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•	 establishment of a framework to identify and evaluate the potential 
university-level learning of individual project team members and how that 
learning might impact on others

•	 identification of any potential project knowledge gaps
•	 the project plan and key milestones against which progression can be as-

sessed and quality assured

Note: You will also need to consider any issues of ethics.

Information Sheet 3 – Reporting Project Learning

Leading
Communicating

Motivating
Negotiating

1. Planning
= 

organisation

What action?
With what?
How long?

When?
Who?

Data
Relevant
Credible
Timely

Understandable

Data
Measure
Record
Collate
Analyse

Doing 
=

Project outcome

2. Implementation
=

project activity

3. Monitoring
=

 data collection

4. Managing
= 

review, re�ect, report

Figure 1: Example of project cycle*

*Adapted from Baguley, P, 1999, Teach yourself project management, London: Hodder & Stoughton (reprodu-
ced from the IWBL project handbook)
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Evidence of the wide ranging learning you have gained during your project 
needs to be explained to us, and you can choose how to present the most ap-
propriate written report for your organisational project to submit to Middlesex 
University for assessment. 

Two report types are proposed below, but you can also use your own preferred 
style. In all cases, however, you will need to provide evidence, or a product. You 
will also be asked to give an oral presentation of your project which is intended 
to give an overview of the main themes, approaches to professional enquiry, and 
outcomes.
1.	P roject product and Critical Commentary

You can submit a “product”, for example, procedural handbook, business plan, 
or artifact and a critical commentary which explains the purpose of the product, 
how it was developed and how it will be used. Please include a title page (see 
project no.2 below for details).
Introduction
Give the work context and your position. What was the background to the 
creation of the product, what need/opportunity was the product a response to?
Terms of reference
What was the specific aim of the product, what objectives did you have to address 
in order to produce the product?
Product development
How was the product developed? What research and development activity un-
derpinned the creation of the product? What was your role, how did the product 
development draw upon/extend your knowledge and skills? What resources 
were involved?
Use of the product
If the project includes a pilot or actual use of the product, how has the use been 
planned, how has feedback been received and how has it been evaluated? If 
changes have been made, what are they and why are they required? 
Conclusions and recommendations
What is the outcome of your evaluation of the product and how will it inform 
future use/revision of the product? Reflect upon your personal and professional 
learning from the development and use of the product you have created.
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2.	P roject report with chapters
Title page 
Title of project (preferably up to 20 words), your name, student number, module 
code, month and year of submission, and keywords.
Contents page 
This is easy to add at the end, but if you are having difficulty getting started you 
might want to do the contents page first using the standard chapter headings 
and then add the page numbers later.
Summary 
This should take the style of an executive briefing explaining in outline what the 
project was about, the main approach used and major conclusions and recom-
mendations. There should be no new material in the summary. The summary 
can only be written after all the main chapters and should be about 250 words.

Chapter 1: Introduction 
Put your project into a wider work context by explaining its relevance to you and 
the organisation, identifying the main themes or problems you are inquiring 

Analysis type Categories

SWOT

STEP

PEST

STEPELI

PESTELI

strengths, weaknesses, opportunities and threats

Social, technological, environmental and political

Political, environmental, social and technological

Social, technological, environmental, political, ecological, legislative and industry

Political, environmental, social, technological, ecological, legislative and industry

Figure 2: Examples of analytical frameworks
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into, and remembering to identify any collaborative aspects. The introduction 
may be about 5 per cent of your report.

Chapter 2: Terms of reference/objectives 
This sets out the specific aims and objectives of your project and the terms of 
reference and the boundaries you are operating within. It should include a state-
ment of your professional inquiry approach which is different to the aim and 
objectives. This chapter need not be long (about 10 per cent of the report) but 
should be highly focused.

Chapter 3: Professional inquiry approach 
This describes and critically justifies your choice of inquiry approach and any 
data collection techniques required to conduct your project. Remember to in-
clude a discussion here of how you deal with issues of a confidential or ethical 
nature. Where appropriate discuss how ‘triangulation’ of methods reinforces the 
validity of the findings, and support your reasoning with any relevant reading. 
This chapter should account for approximately 20 per cent of your report.

