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I.  Course Description

Students apply the analytic frameworks and practical skills acquired through the MATUL program to an investigation of a specific issue or problem on behalf of a community (“client”) organization. Qualitative research methods are used to gather and organize pertinent information, culminating in the writing and oral presentation of a Professional Report that involves local residents in specific transformation efforts.

II.  Expanded Course Description

One of the major tasks of a graduate program is to train students to produce new knowledge, and to be able to communicate that new knowledge to relevant audiences. For advanced MATUL students, this entails the design of a research project, the organization of tasks and activities, the use of a variety of research methods and skills during the project, and the opportunity to present the results to a wide range of people. In social sciences tradition, this involves “field research,” the leaving of the campus compound, the library or laboratory, in order to obtain first-hand information within community contexts. 

The Integration Seminar is designed to provide optimal guidance to student-investigators as they conduct field research oriented towards the needs of a specific “client” organization. This organization can be public, private, or non-profit. In most cases it will be an urban poor church or another community organization that is large enough to have professional staff or to be involving local residents in community improvement
 initiatives. In planning their research project, students work with members of the client organization to diagnose an issue or problem situation bearing upon the quality of their service, and then select appropriate approaches and methods for investigating it. 

Many students may find this real-world research to be the intellectual highlight or “ultimate learning experience” of the MATUL program. In architecture, the “capstone” is the crowning piece of an arch, the center stone that holds the arch together, giving it shape and strength. The research and writing involved in the Professional Report (PR)
 plays a similar role, challenging students to integrate, extend, and deepen the work already undertaken during their core courses and practical training (community internships). The PR shapes student learning by asking them to define a research agenda, familiarize themselves with similar studies, collect and analyze fresh data, develop conclusions and recommendations, and represent it all in a clear and operational Professional Report (PR). As an integrative “capstone” project, the PR requires students to weave together knowledge and skills in all of these areas as they address challenges, solve problems and identify opportunities for a client organization. They do so in real time, in an unpredictable, complex real world environment. The final project report not only contributes to the students’ education, but becomes a significant resource for the public good.

The actual seminar takes students through this research and writing process that extends over a two-term (30 week) period. Successful completion of the course earns 6 units of graduate credit and represents approximately 300 hours of “invested learning” (attendance and participation in class activities, assigned reading, on-line and library research, meetings with clients, field work tasks, and report writing and presentation). It is expected that the student will spend, on average, ten hours per week on course-related activities. 

My objective as an instructor-advisor is to create an environment where students can apply disciplinary knowledge and discover their potential as problem solvers. I want students to experience the gratification, frustration, uncertainty, and enlightenment that accompany field research, and to prepare themselves for assuming new levels of community leadership and service. While the quality of the PR must be high for it to be of use to the client organization, the specific findings and recommendations are not as important to me as the process itself. What the student and organizational staff learn from doing research together is just as important as the results they obtain. That is why it is critical that students enrolled in the course are sincerely motivated and committed to participatory research that empowers community organizations, as opposed to students seeking to merely fulfill a program requirement or enhance a resume. 

The Integration Seminar can be roughly divided into two parts. Part one
 consists of four full-day sessions of the seminar focused on “knowledge and skill-getting.” Presentations and discussions will focus on the theoretical frameworks that guide field research, the formulation of research questions, the development of a research proposal, the reading of exemplary studies and book chapters that inform good practice, the selection of appropriate data collection methods, the organization and analysis of data, and the writing of a final Professional Report. Part two of the seminar will be focused on field research and report writing. Students work closely with an organization-based project supervisor, as well as an academic advisor selected from the school hosting the MATUL program. 

The academic advisor must be a faculty member who is in residence throughout the entire year that the student is working on the PR. Students are encouraged to be proactive in their search for an advisor (prospective advisors will rarely come to you, you must go to them). Approach any faculty member who you believe to be interested in your area of research. The final choice of an advisor, and their willingness to advise you, can be the product of many factors. There are at least two possible foundations on which a good working relationship may be built:

1. A faculty membe
r whose ideas or personal manner you “connect” with and who you feel confident will engage your work.

2. A faculty member who has similar interests and expertise in areas that will be useful to your research. Such a person might actually know very little about the specific topic you are researching (e.g. HIV transmission among adolescent slum-dwellers), but may know a lot about a body of theory (infectious disease) that is essential to your ability to develop the appropriate analytical framework for your research. She or he may also have skills in a technique (e.g. ethnography) that can help you develop the appropriate investigative tools.

