites. Students are advised to keep to websites of well respected organisations such as the CIPD and government websites.

· Company information: Information relating to a large number of companies can be accessed by CIPD members through the CIPD website. In addition to this most companies have their own websites where useful material can be obtained.

Recognising a learning style 

There is no one approach to study that works for everyone. People study in different ways, because people learn in different ways. Honey and Mumford1 identified four different styles of learning:

· Activists: An activist likes to be doing. An activist wants to find things out him/herself and will want to test ideas in practical sessions. When studying it is important that Activists also take time to understand underlying theories as well as exploring their practical implementation.  
Pragmatists: A pragmatist is interested in knowing whether things work in practice. Case studies and practitioners’ comments will be of particular interest. Again, it is important that underlying theories are not dismissed as they are an important part of the underpinning of practical applications.

· Reflectors: Reflectors like to take time to stop and think about things. This is an important part of learning but it is also important that reflectors do not spend so much study time reflecting that they never manage to work through all the material that needs to be covered.

· Theorists: Theorists like to discover the theory and concepts from the analysis. They are good at integrating information from different sources and hence they enjoy using tutor notes, websites and textbooks to help build up the bigger picture. When studying, theorists need to take particular care to look at different views and approaches.
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How to Prepare for Examinations

Introduction

For post graduate students who sit examinations, the information that follows will be particularly useful for students who do not have examinations as part of their assessment, the guide still offers some very useful information and is available at http://www.cipd.co.uk/hr-resources/factsheets/preparing-for-examinations.aspx
Preparing for an exam 

Before starting any revision it is important that the student takes time to think about what is being examined. This is likely to require some advice from the tutor.

In some examinations all topics are examined. In other examinations some topics have been assessed using coursework and only certain topics are actually examined. It is important, therefore, to be clear about which topics could be included in the examination. Some students look back at past papers and try to work out which topics are most likely to appear by looking for topics that have not been on a recent paper. This is a risky process. Unless a tutor has specifically indicated that topics on recent papers will not be examined, there is no guarantee that this will be the case.

It is important to understand the structure of the exam. How many questions will there be? Will they require short answers, long essay style answers or are they multi-choice questions? It is also important to know whether all questions are compulsory or whether students will be allowed to choose to answer a certain number of questions. Again, care needs to be taken here. If, for example, the requirement is to answer four out of eight questions, just revising four topics could be risky. It is possible that a question will be asked on a topic that has been revised, but that the student feels unable to answer it. It is also possible that one question draws on learning from more than one topic area.

Some exams are open book – which means that certain books or notes can be brought into the exam. Students should check whether this is the case. If books can be taken into the exam it is important to check whether they can be annotated in any way.

It is important to understand what the examiner is expecting. Just learning facts and being able to reproduce them is often insufficient. Examiners are likely to look for analysis of facts, and application of material. This information can be found by reading past examiners reports or by asking a tutor for advice.

Planning revision 

Once there is clarity over the nature of the exam the next stage is to start revision. When to start revision will depend on the amount of material to be revised and the amount of time that can be devoted to revision each week. Generally, most students start revision around four weeks prior to the exam.

It is recommended that students create a revision timetable. First the key topics to be revised need to be listed. Then the number of revision slots (hours each day) that are available for revision need to be identified. The topics then need to be allocated to each revision slot. It will be best if each topic is revised several times. The revision timetable must be realistic. It is not possible to concentrate on revision for long periods at a time, so breaks need to be added in. It is also important to look at any planned events alongside writing the timetable. If there is an event already booked in the diary, it might not be realistic to carry out any revision that day. If it is possible, it is recommended that some breaks are put in the timetable. A day off revision gives time to relax and refresh, and to return to revision with greater concentration.

Different students take different approaches to revision and all students need to find approaches that work for them. Approaches that could be tried are:

· writing out notes time and time again until they are remembered

· writing out notes on a large poster in a diagram format with key topics included - some students then put the poster on the wall so that every time they pass the poster they can be reminded of key points

· recording key points and then listening to them on an iPod or similar device

· meeting with friends and discussing material

· writing out notes in different colours, with the colours being used to trigger memories

· linking key facts to events and using them as memory triggers (for example, linking key legislation to actual cases which have interested a student)

Another key part of the revision process is practicing answering questions. It is important that students look at past exam papers to get an idea of the types of questions that might be asked. However, it is important to check that nothing has changed. If there has been a change of examiner the approach to the exam paper could have changed.