Chapter 4: Project activity 
This describes and analyses what you did, and what helped or hindered the 
activities. It is important that you critically discuss the processes of conducting 
the project as well as the content. This can be written concurrently while you are 
conducting the project process but review it before final submission as reflection 
upon it will increase the learning you gained. This chapter is likely to amount to 
20 per cent of your report.

Chapter 5: Project findings 
Your project results should be presented with a full analysis and evaluation of 
the outcomes and how these impact on your organisation. If you are presenting 
a lot of numerical data please include a visual representation (eg graph) of major 
results. Reflect on what you have learned personally and professionally as a result. 
This is likely to be your longest chapter, approximately 30 per cent of your report. 

Chapter 6: Conclusions and recommendations
Your conclusions must be clearly drawn from your project results. Address the 
terms of reference/objectives you set out in chapter 2. Recommendations should 
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arise from the project and should normally be directed to your organisation 
and other appropriate stakeholders. This chapter (approximately 15 per cent of 
your report) should be clear, succinct and encapsulate the important issues and 
outcomes of your project.

References and bibliography

If you need further guidance on writing your project, there are a number of 
project management books and websites for reference and you will also probably 
be able to draw on your organisation’s experience and documentation. 
References and bibliography must follow the Harvard system. Make sure that 
you reference all the sources consulted within the main text as well as in a list 
at the end of your report. The bibliography is a list of sources you have read 
but not quoted from in your text and should include any electronic sources and 
information retrieved from the internet.

Use numbered footnotes or endnotes to add additional relevant information 
if required. 

Appendices can be used to support and evidence the depth, as well as the 
breadth of your learning and activity throughout the course of your project.

Words needed by 
project type

Product +critical 
commentary

Standard project 
report

20 credits

2000 3000 4000 6000

12000800060004000

30 credits 40 credits 60 credits

Table 2: Recommended word count by project type and size
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Project report presentation

The report should normally be presented in a hard binder that has a spine, for 
example, a ring binder. Write the title (no more than 20 words), module code, 
and your name on the spine. You should also provide three keywords for use on 
our database. The first word should indicate an occupational area where possible, 
such as ‘construction’ or ‘management’; the other two words should indicate the 
content of the project, for example, ‘information technology’ or ‘performance’.

The recommended word count is dependent on the type and size of project – 
shown in Table 2.
Information Sheet 4 - Ethical Considerations
Introduction

When writing your project report for academic assessment, you need to demons-
trate how you have addressed any ethical issues that might be relevant to your 
project. For example, consider current legislation and how your project operates 
within those parameters, and evaluate the potential effect your project might 
have on members of staff and key stakeholders. Your organisation will proba-
bly also have a system of policies, practices and protocols including values and 
codes of conduct that you normally adhere to, so you will need to make these 
explicit in your report.

If you want to find out more about ethics, there are several recommended 
texts in the appendix on bibliography, and, of course, you can consult books and 
publications on pertinent ethical issues associated with your particular project 
and its unique context.

Additionally, please make sure that you adhere to any relevant national or 
international legislation, if your project takes place outside the United Kingdom.
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Negotiating access and consent

Informed consent is required for all participants in your project and report from 
your own organisation as well as from other stakeholders, and it may be worth 
requesting this in writing. Negotiating with participants is an important part 
of the ethical process, so establish clear protocols about expectations, activities 
they might be involved in and the amount of time required, particularly if this 
is beyond their normal activities. Consider the power dynamics of working with 
clients, colleagues or subordinates, and how your collaborators will impact on 
your project. Establish good communication lines to keep all stakeholders infor-
med as you need to have their good will and support.
Anonymity and confidentiality 

In your project inquiry you may need to assure colleagues and other participants 
of confidentiality and anonymity in the conduct and write-up of your project 
and undertake not to reveal anything of a personal or compromising nature. If 
you intend to use information that is in any way sensitive, seek permission to 
use it from the originator and/or the organisation as appropriate. Do not reveal 
the real name of people or places unless you have specific permission to do so. 
Your responsibilities regarding the rights of participants
•	 Inform all interested parties of what you are doing from the start.
•	 Ensure that participants are comfortable with procedures and are always in 

full command of their own involvement in the project. 
•	 State that the purpose of the written part of your project is part of your 

degree or diploma.
•	 Inform participants of the objectives of the study and what is to be done 

with the information that they provide. 
•	 Tell the participants whether or not they will receive a copy of the final 

project. Consider the cost and time implications before you promise to do 
any of these things. 