Course Sequence

Within the two-semester duration of the course there are some clear “milestones” (activities or products) that students can set their sights to achieve. A suggested time frame for each milestone is found in parenthesis, though actual timing during the course of the year may vary. These milestones include:

Term One

· [ date ] Completion of interviews with supervisors at prospective “client” organizations. 

· [ date ] Confirmation of one “client” organization with which to conduct the investigation. Explain the process of the course, establish relationship, assess the organization, collect information to clarify the presenting problem or issue, and ascertain the client’s initial vision of a “successful” project
.

· [ date ] Final approval obtained for the research proposal from course instructor and project supervisor.

· [ date ] Development of preliminary work research plan/timeline (main tasks and subordinate activities). Presentation to class/faculty for feedback.

· [ date ] Finalization of work plan with project supervisor and start of field research 

· [ date ] End of first semester self and course evaluation. 

Term Two

· [ date ] Confirmation from faculty member who agrees to serve as academic advisor for the research project.

· [ date ] “Saturation” point reached in the collection of data from reading and field research. 

· [ date ] Submission and approval of Professional Report outline by faculty advisor.

· [ date ] Submission of complete draft of Professional Report to faculty advisor.

· [ date ] Oral presentation of final report to class/faculty for feedback.

· [ date ] Submission of final report to client and oral presentation to community.

· [ date ] End-of-semester reflection positioning project in larger issue context.

· [ date ] End of course self and course evaluations.

III.  Student Learning Outcomes

The research and writing activities that are central to Integration Seminar aim to connect and enhance learning in several domains: intellectual (“head”), attitudinal (“heart”), and skill (“hands”). By the end of the course, students should be able to:

Intellectual (“head”) 

· Articulate the philosophical and practical distinctives of a participatory action research.

· Access participatory action research theologically in terms of its core assumptions, values, and practices.

· Explain how the research project addresses broader public policy questions and issues.

· Critically discuss literature (books, book chapters, articles, reports) related to their subject/issue area.

· Discuss the applicability of various qualitative research techniques to answering particular research questions within different social contexts.

· Critically evaluate the strengths and weaknesses of research findings as evidence for conclusions and recommendations.

Affective (“heart”)

· Demonstrate a capacity for flexibility and resilience (by adapting to complex and physically/emotionally demanding social situations and by balancing competing personal/professional demands)

· Demonstrate personal warmth, empathy and intercultural awareness in relationships with client staff and beneficiaries. 

· Test and/or reaffirm particular vocational directions. 

· Gain personal confidence as a reflective leader among the urban poor.

· Demonstrate transparency in self assessment, utilizing self-perception and feedback.

Skills (“hands”)

 Project Management

· Assess the client organization and its environment.
· Frame and refine the problem presented by the client.
· Develop a work agreement with the client for the project.
· Develop a project work plan with timelines and deliverables.
· Monitor progress against the project proposal and work plan.
· Revise the work plan as necessary.
· Develop well-supported and realistic recommendations.
Client Management

· Develop and sustain their relationship with the client.
· Negotiate a project work plan with timelines and deliverables (the “proposal/contract”).
· Maintain regular and productive contact with the client.
· Solicit and integrate feedback on progress against the contract and modify, as necessary.
· Deliver final product (Professional Report) to client’s satisfaction.
Field Research 

· Gain research access and cooperation from a client organization.

· Formulate a research question and a plan (research proposal) to answer it.

· Conduct a literature search, including various electronic databases.
· Select and carry out appropriate data collection methods.

· Carry out interviews, observation and content analysis.
· Organize and make simple analyses of quantitative and qualitative data.
· Relate findings to the broader literature (case studies, theoretical studies).

· Draw conclusions based on findings.

· Effectively communicate work both in writing and oral presentation.

· Produce a correctly formatted and referenced professional report.


IV. Course Materials

The materials appearing below and in the course bibliography represent some of the best sources related qualitative research and professional report writing. Program instructors are expected to continue researching the most suitable materials available within their particular region (e.g. South Asia, Southeast Asia). This is done to optimize the cultural relevance of the learning experience while reducing purchase and shipping costs. A number of texts are labeled “reference” and partnering schools do well to purchase them as valuable resources for instructors and students. 

Required

· Joseph Maxwell. (2004). Qualitative research design (2nd ed.). Sage Publications.

[From amazon.com: “Using sage advise and specific examples… the author provides an easy-to-read guide to many of the design issues that often seem vague, mysterious, and daunting to novices when planning qualitative studies. Maxwell delivers on his promise to present "an approach to qualitative research design that both captures what qualitative researchers really do, and provides support and guidance for those embarking for the first time on designing a qualitative study.”]