Many students do most of their communication using a keyboard and are not used to writing by hand for any length of time. It is important, therefore, that students take time to practice writing answers by hand. In doing this students should check how long they will have to answer each question. If the exam lasts for two hours and there are four questions to answer, then the student must be able to answer the question within 30 minutes of writing.

Some tutors will arrange mock exams. It is strongly recommended that students take the opportunity to sit these, particularly if feedback will be given on their performance.

Dealing with revision difficulties 

Although revision is very important, it is not something that most students enjoy. Problems can occur, for example:

· Becoming demotivated. To counteract this, students could build some rewards into the revision timetable. For example, a student could reward him/herself for getting to a particular stage in revision with a box of chocolates or a night out.

· Getting bored. This might be an indication that there needs to be more variety in the revision. It could be useful to look back at the revision timetable and see if the topics could be allocated in an order that gives more variety.

· Getting behind on revision. Sometimes students will fall behind, maybe because unexpected events have happened or because the student has failed to keep to the revision timetable. In such a situation it is important to revise the revision timetable and keep going. If something has happened which might make it impossible for the student to take the exam, the student should contact their tutor as soon as possible.

· Becoming ill. Illness cannot be avoided totally. However, it is important to eat and sleep properly during the revision process to try to keep healthy.

Addressing practical issues 

When the exam is getting closer it is important to address practical issues.

Check the venue of the exam. If the student has not been to the venue a trial run of the journey is recommended. It is important to know how long the journey will take, and where the actual room is where the exam will be held. When travelling on the day it is recommended that additional time is allowed in case of transport difficulties.

Check what can be taken into the exam. At some exams students are allowed to take in only a pen and pencil. Some exam venues insist that any pencil case that is taken into the exam is transparent. Students should check whether drinks or food are allowed.

Check what must be taken with you. Some exam venues will require a student to attend with certain identification papers.

Sitting an exam successfully 

When the student gets to the exam it is important to try to remain calm. It is inevitable that there will be some nerves and adrenaline, but trying to breathe deeply and slowly will help.

When the exam paper is received students should do the following:

· Read the instructions carefully. How many questions are to be answered? Is there a requirement to answer a specific number of questions from different sections?

· Work out how long is available to answer each question. It is very important to keep to the allocated time. If there are 30 minutes for each question and the student spends 45 minutes on the first question it is possible that the last question will not be completed. This could mean that the student fails, because of poor time management.

· Read the individual questions carefully. Students should highlight any key words. Students should note down key points to make about a question (if a reading time is given, it is usual for no writing to be allowed during this time, so any notes would have to be made when the reading time is finished).

Dealing with problems 

Hopefully no problems will arise, but some common difficulties are:

· Going blank. If the student has revised properly then it is possible to answer the questions. So it is recommended that the student chooses one question that seems the most straightforward and starts with that. By noting down some key points and starting to write the feeling of ‘going blank’ will often disappear.

· Being worried that it is not possible to answer the required number of questions. Students should choose one question and answer that. Often that gives the confidence to move on to the next one, and soon sufficient questions have been answered. Even if the student feels unable to write a detailed answer, writing something is likely to get some marks.

· A disturbance occurring. If there is any disturbance, the invigilator should be informed immediately. If the student feels that this has impaired the exam performance s/he should talk to the invigilator at the end of the exam and check that the disturbance will be reported.

· Some common errors 

Students do make some common errors:

· Writing a very messy paper. The examiner is likely to have a large pile of papers to mark and will not spend a long time trying to decipher a messy or poorly written paper. Students should ensure that handwriting is as neat as possible and that work is spaced out neatly so that it is readable.

· Not answering sufficient questions. It is likely that more marks will be gained by writing something about the required number of questions, rather than writing a lot in response to one question.

· Not answering the question that has been set. It is very important that students answer the actual question that has been set and do not write a general answer about the topic or even answer a question that they would have preferred to have been asked.

Addressing CIPD exam issues (for CIPD students only)
· There are some specific points that students who are preparing for a CIPD nationally assessed exam should note:

· It is not possible to sit a CIPD exam without being a current member of the CIPD. Membership status can be confirmed on 020 8612 6208.

· Before sitting a CIPD exam the student should have passed all assignments in the relevant subject area.