•	 Produce regular progress reports for interested parties and make them 
easily available. 

•	 Carefully consider each part of the research and development process and 
its possible impact on others.
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Middlesex University is committed to using spoken, written and visual language 
which avoids sexism and racism or language offensive to those with a disability. 
As a student of the university you should follow this guide in your interactions 
with others and in your written material

Publication/dissemination and intellectual property rights

Projects from University degrees are kept in the library at Middlesex University 
and are considered to be in the public domain as are publications which may 
arise from the project. The copyright rests with the student and/or employer de-
pending upon their contractual conditions of employment (Generic university 
information was provided here).

Information sheet 5 – Evaluation and Assessment of your 
Project Report

Demonstrating capabilities

University assessors will expect you to demonstrate a range of practical, me-
thodological, and intellectual capabilities that you have applied in your focused 
activities throughout the project, so make sure that you include the following 
core features in your report:
•	 demonstrate if the project was individual or collaborative in its concep-

tion and realisation, clearly identifying any consultation, teamwork and 
autonomy

•	 justify the particular approach you used for your professional inquiry 
•	 explore what is being generated through your project using analysis, evalu-

ation, and critical thinking 
•	 identify and evaluate the specific features of your project
•	 critically evaluate the overall impact of your project and its outcomes
•	 identify your learning and show how it aligns with that of the organisation
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Interim evaluation
 
The written reports are marked against the University’s WBL learning 
outcomes and assessment criteria. Feedback on your project report will be 
given to you by the university consultant or academic advisor at the one-third 
and two-thirds completion stages. Email a copy of your work, and please allow 
10 working days for feedback.

Once the agreed project milestones have been reached, the designated uni-
versity consultant and/or academic assessors will work with the individual 
members of the project team to help identify the learning and give feedback on:
•	 interim outcomes mapped v. the project objectives and strategic aims 
•	 interim achievements of individual team members and learning mapped 

against the university’s Learning Outcomes Framework and recommenda-
tions made to supplement any perceived shortfalls

Final project evaluation

At project completion, the project team and the designated university 
consultant and/or academic assessors will benchmark the final internal 
organisational evaluation, giving feedback on:
•	 final outcomes mapped v. the project objectives and strategic aims 
•	 oral presentations of individual team members’ final achievements and 

learning mapped v. the university’s Learning Outcomes Framework
Completed portfolios of learning and evidence will be assessed by the IWBL, 
and appropriate awards made to the team members.

NB: Appendices to the information sheets included recommended reading and 
the assessment criteria used to evaluate the projects.
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Assessment Criteria and Suggested Evidence

Level 4 Level 5 Level 6 Level 7

A1 Identi�cation and appropriate use of sources of knowledge and evidence

Identi�cation and 
appropriate use of sources 
of knowledge and 
evidence will be within a 
very familiar context

Evidence of how you 
have used sources of 
knowledge you are 
familiar with to 
undertake your project

Identi�cation and 
appropriate use of sources 
of knowledge and evidence 
may be within a familiar 
context but will be largely 
self directed

Evidence of how and why 
you have selected and used 
the speci�c sources of 
knowledge you are 
familiar with to undertake 
your project 

Identi�cation and 
appropriate use of 
sources of knowledge 
and evidence will be 
wide ranging and critical

Evidence of how and why 
you have selected and used 
sources of knowledge which 
you might not normally be 
familiar with to undertake 
your project 

Identi�cation and 
appropriate use of 
sources of knowledge 
and evidence will be 
wide ranging, critical 
and o�en innovative

Evidence of how and 
why you have selected 
and used sources of 
knowledge which you 
might not normally be 
familiar with and 
critically evaluated their 
contribution to your 
project and why, for 
you, this is an 
innovative use of 
sources
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Level 4 Level 5 Level 6 Level 7

A2 Selection and justi�cation of approaches to task

Selection and approaches 
to task will show some 
consideration of 
alternative approaches

Selection and justi�cation 
of approaches to 
task/problem will o�en be 
self directed and involve 
recognition of a range of 
options from which a 
justi�ed selection is made

Selection and justi�ca-
tion of approaches to 
task/problem will be 
self-directed and involve 
recognition, articulation 
and critical evaluation of 
a range of options from 
which a justi�ed 
selection is made