Or Bernard, H. Russell. (2005). Research Methods in Anthropology: Qualitative and Quantatitive Approaches (4th ed.): AltaMira Press.

· Danny Jorgenson. (2007). Participant observation: A methodology for human studies, (2nd ed.). Sage Publications.
 [One of the best introductions to the basic principles and techniques underlying the practice of participant observation.]
· Diana Mitlin & David Satterthwaite. Eds. (2004). Empowering squatter citizen: Local government, civil society and urban poverty reduction. Earthscan Publications. 

[From amazon.com “The core of the book is case studies of innovative government organizations (in Thailand, Mexico, the Philippines, and Nicaragua) and community-driven processes (in India, South Africa, Pakistan, and Brazil) that show new ways to address urban poverty. Each case study is prepared by specialists from these countries. They show that poverty reduction in urban areas is as much about building competent, accountable local organizations as about attempting to improve incomes. It involves strengthening and supporting the organizations formed by the poor or homeless to be able to develop their own solutions and to negotiate better deals with the organizations delivering infrastructure, services, credit, and land for housing.]

Rich, I think this requires another text related to the churchplanting focus.  The two that might be most useful are Hesselgrave, David. (1980). Planting Churches Cross-Culturally. Grand Rapids: Baker Book House. (it has some consistent categories that can be well utilised for analysis or  Schwartz, Christian A. (2003). Natural Church Development. D-25924 Emmesbull, Germany: C & P Publishing.  Neither is particularly related to the urban poor.  Neither are specifically about research – we don’t have that kind of literature – yet.

Recommended
· Stringer, E.T. (1999). Action research (2 nd ed.). Thousand Oaks, CA: Sage Publications.

Key Faculty Reference Texts

· Denzin, Norman and Yvonna Lincoln, eds. (2005). Handbook of qualitative research, (3rd ed.). Thousand Oaks, CA, Sage Publications.
· Mort, S. (1995). Professional report writing. Aldershot: Gower.
· Russell, Bernard H. (2005). Research methods in anthropology (4th ed.). AltaMira Press. 

V.
Expectations & Grading
Students will be awarded 3 credits for the fall semester and 2 for the spring semester of the capstone (Integration Seminar). The end of first semester grade will be reported as IP to reflect the “work in progress” nature of the year long project. Final grades are assigned at the end of the second semester. Students are graded on both the intermediate and final products they deliver to their clients, and evidence of progressive learning processes that support course outcomes. 

Students will be graded
 on the following five products: 

	Credit-bearing Course Products 
	% of Grade
	Pts. Possible
	Pts. Earned

	1.  Project Assessment

Evaluative criteria: Completion of step-by-step task process; submission of product on time; clarity of formatting of information in the written report. 


	5%
	10

	

	2.  Research Proposal

Evaluative criteria: completeness; submitted on time; format clarity; reviewed by instructor and client supervisor.


	5%
	10
	

	3.  Literature Review

Evaluative criteria: # of sources (20+); quality of sources; conformity to APA style format; obtaining best sources (text purchase, on-line docs, inter-library loan, etc.).


	10%
	10
	

	4.  Professional Report
Evaluative criteria: Evidence of: mastery of the research issue/problem; comprehensive knowledge of the larger context of the study; sufficient knowledge of relevant literature; clear understanding of research methods appropriate to the study; ability to interpret data critically and to draw conclusions; understanding of the limitations of the research in making broad generalizations; writing quality (organization, formatting, content, clarity, conciseness, spelling, grammar, and persuasiveness); initiative and self-reliance (the ability to make decisions and take actions without always depending on the advisor). 


	60%
	50
	

	5.  Public Presentation

Evaluative criteria: organization of event; creativity in presentational techniques; clarity of oral presentation; persuasiveness.


	10%
	10
	

	Credit-bearing Course Processes
	
	
	

	6.  Participation in course activities 

Evaluative criteria: attendance, involvement in discussions as evidence of reading, acceptance of feedback, productive client interactions, complete self-evaluations.