· A student must complete an exam enrolment form and send it to the CIPD. These forms are available from tutors in January for the May exams and in July for the November exams. Information on completing the enrolment form, fees and the closing date for enrolments are on the form.

· Enrolment forms must be signed by the student’s tutor to confirm that the required assignments have been completed and passed and that the student is registered to sit the exams at that centre.

· Students must send payment for each exam with the enrolment form. These fees must be paid in sterling and are non-refundable.

· Students receive their results by post.

· If a student fails a CIPD exam it is possible to receive detailed individual feedback. A fee is charged for this.
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How to do a PESTLE Analysis

Introduction

Undertaking a PESTLE Analysis will probably feature in most modules and to learn how to conduct an in depth PESTLE, we turn to the information that follows and that is sourced from http://www.cipd.co.uk/hr-resources/factsheets/pestle-analysis.aspx
What is PESTLE analysis? 

PESTLE stands for - Political, Economic, Sociological, Technological, Legal, Environmental. The term PESTLE has been used regularly in the last 10 years and its true history is difficult to establish. Various other similar acronyms have been used including ETPS, STEP, PEST, and STEEPLE. The term PESTLE is particularly popular on HR and introductory marketing courses in the UK. 

PESTLE analysis is in effect an audit of an organisation's environmental influences with the purpose of using this information to guide strategic decision-making. The assumption is that if the organisation is able to audit its current environment and assess potential changes, it will be better placed than its competitors to respond to changes.
To help make decisions and to plan for future events, organisations need to understand the wider ‘meso-economic’ and ‘macro-economic’ environments in which they operate. (The meso-economic environment is the one in which we operate and have limited influence or impact, the macro-environment includes all factors that influence an organisation but are out of its direct control). An organisation on its own cannot affect these factors, nor can these factors directly affect the profitability of an organisation. But by understanding these environments, it is possible to take the advantage to maximise the opportunities and minimise the threats to the organisation. Conducting a strategic analysis entails scanning these economic environments to detect and understand the broad, long term trends. 

A PESTLE analysis is a useful tool for understanding the ‘big picture’ of the environment in which an organisation is operating. Specifically a PESTLE analysis is a useful tool for understanding risks associated with market (the need for a product or service) growth or decline, and as such the position, potential and direction for an individual business or organisation. 

A PESTLE analysis is often used as a generic 'orientation' tool, finding out where an organisation or product is in the context of what is happening outside that will at some point affect what is happening inside an organisation. The six elements form a framework for reviewing a situation, and can also be used to review a strategy or position, direction of a company, a marketing proposition, or idea.
The PESTLE model 

The PESTLE model provides users with a series of headings under which users can brainstorm or research key factors: 

· Political: what is happening politically in the environment in which you operate, including areas such as tax policy, employment laws, environmental regulations, trade restrictions and reform, tariffs and political stability.

· Economic: what is happening within the economy, for example; economic growth/ decline, interest rates, exchange rates and inflation rate, wage rates, minimum wage, working hours, unemployment (local and national), credit availability, cost of living etc.

· Sociological: what is occurring socially in the markets in which you operate or expect to operate, cultural norms and expectations, health consciousness, population growth rate, age distribution, career attitudes, emphasis on safety, global warming.

· Technological: what is happening technology-wise which can impact what you do, technology is leaping every two years, how will this impact your products or services, things that were not possible five years ago are now mainstream, for example mobile phone technology, Web 2.0, blogs and micro-blogs (Twitter), social networking websites. New technologies are continually being developed and the rate of change itself is increasing. There are also changes to barriers to entry in given markets, and changes to financial decisions like outsourcing and insourcing.

· Legal: what is happening with changes to legislation? This may impact employment, access to materials, quotas, resources, imports/ exports, taxation etc.

· Environmental: what is happening with respect to ecological and environmental issues? Many of these factors will be economic or social in nature.

The PESTLE process 

· Before starting a PESTLE analysis it is important to think through the process that is going to be followed. Steps include: 

· decide how the information is to be collected and by whom (a team approach is much more powerful than one person’s view)

· identify appropriate sources of information

· gather the information - it is useful to use a template as the basis for exploring the factors and recording the information. An example of such a practical and ready-to-use template created to accompany this factsheet can be found on the RapidBI website. 