Selection and 
justi�cation of 
approaches to 
task/problem will be 
self-directed and 
involve recognition, 
articulation and critical 
evaluation of a range of 
options from which a 
justi�ed selection is 
made based upon a 
reasoned methodology 

Evidence: Show why you 
have chosen the approach 
you have for tackling the 
project task and describe 
what other alternative 
approaches you might 
have taken

Evidence Show why you 
have chosen the approach 
you have for tackling the 
project task and justify why 
this approach was selected 
in preference to alternative 
ways of tackling the task

Evidence Show why you 
have chosen the approach 
you have for tackling the 
project task & critically 
evaluate why each of 
possible alternatives were 
not appropriate

Evidence Describe what 
is your underpinning 
research methodology 
for selecting the 
approach you have for 
tackling the project task 
and justify how this has 
enabled you to select 
approach you have while 
rejecting alternatives

Level 4 Level 5 Level 6 Level 7

A3  Ethical understanding

Ethical understanding is 
likely to be context 
speci�c and may be 
con�ned to application of 
a prescribed code

Evidence of how you 
have adhered to a 
prescribed code of ethics 
undertaking your project

Ethical understanding is 
likely to be context 
speci�c, where appropriate 
prescribed codes will be 
understood and applied

Evidence of how you have 
adhered to appropriate 
codes of ethics in 
undertaking your project

Ethical understanding 
will span a range of 
contexts, where 
appropriate prescribed 
codes and their rationale 
will be fully understood 
and routinely applied

Evidence of how you have 
adhered to codes of ethics 
that span a range of contexts

Ethical understanding 
will span a range of 
contexts, where 
appropriate prescribed 
codes and their 
rationale will be 
critically understood 
and sensitively applied

Evidence of how you 
have adhered to and 
critically evaluated 
codes of ethics that span 
a range of contexts
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Level 4 Level 5 Level 6 Level 7

B1 Analysis and synthesis of information and ideas

Analysis and synthesis of
information and ideas 
will be su�cient to 
present an argument

Evidence of how you 
have analysed data you 
have collected and put 
it together in such a 
way as to support your 
conclusions

Analysis and synthesis of 
information and ideas will 
be su�cient to indicate 
further areas for 
development

Evidence of how you have 
adhered to appropriate 
codes of ethics in 
undertaking your project

Analysis and synthesis of 
information and ideas 
will be su�cient to make 
judgments and derive 
principles to guide 
further action

Evidence of how you have 
analysed data collected, put 
it together and come to 
conclusions that lead to 
recommendations for 
further action

Analysis and synthesis 
of information and 
ideas will result in the 
creation of knowledge 
of signi�cance to others

Evidence of how you 
have analysed data 
collected, put it together 
and come to conclusi-
ons, and created new 
knowledge that will be 
of signi�cance to others

Level 4 Level 5 Level 6 Level 7

B2 Self-appraisal/re�ection on practice

Self appraisal/re�ection 
will be evident with 
awareness of implications 
for own learning

Evidence that you have 
re�ected on what you 
have done and 
recognised implica-
tions for your own 
learning

Self appraisal/re�ection on 
practice will lead to 
valuable insights/ 
enhanced awareness of 
own personal and 
professional practice

Evidence that you have 
re�ected on what you have 
done and learned lessons 
a�ecting your own 
personal and professional 
development

Self/appraisal re�ection 
on practice will lead to 
signi�cant insights 
impacting upon personal 
and professional 
development

Evidence that you have 
re�ected on what you have 
done and as a result 
recognised how your 
practice might be di�erent in 
future

Self appraisal/re�ection 
on practice will lead to 
signi�cant insights 
which are likely to 
make a lasting impact 
upon personal and 
professional understan-
ding

Evidence that you have 
re�ected on what you 
have done and how this 
has made you think 
di�erently about your 
future practice



� 87

Level 4 Level 5 Level 6 Level 7

B3 Action Planning leading to e�ective and appropriate action

Action planning leading 
to e�ective and 
appropriate action will be 
in a prescribed context 
and may be personal or 
have some impact on 
others

Evidence of planning 
what action you might 
take within the speci�c 
context encompassed 
by your project which 
also recognizes impact 
on others