	10%
	10
	

	Total:
	100%
	100
	


Grades will be calculated on a 100-point scale as follows: 

100- 90 points (A); 89-80 points (B); 79-70 points (C); 69-60 pts (D)
Your final grade is a reflection of a combination of your talent, effort and achievement, not effort alone. Different students may earn very different grades, even though they expend the same amount of time and energy. The meanings I attach to “A”, “B”, “C”, “D” and “F” grades are as follows: 

	A 
	Outstanding performance: virtually perfect attendance; always prepared for class with all preparatory reading and assignments completed; shows intrinsic interest in the course and subject; asks penetrating questions or offers thoughtful reflections; demonstrates exceptional intelligence and insight with unusual creativity; earns high scores on course assignments—usually the highest in the class. 



	B 
	Above average student in terms of attendance, preparation, attitude, initiative in asking questions, time management, and assignment quality.



	C
	Average or typical student in terms of attendance, preparation, attitude, initiative in asking questions, time management, and assignment quality.



	D
	Below average or atypical student in terms of attendance, preparation, attitude, initiative in asking questions, time management, and assignment quality — minimally passing in performance.



	F
	Repeat course.  Inadequate/insufficient performance.




VI.
Course Policies

Workload Expectations

Credit values for MATUL courses (including practitioner training courses) are calculated by equating one credit with what, in the professional judgment of faculty, should require an average of approximately 50 hours of “invested learning” activity (150 hours for a 3-unit course
). Successful completion of Integration Seminar earns 6 units of graduate credit and represents approximately 300 hours of deliberate and structured learning activities. Those activities include a wide range of educational practices, including participation in classroom-based presentations and discussions (“seat time”), self-guided reading, on-line and library research, community fieldwork, volunteer projects, report writing, and public presentations. 

Attendance Policy For Intensive Class

Attendance is expected at all scheduled sessions of the “classroom” phase of the course. If you are not present, you cannot contribute, and without your contribution the learning process for all suffers. Absences will each be penalized 5 pts for every missed morning or afternoon session, or 10 points for any missed day, unless they are verified as emergency medical circumstances. Students missing a particular session will be responsible for obtaining the information discussed during that session from a classmate. In the event that a scheduled seminar must be missed, students should contact the Instructor directly before the class meeting time and make arrangements for submitting any due assignments. 
Late Assignments

All assignments are due on the specified date. Assignments not turned in on this date will be penalized 10% of the total point value, and will only be accepted up to one week after they are due. This strictness regarding the submission of completed assignments is to guard students from procrastination and falling behind in their academic and field assignments.  

Academic Integrity

· The mission of the MATUL program and of each sponsoring institution includes cultivating in each student not only the knowledge and skills required for a master’s degree, but also the characteristics of academic integrity that are integral to Christian community. Those privileged to participate in the MATUL educational community have a special obligation to observe the highest standards of honesty and a right to expect the same standards of all others. Students assume responsibility for maintaining honesty in all work submitted for credit and in any other work designated by the instructor of the course.

· Some of the most noteworthy forms of academic misconduct are as follows: 

· Quoting directly or paraphrasing without acknowledging the source. 

· Submitting the same work or major portions thereof to satisfy the requirements of more than one course without permission from the instructor. 

· Receiving assistance from others in informational research or field data collection that constitutes an essential element in the undertaking without acknowledging such assistance in a paper, examination, or project. 

· Presenting the work of another as one's own. 

· Fabricating data by inventing or deliberately altering material (this includes citing "sources" that are not, in fact, sources. 

· Copying on examinations or acting to facilitate copying during an exam.

· Using prohibited materials, e.g., books, notes, or calculators during an examination. 

· Collaborating before an exam to develop methods of exchanging information and implementation thereof. 

· Acquiring or distributing an examination from unauthorized sources prior to the examination. 

· Violations of academic honesty may be heard by a discipline panel of the institution in which the student is a candidate for the MATUL degree. The sanction may include disciplinary probation or, in cases of academic dishonesty involving fieldwork assignments, the panel may recommend a failing grade for the assignment involved. 

VII.  Tentative Schedule
The Professional Project is undertaken by a student on behalf of a “client” (e.g. a public, private, or non-profit organization) that invites the student to help solve a problem related to their service within the slum community. The client may not be hypothetical: both the client and the student’s faculty advisor must certify the projects relevance, authenticity, and quality. The project can address any number of concerns, from community relations to policy analysis and program evaluation. Client organizations may be solicited for participation in the Professional Project by (1) receiving an independent project proposal directly from the student, or (2) by directly contacting the student or MATUL program director/dean with a research project idea that can be developed into a formal proposal. 

The successful completion of a Professional Project will require extensive involvement on the part of members of the client organization, and especially the person who agrees to supervise it. What will motivate them to dedicate staff time and resources to overseeing the completion of the project? Ultimately the student must produce a project proposal that is strong enough to persuade the organization to cooperate. The proposal must clearly articulate the value of the project to the client organization and provide an incentive for supervision. 