· analyse the findings

· identify the most important issues

· identify strategic options

· write a discussion document

· disseminate and discuss the findings

· decide which trends should be monitored on an ongoing basis and what actions need to be taken.

PESTLE analysis tips

Some useful tips for carrying out a PESTLE analysis include:

· DO get other people involved to gain multiple perspectives.

· DO exploit any expertise and resources that are already available within the organisation.

· DO use PESTLE analysis in conjunction with other techniques, such as SWOT analysis (standing for Strengths, Weaknesses, Opportunities, Threats - see our factsheet for more information), Porter's five forces (see Useful links and Further reading below), competitor analysis or scenario planning etc. 

· DO incorporate your analysis within an ongoing process for monitoring changes in the business environment. 

· DON’T do this in isolation - a more effective result is obtained with multiple views.

· DON’T jump to conclusions about the future based on the past or the present.

· DON’T get bogged down in collecting vast amounts of detailed information without analysing and understanding your findings appropriately.

When to use a PESTLE analysis

PESTLE analysis can be used for business and strategic planning, marketing planning, organisational change, business and product development and research reports. It can also be used from a departmental or individual perspective to look at what you deliver, to whom and how you do it.  To be effective a PESTLE needs to be undertaken on a regular or ongoing basis. Organisations that regularly and systematically do analyses often spot trends before others, thus providing competitive advantage.

Business planning

A PESTLE analysis is a useful document to have available at the start of a business planning process. It can provide the management team with background and context information about targets towards growth, new product development and brand positioning. The opportunities and threats identified can be fed into a SWOT process and strategies identified to avoid or minimise the impact of the threats, and equally strategies employed to build on the opportunities presented.

Marketing planning

As with business planning, a PESTLE analysis provides the essential element of ‘climate’ within a situation analysis phase of the marketing planning process.

Product development

It is often said that there are few ‘bad products’ but lots of wrong times and wrong places. As a PESTLE analysis provides a view of what is occurring in the external world, this will help when making the decision to enter or leave an area of product development. For example, portable tape recorders are excellent devices, but a PESTLE analysis might show that socially and technologically MP3 technology is more acceptable. Equally, from an environmental point of view the manufacture of tapes requires the use of heavy chemicals and would be increasingly taxed and rejected by society.

Organisational change

When looking at changing one function or department a PESTLE analysis can be a powerful tool for understanding the context in which the change is occurring and the potential areas of focus. Best used in association with a SWOT analysis, a PESTLE will provide information about potential opportunities and threats around labour changes, for example skills shortages. 

Using the PESTLE to look at factors outside the function but still inside the organisation can highlight factors such as:

· political: who is in what position, their power, vision, goals and directions etc.

· economic: financial implications, productivity etc.

· social: what is and is not acceptable within the culture

· technological: new computer systems or other new technology

· legal: changes to employment law, recruitment, visas etc.

· environmental: the space available, what can or cannot be moved where etc.

In this situation, a PESTLE analysis can be thought of more as an audit. It is best used at the data capture phase as part of a pre-planning process of any strategic intervention. 

While using the tool internally can add some value, it will focus on factors which can be changed (that is, they are in the control of the organisation) if not the function concerned. So while it may be a useful framework, it should be used with caution in this context.

Research reports

A PESTLE analysis can also be used as a framework for looking outside the organisation to hypothesise what may or may not happen. It is a useful framework to use to ensure that some of the basic factors are not overlooked or ignored. It may be used in a similar way to business planning – but the application of the data is different.

Advantages and disadvantages of using a PESTLE analysis 

There are a number of advantages and disadvantages associated with using a PESTLE analysis: 

Advantages include:

· it is a simple framework

· it facilitates an understanding of the wider business environment

· it encourages the development of external and strategic thinking

· it can enable an organisation to anticipate future business threats and take action to avoid or minimise their impact

· it can enable an organisation to spot business opportunities and exploit them fully.

Disadvantages include:

· some users over simplify the amount of data used for decisions – it is easy to use scant data

· to be effective this process needs to be undertaken on a regular basis

· the best reviews require different people being involved, each having a different perspective.

· access to quality, external data sources can be time consuming and costly

· the pace of change makes it increasingly difficult to anticipate developments that may affect an organisation in the future

· the risk of capturing too much data is that it may make it difficult to see the wood for the trees and lead to ‘paralysis by analysis’

· the data used in the analysis may be based on assumptions that subsequently prove to be unfounded (good and bad).