Action planning leading to 
e�ective and appropriate 
action may be wide 
ranging and involve the 
work of others in a 
prescribed context

Evidence of planning what 
action you might take 
within the speci�c context 
encompassed by your 
project which is both wide 
ranging and involves the 
work of others

Action planning leading 
to e�ective and 
appropriate action is 
likely to be complex and 
impact upon the work of 
others

Evidence of planning what 
action you might take may 
be complex and impact on 
the work of others

Action panning leading 
to e�ective and 
appropriate action is 
complex and is likely to 
impact upon the work 
of others

Evidence of planning 
what action you might 
take will be complex 
and impact on the work 
of others

Level 4 Level 5 Level 6 Level 7

B4 Evaluation of information and ideas

Evaluation of information 
used to plan and develop 
practice within a familiar 
context

Evidence that you have 
evaluated information 
concerning your 
project in planning 
further action within 
context encompassed 
by your practice

Evaluation of information 
involves recognition of 
alternatives in practice 
within a well de�ned 
context

Evidence that you have 
evaluated information 
concerning your project & 
considered alternative 
approaches in planning 
further action within 
context encompassed by 
your practice

Evaluation of informati-
on and ideas involves 
critical appraisal and 
justi�cation of alternative 
strategies within a range 
of contexts

Evidence that you have 
evaluated information & 
ideas concerning your 
project & critically appraised 
alternative approaches in 
planning further action in 
contexts that extend beyond 
the scope of your project

Independent and 
critical analysis 
concerning alternative 
approaches; can justify 
evaluations as 
constituting bases for 
improvement in action

Evidence that you have 
evaluated information & 
ideas concerning your 
project & critically 
appraised alternative 
approaches on the basis 
of which you justify 
taking action to improve 
practice
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Level 4 Level 5 Level 6 Level 7

C1 Application of Learning

Application of learning is 
likely to be highly context 
speci�c

Evidence that you have 
applied your learning 
within the speci�c 
context encompassed 
by your project

Application of learning 
beyond a speci�c context

Evidence that you have 
applied your learning 
beyond the speci�c 
context encompassed by 
your project

Application of learning 
in a number of contexts

Evidence that you have 
applied your learning not 
just beyond the speci�c 
context encompassed by 
your project but in a number 
of other contexts too

Application of learning 
will go beyond speci�c 
contexts

Evidence that you have 
applied your learning to 
situations and contexts 
far removed from the 
speci�c context 
encompassed by your 
project

Level 4 Level 5 Level 6 Level 7

C2 E�ective Use of Resources

Use of resources will be 
e�ective within a familiar 
context

Evidence that you have 
used resources 
e�ectively in the 
context encompassed 
by your project

Use of resources will 
normally be self-directed 
and e�ective within a 
familiar context

Evidence that you have 
used resources e�ectively 
in the context encom-
passed by your project

Use of resources will be 
e�ective and wide 
ranging

Evidence that you have used 
resources e�ectively in a 
wide range of contexts

Use of resources will be 
wide ranging and 
e�ective and is likely to 
impact upon the  
work of others

Evidence that you have 
used resources 
e�ectively in a wide 
range of contexts and 
that their use has 
impacted upon the work 
of others
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Level 4 Level 5 Level 6 Level 7

C3 E�ective Communication

Written communication 
is coherent and organised 
and may focus on a 
familiar context

Evidence that the 
write-up of your 
project is coherent and 
organised

Communication in writing 
and orally is coherent, 
organised and demonstra-
tes application of 
knowledge and understan-
ding

Evidence that you have 
communicated in writing 
and orally outcomes of 
your project coherently 
and in well organised 
fashion which demonstra-
tes the extent of your 
knowledge and understan-
ding

E�ective communication 
both in writing and 
orally will be clear, 
concise and persuasive

Evidence that you have 
communicated the outcomes 
of your project clearly, 
concisely and persuasively in 
both written and oral form

E�ective communica-
tion both in writing and 
orally will be in 
appropriate format to 
appeal to a particular 
target audience and will 
be clear, concise and 
persuasive

Evidence that you have 
targeted a particular 
audience for communi-
cating outcomes of your 
project and have 
communicated 
outcomes in a clear and 
concise way which is 
persuasive to this target 
group