The first four all-day class meetings are designed to prepare students theoretically and practically for undertaking the field research for their Professional Project. The fifth meeting is held following the completion of the field research, and is designed to prepare students for the public presentation of their Professional Report.  

Day 1: Conceptual Frameworks

We begin the course by discussing field research as an approach to empowering slum organizations. We probe the role of “outsiders” (international and national) in gathering information with and on behalf of vulnerable populations. Emphasis is placed on “participatory” approaches that involves community stakeholders and validates their local knowledge. 

Preparatory reading
· Garau, Pierto and Elliott D. Sclar (2004). Interim report of the task force 8 on improving the lives of slum dwellers. Millennium Project Task Forceon Improving the Lives of Slum Dwellers. Available at: http://www.unmillenniumproject.org/documents/tf8interim.pdf
· Sung Sil Lee Sohng, Participatory Research and Community Organizing: http://www.interweb-tech.com/nsmnet/docs/sohng.htm
·  “Stories from the Grassroots”: http://www.pria.org/storygrassroot/story.htm
· Joseph Maxwell, Qualitative research design (Ch. 1 & 2) [25 pp]

Discussion topics
· Field research in the slums

· Quality-of-life challenges and the assets of urban poor organizations

· Partnerships and strategic priorities

· The planning and design of participatory research
· Slum organizations as research collaborators 

· Distinctive features of a participatory approach 

Assignment: Project Assessment
Prior to engaging a client organization, students should (1) become familiar with the range of potential organizations where a Professional Project might be carried out; (2) narrow their interest down to two or three organizations that they can explore project potential with; and (3) conduct an in-person assessment with each of these organizations. The assessment seeks to determine (a) the current mission of the organization, (b) how a professional project might advance their mission, (c) whether there is a gap in the work of the organization that a project might fill, (d) if there is a body of literature/data that could be accessed to support the project, and (e) what the project’s scope and objectives might be. Compile this information in a typed, 3-4 page report and bring it to Day 2 of class. Be prepared to summarize the information in a 3-4 minute oral presentation. 

Day 2: Mapping the Field Research Process

Once a client organization has been selected, research planning begins. Planning begins with a personal assessment of the primary research instrument – yourself! It then moves to formulating a clear research questions that address the needs of the client organization, are of interest to you as a researcher, and are do-able in the time that you and your collaborators have available. 

Preparatory reading
· Joseph Maxwell, Qualitative research design (Ch. 3, 4 , 5 & 7) 

· Danny Jorgenson, Participant observation (Ch 2) 

Discussion topics
· The conceptual context

· Experiential knowledge of slum realities (What has your experience taught you thus far?)

· Existing research on slum realities (What have published studies of slum realities taught you?)

In-class quick-write: Research Autobiography
What are your theoretical assumptions about research and how have they shaped your experiences as a community worker (e.g. educator, church leader, activist)? How have your experiences and formal study informed your understanding of slum realities? Briefly describe your journey as a “researcher” to this point in your life and your goals for the next phase of your development.

· Identifying the main concepts and variables in the subject area (e.g. economic development, gender equality, education, land rights, maternal and child health, political advocacy)

· The research process

· Consider your potential assets and liabilities as a researcher

· Find a focus of research 

· Define a single research question/problem

· Determine the methods for collecting information 

· Consider the ethical issues involved in field research

· Draft the project proposal

· The project proposal
· The research question (What do you want to understand?)

· The research methods (What will you actually do?)

· The project work plan (What timeline and deliverables do you anticipate?)
Assignment: Research Proposal
Draft a complete research proposal that can be presented to a potential supervisor within the client organization. The proposal “packet” should include the following three basic elements: (1) a cover letter that explains the student’s interest in working with the organization; (2) the actual proposal that includes (a) a proposal statement and key research question (i.e., what you hope to achieve), and rationale (why it is important to the organization and community); (b) a discussion of the participatory approach you plan to take, and the methods that will be used to complete the project; (c) a proposed timeline to complete the project, and the extent of supervision that the you will need to complete the report; and (3) a resume outlining the knowledge, skills, and abilities you possess that are relevant to completing the project. (Resume writing resources are available at: http://owl.english.purdue.edu/handouts/pw/). 
Proposals will be reviewed in small groups during the Day 3 meeting in order to receive feedback on ways to improve the organization, completeness, clarity, and do-ability of the research plan. Students will then submit a revised version of the proposal to the instructor within one week of the Day 2 meeting. Each person presents their work plan as dress rehearsal for presentation to and negotiation with the client. Students incorporate feedback into the proposal.
After receiving instructor approval, students set up a meeting with a prospective project supervisor to review the proposal and to recommend any further changes. The research proposal then receives signatory approval from the project supervisor, and an agenda is established for project completion. 
Day 3: Doing Fieldwork