CIPD viewpoint

It is important for organisations to analyse the environment in which they operate, to help them make effective strategic decisions. The PESTLE analysis is an effective and structured way of thinking through this analysis. Using a structure such as PESTLE helps to ensure that any analysis is kept broad and does not focus on one area of the environment too narrowly. 

Using a PESTLE analysis can also be a useful way of getting opinions and contributions from a range of people, especially if it is used in a group brainstorm activity. A PESTLE analysis can be particularly effective when used with other analysis tools such as SWOT.

Further reading

Books and reports

PIERCE, C. (2001) The effective director: the essential guide to director and board development. London: Kogan Page. 
TURNER, S. (2002) Tools for success: a manager’s guide. London: McGraw Hill.

MORRISON,  M. (forthcoming) SWOT and PESTLE and other diagnostic tools [provisional title]. Putney: Intelligent Press.

Journal articles

GRUNDY, T. (2006) Rethinking and reinventing Michael Porter's five forces model. Strategic Change. Vol 15, No 5, August. pp213-229.

This factsheet was written by Mike Morrison FCIPD, Managing Director of RapidBI, a company specialising in organisational development tools and processes, and revised by Kathy Daniels, FCIPD, HR Consultant.

How to do a SWOT Analysis
Undertaking a SWOT Analysis will probably feature in most modules and to learn how to conduct an in depth SWOT, we turn to the information that follows and that is sourced from http://www.cipd.co.uk/hr-resources/factsheets/swot-analysis.aspx
What is SWOT analysis? 

SWOT is an acronym for Strengths, Weaknesses, Opportunities, Threats. Occasionally, it may also be found as a ‘WOTS up’ analysis or the TOWS analysis. The technique is credited to Albert Humphrey who led a research project at Stanford University in the 1960s and 1970s using data from leading companies involved in long range planning processes.  

A SWOT analysis is a planning tool used to understand the Strengths, Weaknesses, Opportunities, and Threats involved in a project or in a business. It involves stating the objective of the business or project and identifying the internal and external factors that are either supportive or unfavourable to achieving that objective. SWOT is often used as part of a strategic or business planning process, but can be useful in understanding an organisation or situation and decision-making for all sorts of situations.
Any organisation undertaking strategic planning will at some point assess its own strengths and weaknesses. When combined with an inventory of opportunities and threats in the organisation’s external environment, the organisation is effectively making a SWOT analysis establishing its current position. 
While at first glance the SWOT looks like a simple model and easy to apply, experience shows that to do a SWOT analysis that is both effective and meaningful, requires time and a significant resource. It requires a team effort and cannot be done effectively by only one person. The SWOT methodology has the advantage of being used as a 'quick and dirty' tool or a comprehensive management tool, and that one (the quick) can lead to the other (the comprehensive). This flexibility is one of the factors that has contributed to its success. 

The term ‘SWOT analysis’ is in itself a curious term, for a SWOT is not an analysis in itself, but a number of elements when used together form a valuable framework for analysis. It is essentially a summary of a set of previous analyses – even if those were just 15 minutes of mini-brainstorming with yourself in front of your computer although this approach is not recommended! The analysis, or more correctly ‘interpretation’, comes after the SWOT summary has been produced. 

The SWOT model 

A SWOT analysis process generates information that is helpful in matching an organisation or group’s goals, programs, and capacities to the social environment in which it operates. 
The ‘SWOT’ itself is only a data capture exercise - the analysis follows later.
· strengths: positive tangible and intangible attributes, internal to an organisation and within the organisation’s control

· weaknesses: internal factors within an organisation’s control that detract from the organisation’s ability to attain the desired goal. Which areas might the organisation improve?

· opportunities: external attractive factors that represent the reason for an organisation to exist and develop. What opportunities exist in the environment, which will propel the organisation? Identify them by their ‘time frames’.

· threats: external factors beyond the organisation’s control which could place the organisation mission or operation at risk. The organisation may benefit by having contingency plans to address them if they should occur. Classify them by their severity and probability of occurrence.

It is important to note the strengths and weaknesses are intrinsic value-creating skills or assets, or the lack of these, relative to competitive forces. Opportunities and threats are external factors which are not created by the organisation, but emerge as a result of the competitive dynamics caused by future gaps in the market.
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PESTLE analysis is used to look at opportunities and threats (external environment) parts of the model. For more information on PESTLE analysis, see our factsheet on that topic.