Level 4 Level 5 Level 6 Level 7

C4 Working and learning autonomously and with others

Working and learning 
autonomously and with 
others will be in a 
familiar context and may 
contribute to e�ective 
team working

Evidence that your 
learning and actions 
arising from your 
project have contribut-
ed to the e�ective 
working of your team

Working and learning 
autonomously and with 
others will o�en be in a 
familiar context and may 
in�uence e�ective team 
practice

Evidence that your 
learning and actions 
arising from your project 
have in�uenced the 
practice & working of your 
team

Working and learning 
autonomously and with 
others or within a team 
may span a range of 
contexts and is likely to 
challenge or develop the 
practice of others

Evidence that your learning 
and actions arising from 
your project have 
challenged/ developed the 
practices of others

Working and learning 
autonomously and with 
others and /or within a 
team will span a range 
of contexts, o�en in a 
leadership role and is 
likely to impact upon 
personal and professio-
nal understanding

Evidence that your 
learning and actions 
arising from your 
project have had an 
impact upon the 
professional understan-
ding of your 
colleagues/others
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1. Clarity and appropriate section/ordering of materials 
(identi�es context, central themes, approaches and 
rationale for the outcome/s and impact)

2. Ability to convey the essence of the project, 
enlarge and deepen assessors’ understanding.

3. Ability to respond to questions. (authenticity 
and depth of understanding)

a      b      c     d     e 

a      b      c     d     e 

a      b      c     d     e 

Main Strength:
Main Weakness:
General Comments:

Module Code:
Level:
Student Name:
Student Number:

First Assessor

Name Proposed Grade

Second Assessor

Overall Agreed Oral Grade
(to be completed by �rst assessor)

Appendix 3.1 – Standard Academic Oral

Presentation Assessment Sheet

Outline of Project Oral Presentation Assessment Sheet

NB: The oral grade can confirm the grade for the written work, raise or lower it by one grade.

NB: You are not evaluating the presentation skills but rather the content of the project and 
what it is essentially about in relation to the relevant Level descriptors.
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Name:
Date:
Position in Company:
Module Code:
Student Name:
Student Number:

Appendix 3.2 - Oral Organisational 	

Presentation Assessment sheet //  INSTITUTE FOR WORK BASED LEARNING // Client Project Oral 

Assessment Sheet

From what you have learned from this presentation about the project’s 
outcomes what contribution will it/could it make to the organisation?
 Several attempts have been made by our company to put in place a clear and 
precise system of recovery a�er a fall from height or a rescue from a tower 
crane. As this is a complex area many discussions have been held with our 
clients in the approach and methods we were adopting. �is presentation has 
outlined the procedures to be undertaken for a rescue from a fall from height or 
a rescue from a tower crane using equipment that has been assessed for its 
suitability of ease of use.
�e rescue procedure will be used by the company providing us with an 
excellent recovery plan in the event of a fall from height and may well lead to 
the saving someone’s life.

What are the project’s strengths?
 �e project gives the type of equipment to use, the personnel who should be 
trained in its use and an easy to understand step by step guide through the 
rescue procedure. �e clarity in the explanation of the rescue is a major plus in 
understanding how a rescue is achieved. �e presentation also provided the 
medical e�ects that a fall can have thereby increasing awareness as to how 
serious this can be if a rapid rescue is not carried out.

What gaps emerged for you which need to be investigated further?
 How the assessment of those to be trained is to be carried out to �nd out how 
they would react in a rescue situation at height. 

Recommendations for future action
 �e next step is for the publishing of the handbook, the purchase of the 
equipment and the training of the operatives. �e published material will also 
be used in company marketing material and at client presentations. 

Other comments
 �e project chosen is a current topical problem, which the company has been 
seeking a clear way forward for some time. A clear understanding of the subject 
has been shown and delivered in a methodical manner considering the need for 
necessary training and the e�ects a fall can have on a person.

WBS4861 Level  7
Managing Director
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Education – or more comprehensively, learning – as 

well as research and development are core prerequi-

sites for innovation. To become effective in practice, 

learning and R&D activities need to be intricately in-

tertwined with real-life work settings, to promote and 

make use of innovation processes in these real-life 

settings. Work Based Learning and related learning 

environments are proposed as paradigmatic instru-

ments to establish and reinforce these links between 

learning, R&D, and innovation, with a special empha-

sis on small and medium-sized enterprises (SME).