Once the proposal has received instructor approval and supervisor acceptance, the next step is to consider how to go about collecting the types of information that will answer the main research question or problem. Primary emphasis will be given to discussing three of the most important sources of data: (1) other, similar studies that have been produced on the topic, (2) “participant observation” that immerses researchers into local situations in order to understand and document how things really are and not just what is said about what “is”, and (3) informal interviewing of persons in those situations in order to uncover “insider” perspectives related to the research question.  

Preparatory reading
· Danny Jorgenson, Participant observation (Ch 3, 4, 5, 6, 7, 8) 

· American Anthropological Association Statement on Ethics. Available online at: http://www.aaanet.org/stmts/ethstmnt.htm.

· Policy for Use of Human Subjects in Research. Available online at: http://www.bc.edu/research/meta-elements/pdf/IRB_Pol.pdf.

Discussion topics
· Gaining entrée to a slum setting 

· Participating in everyday life 

· Developing and sustaining field relations: Utilizing project guides and assistants

· Ethics and trustworthiness

· Observing and gathering data

· Informal interviewing

· Writing field notes

· Analyzing and theorizing

· Documenting the reality: Tape recording, word processing, photography, and video

Assignment: Literature Review

Searching for studies similar to your own (commonly known as a “literature review”) allows the reader to be brought up to date on the knowledge related to your topic and familiarizes the reader with any contrasting viewpoints. Beginning a literature review before starting field research allows you to see what has and has not been investigated, to identify data sources that other researchers have used, and to identify potential relationships between concepts and your primary research question, to identify researchable hypotheses. The work plan is refined and clarified as you review other studies and ask the following questions: 

· What is already known about the subject? 

· Are there any gaps in the knowledge of the subject? 

· Have areas of further study been identified by other researchers that I may want to consider? 

· Is there any consensus about the topic? 

· What aspects have generated significant debate on the topic? 

· What methods or problems were identified by others studying in the field and how might they impact my research? 

· What is the most productive way to carry out my research based on the literature reviewed? 

· What sources of information or data might be useful to me? 

The internet and various library-based electronic databases provide the means for searching for studies that can inform your own. (1) Complete the two tutorials below. (2) Complete an internet search (using Google Scholar) to locate 10-15 relevant studies. Maintain complete bibliographic information. (3) If your host institution (or another university in the city) subscribes to electronic databases, consult with the research librarian to identify the most appropriate databases for your search. Then use 2-3 databases to identify another 10 key studies. (4) Compile a bibliography (APA format) of 20+ relevant studies or reports. (5) Determine how you will obtain full-text copies of each through your host institution. Compile this information in a typed “literature review” report and bring it to Day 4 of class. Be prepared to summarize your findings in a 3-4 minute oral presentation.
· Internet searching tutorial: http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/FindInfo.html
· Electronic database searching tutorial: http://library.uwaterloo.ca/libguides/cdrom/introsrch_selection.html
Day 4: Writing the Professional Report (PR)

The Professional Report (PR) is a formal statement of the results of an investigation conducted on behalf of a community “client.” In the report situations are analyzed, conclusions drawn, alternatives considered, and recommendations made. Reports are concise and have a specific purpose and structure. They are primarily used to share information and to make decisions. A good report does not require readers to reread to understand the point. Information is presented clearly and coherently in a well-structured format. Readers can take in the information quickly, at twice the speed of listening, without having to reread the document. In this way a PR is different from an essay which explores theoretical ideas at a much higher level of abstraction. 

The PR is presented in writing and orally. The written PR is approximately 20-30 pages in length plus appendices and substitutes for the traditional thesis. In writing the PR, the student is expected to demonstrate a firm grasp of how the knowledge and abilities acquired as a MATUL fellow can be applied to enhance the capacity of slum organizations. Although the nature and structure of a PR is informed by the professional protocol of the client organization, the faculty advisor’s role is to ensure that its quality is equivalent to that of a conventional thesis. As such, the faculty advisor may, at their discretion, recommend supplementary reading, research and analysis to augment the quality of the PR and to ensure that the academic objectives of the Professional Report are met. 
Preparatory reading
· University of Canberra, “Report Writing”: http://www.canberra.edu.au/studyskills/writing/reports
· Writing research reports: http://owl.english.purdue.edu/workshops/hypertext/reportW/index.html
· Model Professional Reports in International Development: http://www.utexas.edu/lbj/policyareas/international/prs.php
Discussion topics
· Academic style (What is academic English? What report writing skills are needed?) 