In the same way that PESTLE is used to add clarity to the external factors, PRIMO-F provides a consistent framework to look at strengths and weaknesses (the internal environment). The acronym PRIMO-F stands for:
· People: what do they do, do they have the skills the organisation needs?

· Resources: does the organisation have the right and adequate resources?

· Innovation: are new ideas important to us in all parts of the organisation?

· Marketing: how do they know what the organisation does?

· Operations: how is all this managed?

· Finance: what are the prices, costs and investments?
The SWOT process 

Doing a SWOT analysis can be very straight forward, but its strengths lie in its flexibility and experienced application. 

· Decide how the information is to be collected and by whom (often a team approach is much more powerful than one person’s view).

· Identify appropriate sources of information.

· Gather the information - it is useful to use a template as the basis for exploring the factors and recording the information. An example of such a practical and ready-to-use template created to accompany this factsheet can be found on the RapidBI website. 

· Plot the findings.

· Identify the most important issues.

· Identify strategic options.

· Write a discussion document.

· Disseminate and discuss the findings.

· Decide which activities are a priority in the context of the organisations goals and values – a possible action plan framework appears below.
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	SWOT analysis tips 

Some useful tips for carrying out a SWOT analysis include:

· DO get other people involved to gain multiple perspectives.

· DO exploit any expertise and resources that are already available within the organisation.

· DO use SWOT analysis in conjunction with other techniques, such as PESTLE analysis (see our factsheet for more information), PRIMO-F analysis, Porter's five forces (see Useful contacts and Further reading below), competitor analysis or scenario planning etc. 

· DO incorporate your analysis within an ongoing process for monitoring changes in the business environment. 

· DON’T do this in isolation - a more effective result is obtained with multiple views.

· DON’T jump to conclusions about the future based on the past or the present.

· DON’T get bogged down in collecting vast amounts of detailed information without analysing your findings appropriately.

When to use a SWOT analysis

A SWOT analysis can be used for:

· workshop sessions

· brainstorm meetings

· problem solving

· planning

· strategic planning (with PESTLE & PRIMO-F)

· product evaluation

· competitor evaluation (with Porter's five forces – see Useful contacts and Further reading below)

· personal development planning

· decision making (with force field analysis – see Useful contacts below).

For example, using SWOT in a team meeting might include the following steps:

· Invite contributors to participate in the SWOT process.

· Explain the process and establish ground rules.

· Identify strengths using the PRIMO-F framework.

· Identify weaknesses using the PRIMO-F framework.

· Identify or list the opportunities and threats – this may well have been identified from a PESTLE analysis previously.

· Establish priorities from your mission, vision and values work.

· Question each list.

· Plan for action.
Advantages and disadvantages of using SWOT analysis 

There are a number of advantages and disadvantages of using the SWOT approach to analysis:
  

Advantages include:

· It is a simple four box framework.

· It facilitates an understanding of the strengths and weaknesses of the organisation.

· It encourages the development of strategic thinking.

· It enables a management team to focus on strengths and build opportunities.

· It can enable an organisation to anticipate future business threats and take action to avoid or minimise their impact.

· It can enable an organisation to spot business opportunities and exploit them fully.

· It is flexible.

Disadvantages include:

· Some users over-simplify the amount of data used for decisions – it is easy to use scant data.

· To be effective this process needs to be undertaken on a regular basis.

· The best reviews require different people being involved, each having a different perspective.

· Access to quality internal data sources can be time consuming and politically difficult (especially in more complex organisations – parent company, etc).

· The pace of change makes it increasingly difficult to anticipate developments that may affect an organisation in the future.

· The risk of capturing too much data is that it may make it difficult to see the wood for the trees and lead to ‘paralysis by analysis’.

· The data used in the analysis may be based on assumptions that subsequently prove to be unfounded (good and bad).

· It lacks detailed structure, so key elements may get missed.

The value of SWOT lies mainly in the fact that it constitutes a self-assessment for management. The problem, however, is that the elements appear deceptively simple. Actually deciding what the strengths and weaknesses of an organisation are, as well as assessing the impact and probability of opportunities and threats, is far more complex than appears at first sight.

The inherent risk of making incorrect assumptions when assessing the SWOT elements often causes management to procrastinate when it comes to deciding between various strategic alternatives, frequently resulting in unnecessary and undesirable delays.