· Report writing Structure (Abstracts, executive summaries, data commentary, conclusions and recommendations)

· Observation Notes and Case Studies 

· Report writing (planning, sentence and paragraph structures) 

Written Presentation

To a large extent, what makes the report “professional” is its presentation. An attractively-presented report written in an objective, factual style which is easy to read is more likely to achieve its purpose than a report that does not meet these standards. 

· Headings should be clear, meaningful, and follow a logical order so that the reader can interpret them correctly and find information quickly. 

· Layout of text. Closely typed long paragraphs should be avoided. The text should be broken up and present a neat, well-shaped layout with headings, sub-titles and indentations. It should be at least 1½ spaced, using a 12 point font, and include electronic page #s. 
· Binding. The report should be neatly bound in a format that makes it easy for the reader to consult. The standard binding for an assignment is a colored assignment folder which holds the work together with metal prongs or a spiral binding. Simple plastic envelopes should not be used to submit work. The title of the document should be clear. 

· Numbering. In long reports paragraphs are often numbered for easy reference. It is most usual for the decimal numbering system to be employed (2, 2.4, 2.4.1, 2.4.2 etc.). 

Components
Although the actual organization of the PR should be discussed with the project supervisor, it typically includes a standard pattern of presentation. This allows the document to be easily consulted for information, almost like a recipe book. 

1. Title Page. This should be on a separate sheet. The title should help people who have to identify and retrieve the report (e.g. for filing), and should not resemble the title of another report. With the title should be the name of the author and the date of completion. The appearance should be neat, uncluttered and businesslike.
2. Executive Summary/Abstract.  This should be written separately from the report. It gives a brief (1-2 page) and factual survey of what is contained in the report itself with the material summarized in the same order. It should give readers enough information to assess the importance of the material and its relevance to them.
3. Table of Contents. This should be on a separate sheet of paper listing the contents chronologically by page number. The titles of each section should make it informative.
4. Introduction. The introduction to the report answers the “wh” questions: what the subject is, why the research was undertaken, where, and how. It should also introduce the actual content of the report (it is a common mistake for students to use the introduction to introduce the topic, rather than what follows in the text). Take care to avoid giving the conclusions in the introduction. It is most effective when it gives the reader an initial frame of reference and necessary background to assist comprehension. 

5. Main Text. This is often divided into numbered sections with appropriate and informative headings. The sequence should be logical, although not necessarily chronological. The body of the report should contain a description of all investigations carried out, a statement of facts discovered, clear arguments and opinions arising from the investigations and the facts uncovered by them. Any illustrations related to the text should be placed where they make numerical or descriptive information easier to understand and remember.
6. Conclusions.  These should be firm, unqualified statements summarizing the findings and inferences of the sections of the main text. No new ideas should be introduced at this point, but it is acceptable to hint at recommendations.
7. Recommendations. Recommendations should be stated with the readership in mind. There is no need to justify them. That should already have been done.
8. Acknowledgements. This section may come after the title page. It should give credit for personal help given, stimulating and influential ideas, and permission to quote from unpublished work.

9. References and bibliography. References to publications (and interviews if appropriate) used in the text should be listed in a separate References List. A separate bibliography may also be included to cite all material used in putting together the work (whether these were referred to in the main text or not). Students should follow APA format for any in-text citation and bibliographic entry (see http://webster.commnet.edu/apa/index.htm or http://owl.english.purdue.edu/owl/resource/560/01/). 
10. Appendices. Appendices contain relevant detailed and/or descriptive information which are likely to be of interest to the reader and support the conclusions, but would interrupt the flow of the argument if included in the main text. Be careful not to overload these.
After completing a final spell- and grammar-check on the entire document, students submit one (1) bound copy of their Professional Report, and one (1) electronic copy of their Professional Report on CD to their academic advisor. Both the bound and electronic copies of the PR must be submitted to the faculty advisor within two weeks of graduation.