CIPD viewpoint

It is important that organisations take time to reflect on their performance, and to think about the strengths and weaknesses that they have. In today's competitive environment it is also important that management take time to think about the opportunities and threats that exist, and use these as part of the strategic planning process.
Using a SWOT analysis gives a structured approach to such deliberations, and can be very effective in getting contributions from a range of people. This is particularly effective if the SWOT analysis is carried out as a group brainstorm activity. The value of a SWOT analysis can be enhanced when used with other analysis tools such as PESTLE and PRIMO-F.

Further reading

Books and reports

The essentials of strategy. (2006) Alexandria, VA: Society for Human Resource Management. 
HAVE, S., at al. (2003) Key management models: the management tools and practices that will improve your business. London: Financial Times/Prentice Hall.

MORRISON,  M. (forthcoming) SWOT and PESTLE and other diagnostic tools [provisional title]. Putney: Intelligent Press.

Journal articles

CHERMACK, T.J. and KASSHANNA, B.K. (2007) The use and misuse of SWOT analysis and implications for HRD professionals. Human Resource Development International. Vol 10, No 4, December. pp383-399. 
GRUNDY, T. (2006) Rethinking and reinventing Michael Porter's five forces model. Strategic Change. Vol 15, No 5, August. pp213-229. 
HUSSEY, D. (2002) Company analysis: determining strategic capability. Strategic Change. Vol 11, No 1, January/February. pp43-52.

This factsheet was written by Mike Morrison FCIPD, Managing Director of RapidBI, a company specialising in organisational development tools and processes and revised by Kathy Daniels, FCIPD, HR Consultant.
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How to Produce Your Own Work and Avoid Plagiarism
Introduction

There is much information available on plagiarism on the Internet and the information that follows has with permission*, been sourced and extracted from http://www.plagiarism.org/plag_article_how_do_i_cite_sources.html.  Students are advised to visit the site to obtain the full document.  That which follows provides sound and credible advice for students who are strictly advised to take heed of the content of this document if they are to produce work that they may declare as their own.
What is Plagiarism?

Many people think of plagiarism as copying another's work, or borrowing someone else's original ideas. But terms like "copying" and "borrowing" can disguise the seriousness of the offense:  According to the Merriam-Webster Online Dictionary, to "plagiarize" means:
· to steal and pass off (the ideas or words of another) as one's own

· to use (another's production) without crediting the source

· to commit literary theft

· to present as new and original an idea or product derived from an existing source.

In other words, plagiarism is an act of fraud. It involves both stealing someone else's work and lying about it afterward.  But can words and ideas really be stolen?  According to U.S. law, the answer is yes. The expression of original ideas is considered intellectual property, and is protected by copyright laws, just like original inventions. Almost all forms of expression fall under copyright protection as long as they are recorded in some way (such as a book or a computer file). 

All of the following are considered plagiarism:

· turning in someone else's work as your own

· copying words or ideas from someone else without giving credit

· failing to put a quotation in quotation marks

· giving incorrect information about the source of a quotation

· changing words but copying the sentence structure of a source without giving credit

· copying so many words or ideas from a source that it makes up the majority of your work, whether you give credit or not (see our section on "fair use" rules)

Most cases of plagiarism can be avoided, however, by citing sources. Simply acknowledging that certain material has been borrowed, and providing your audience with the information necessary to find that source, is usually enough to prevent plagiarism.
What is citation?

A "citation" is the way you tell your readers that certain material in your work came from another source. It also gives your readers the information necessary to find that source again, including: 

· information about the author

· the title of the work

· the name and location of the company that published your copy of the source

· the date your copy was published

· the page numbers of the material you are borrowing

Why should I cite sources?

Giving credit to the original author by citing sources is the only way to use other people's work without plagiarizing. But there are a number of other reasons to cite sources: 

· citations are extremely helpful to anyone who wants to find out more about your ideas and where they came from.

· not all sources are good or right -- your own ideas may often be more accurate or interesting than those of your sources. Proper citation will keep you from taking the rap for someone else's bad ideas.

· citing sources shows the amount of research you've done.

· citing sources strengthens your work by lending outside support to your ideas.

Doesn't citing sources make my work seem less original?  

Not at all. On the contrary, citing sources actually helps your reader distinguish your ideas from those of your sources. This will actually emphasize the originality of your own work.