Assignment: Professional Report
The extended period of time between Day 4’s class meeting and the Day 5 meeting is dedicated to continuing independent field research and report writing the PR. During this time make sure that your client organization and/or academic advisor’s ability to supervise your project is consistent with your needs. Some students require clear structure, firm deadlines, and extensive supervision. If they are engaging in a project that utilizes unfamiliar methods, they also may need procedural advice. In either case, it is ultimately the student’s responsibility to keep their instructor-advisor and client supervisor updated on their progress. It is recommended that students meet with their advisor and/or check in with their client supervisor at least every two-three weeks (if they are not interning with the client organization). This means that the faculty advisor and project supervisor must be willing to invest a significant amount of time into the project. The faculty advisor, in particular, must be available and willing to review completed sections of the report and give expert, timely feedback on the work. 
Day 5: Communicating Findings

Once the written PR is completed, and it has been submitted to your academic advisor and client supervisor, you prepare for the finale of the research process: the oral communication of findings to one or more community groups. The final class session (Day 5) will review potential audiences and the most appropriate techniques to use with them. 
Preparatory reading
· “How to Deliver a Report without Getting lynched”: http://www.asktog.com/columns/047HowToWriteAReport.html
· Effective Oral Presentations: 

· http://www.kumc.edu/SAH/OTEd/jradel/effective.html
· http://www.io.com/~hcexres/textbook/oral.html
· http://www.projectorreviews.com/effectivepresentations.php
Discussion topics
· Presentation Skills (structuring a persuasive presentation, effective openings and closures)

Assignment: Public Presentation
Work with your client organization to plan a public presentation of yoru research findings. The presentation can creatively combine audio, video, graphic, and oral elements.
VIII.
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· Francis S. (1994). PALM in slum improvement projects: a training experience from India. RRA Notes, 21, 36-40.
· Gonsalves, J. et al. (Eds.). (2005). Participatory research and development for sustainable agriculture and natural resource management: a sourcebook, 3 volumes. Los Baños, Philippines: International Potato Center-Users' Perspectives with Agricultural Research and Development, and Ottawa, Canada: International Development Research Centre. [In the practical and multicultural tradition of the International Development Research Centre, practical applications in the developing world are addressed.  The three volumes, each of about 30 chapters, in turn address understanding (volume 1), enabling (volume 2) and doing (volume 3) participatory research and development.]
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· Mitlin, D., & Satterthwaite, D. (Eds.). (2004). Empowering squatter citizen: Local government, civil society and urban poverty reduction. Earthscan Publications. [The core of the book is case studies of innovative government organizations (in Thailand, Mexico, the Philippines, and Nicaragua) and community-driven processes (in India, South Africa, Pakistan, and Brazil) that show new ways to address urban poverty. They show that poverty reduction in urban areas is as much about building competent, accountable local organizations as about attempting to improve incomes. It involves strengthening and supporting the organizations formed by the poor or homeless to be able to develop their own solutions and to negotiate better deals with the organizations delivering infrastructure, services, credit, and land for housing.]
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�We have used transformation throughout the degree, so perhaps a better word


�Lee, Jessie, is this what you would call this in your cultures?


�Lee, how does this mesh with your other additional research courses?


�Is there a requirement that they be official faculty memebers of the institution or of the AMATUL program and do they need the doctoral qualification for this?


�The critical step timewise seems always the obtaining of ethics approvals for research.


�This also should include a comment on ethical issues


�Jessie/Grace, would these categories below and the nature of grading be acceptable to your Dean.  Please ask him on my behalf, as this falls under his area of responsibility, and I think he would probably be very happy with this.


�Rich, after enoromous woing and froing, the other two schools have finally come up with 120 hours as their standard, with the critical issue (the only one he authorities measure) being class-contact time.  Are you sure you are right with the 150 hours – I have always understood US standerds to be 4 units x10 =3 sem units x13 =40 hours classroom time + 2x that in research and writing =120 hrs  However in the English based contexts, the thesis usually expected to consume considerably more  time than this, though that is never stated anywhere.


�Grace, Lee, Jessie, what are local texts that should be included here?  What is used in existing research courses and what is available in your libraries/  No point to have lots of texts that noone can access.    Also check with Corrie and Jun Manalo who are up with these fields, and what is out there specifically related to urban studies approaches. 


�Rich, Given the scarcity of resources, for each course we need to identify 20-30 one chapter readings that can be scanned and included on CD’s.  Alternative, we identify the 10 key books for each subject and keep working to get our master list of 330 books for the degree that each school needs to buy – difficulty is coming up with consensus to limit this. Plus they need to use indigenous materials.
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