When do I need to cite?
Whenever you borrow words or ideas, you need to acknowledge their source. The following situations almost always require citation:

· whenever you use quotes

· whenever you paraphrase

· whenever you use an idea that someone else has already expressed

· whenever you make specific reference to the work of another

· whenever someone else's work has been critical in developing your own ideas.

How do I cite sources?

This depends on what type of work you are writing, how you are using the borrowed material, and the expectations of your instructor.  First, you have to think about how you want to identify your sources. If your sources are very important to your ideas, you should mention the author and work in a sentence that introduces your citation. If, however, you are only citing the source to make a minor point, you may consider using parenthetical references, footnotes, or endnotes.
Identifying Sources in the Body of Your Paper

The first time you cite a source, it is almost always a good idea to mention its author(s), title, and genre (book, article, or web page, etc.). If the source is central to your work, you may want to introduce it in a separate sentence or two, summarizing its importance and main ideas. But often you can just tag this information onto the beginning or end of a sentence. 
If you have already introduced the author and work from which you are citing, and you are obviously referring to the same work, you probably don't need to mention them again. However, if you have cited other sources and then go back to one you had cited earlier, it is a good idea to mention at least the author's name again (and the work if you have referred to more than one by this author) to avoid confusion.

What is quoting? 

Taking the exact words from an original source is called quoting. You should quote material when you believe the way the original author expresses an idea is the most effective means of communicating the point you want to make. If you want to borrow an idea from an author, but do not need his or her exact words, you should try paraphrasing instead of quoting.

How often should I quote?

Most of the time, paraphrasing and summarizing your sources is sufficient (but remember that you still have to cite them!). If you think it’s important to quote something, an excellent rule of thumb is that for every line you quote, you should have at least two lines analyzing it.

How do I incorporate quotations in my paper?

Most of the time, you can just identify a source and quote from it.  Sometimes, however, you will need to modify the words or format of the quotation in order to fit in your paper. Whenever you change the original words of your source, you must indicate that you have done so. Otherwise, you would be claiming the original author used words that he or she did not use. But be careful not to change too many words! You could accidentally change the meaning of the quotation, and falsely claim the author said something they did not
Quoting Within Quotes

When you have "embedded quotes," or quotations within quotations, you should switch from the normal quotation marks ("") to single quotation marks ('') to show the difference. 

What's a Bibliography?

A bibliography is a list of all of the sources you have used in the process of researching your work. In general, a bibliography should include:

· the authors' names

· the titles of the works

· the names and locations of the companies that published your copies of the sources

· the dates your copies were published

· the page numbers of your sources (if they are part of multi-source volumes)
Note: Always use the Harvard Method

*IMPORTANT NOTE REGARDING REPRINT & USAGE RIGHTS OF THE ABOVE INFORMATION: 

In the interest of disseminating this information as widely as possible, plagiarism.org grants all reprint and usage requests without the need to obtain any further permission as long as the URL of the original article/information is cited.

Turnitin

Students should be mindful that UWTSD is committed to ensuring that all students work submitted is their own and not that of another.  UWTSD’s TURNITIN Policy Preamble declares that “The University is committed to upholding and safeguarding academic integrity and to assist in achieving this objective has entered into a licensing agreement with Turnitin.”  The preamble further states the following:

· Turnitin (www.turnitin.com) is a web based service that provides a comprehensive check of the work submitted by students for matching text on web pages, electronic journals and previously submitted student work.  The latter includes work submitted at other universities.

· Turnitin permits academic staff to submit via Blackboard, an electronic version of a student’s work for checking.  An originality report is produced, which can be used as an aid to determine whether or not the student had committed an offence within the University’s Unfair Practice Policy.

· Turnitin does not detect plagiarism it looks for matches or near matches in strings of text and highlights text that is similar or identical to text that is written its database.

· Turnitin should not be used as the only method for the detection of plagiarism.  Non electronic sources such as books or journals may have been used or the student may have obtained a bespoke piece of work.  If the latter is suspected a viva should be considered.
Unfair Practice – students to refer to the Quality Handbook by clicking on link below:
http://www.uwtsd.ac.uk/academic-office/
	AND FINALLY

	


Students are strongly advised that if they have any doubt about what is meant by plagiarism or unfair practice, they should consult with their course tutor.
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