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Introduction
The purpose of this Guide is to provide a simplistic and systematic method to conducting Civilian Human Resource studies.  It is a framework for approaching review of a specific issue, and/or for working a project.  Step-by-step instructions are provided for designing a study beginning with framing the appropriate question through communicating the results.  CHR resources within Army are also provided, with brief descriptions, to aid in successful study design.   

HR studies often investigate how groups and individuals influence and are influenced by an organization’s management, practices, and policies.  Factors of study may include recruitment, selection, placement, promotion, assessment, appraisal, alignment, competency gaps, training, development, staff turnover, employee satisfaction, etc.  In all, however, HR studies somehow involve an examination of people issues in the workplace. 

HR Specialists have evolved from personnelists, responsible for administrative processes, to problem solvers, risk managers, recruiters, and most importantly, advisors to managers.  The Chief Human Capital Officers Act of 2002 holds managers and HR Specialists accountable for efficient and effective human resources management in support of the agency’s mission.    With the onset of new initiatives, such as the National Security Personnel System (NSPS), CHR work will continue to evolve.  This new era will force CHR experts to become adept at strategic and critical thinking as they become responsible for human capital planning.  As DOD enhances its performance management system, CHR studies that capture measurable and observable agency and individual performance results will become increasingly more critical.     
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Step one:

Frame the Question
1. What is the purpose of the study/What are you trying to achieve?  

How a problem is stated will determine the kinds of data to be collected, the sources of data, the analyses that will be necessary in trying to answer the question, and the conclusions that will be drawn.  If the purpose of your study is to provide information, your research design will be different than a study attempting to capture why something is happening.

Examples:

Descriptive Question:  How do graduates seek out and find jobs in the community?

Purpose:  to provide information
Causal Question:  Why do some graduates find jobs and others not find jobs? 
Purpose:  to find the reason why something is happening 
2. Are your objectives specific and measurable?  
Objectives should be measurable and specific so that it can be determined if the study’s purpose was achieved.  Objectives that are too vague can lead to a variety of different study approaches, causing the evaluator to make different conclusions.   
Poor Example:


“Are recruitment strategies attracting high quality applicants?”

The word “quality” is vague and can mean different things to different people.  Without specific objectives, the evaluator could measure retention rates, type of degree attained, grade point average, past appraisals and evaluations, past work experiences, or future promotional potential.  Furthermore, what the evaluator chooses to measure can lead to different conclusions.  This question, by itself, is not measurable.  It can be used as the purpose for conducting a study; however, it is too vague to be a study objective.
Good Example:


“Is the organization retaining employees with the highest appraisal 
ratings?”                      

Personnel data may be collected to answer this question, making this objective 
measurable and specific. 
3. What is the background of this issue?  

How have similar studies been designed and implemented?  What methods were used for collecting data?  Literature reviews prevent duplicating existing work.  Research to make sure that your question has not already been studied.  Duplication is acceptable if it will improve the findings, or if circumstances have changed.
4. What resources will you need? 

Include dollars, time, expertise, analysis tools, and staff.  Consider the availability of    

resources that you will need to accomplish your study objectives. 
5. What is the scope of this issue?


What areas will be covered?  How complex will data collection and analysis be?  What is the population associated with the issue?  The target population, or population of interest is the group to which the study’s findings will be applied or generalized to.  Within the Army CHR community, the target population could be all Army civilian employees, or just Army Human Resource Specialists.  The population of interest does not have to consist of people; it could be a set of systems, or problems.

6. Should a pilot study be conducted before full implementation?  

A pilot study will test initial assumptions about the program and the methods for gathering data before committing staff, time, and financial resources to full implementation.  Use pilot test results to revise study instruments and methodology.  Pilot tests confirm that data is available, what their form will be, and how the data will be gathered.
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Step two:

Collect the Data                                           
1. What is the best way to collect the data?

Methodology is the work involved in gathering and analyzing data to achieve the study objectives.  Will you use surveys, focus groups, interviews, statistical data, etc.?  If you decide to pull data that is already available make sure that the data is correct and up-to-date.  There are several databases within Army that are no longer the preferred source for pulling data.  Click here for advantages and disadvantages to different research methods
2. 
What are your measuring tools going to be?  

Research instruments (your measuring tools) are specific to a research method.  For example, suppose you want to measure how employees feel about the supervisors they work for.  If you decide to use a survey as your research method, your measuring tool could be a self-administered questionnaire.  The self-administered questionnaire would be the instrument used for collecting and measuring employee attitudes about their supervisors.  
3. Can you use sample data?  
 Every member of the population under review must have an equal chance of being included in the sample.  The ideal sample has the same distribution of characteristics as the population of interest.

 Examples:



Telephone lists are not good sources to draw a sample because people without telephones may be different from people with telephones.  This is an example of selection bias and would produce a study that is not internally valid.

4. What is your sample size going to be? 

In determining sample size, consider the audience that the study will be presented to, and the nature of the organization.  It is harder for a study to have statistical significance if the sample size is too small.  (Statistical significance ensures that the 
results are not happening by chance).  The larger the sample, the more likely the 
findings really reflect the population. 
5. What is an acceptable error rate? 
10% error rate maximum—must have at least 100 respondents to use survey data.  If the population size is less than 200, the entire group should be used.  Click here to use Creative Research Systems’ online calculator to determine how many people you need in your sample in order to get results that reflect the target population as precisely as needed. 
6. Is the data accurate?  
A valid instrument is accurate and measures what it was intended to measure.  
It is a challenge to accurately measure the intelligence of individuals from different linguistic and cultural backgrounds due to “culturally discriminatory” test items.  The following analogy illustrates this concept:      

Key is to hole as foot is to _____.  

Since some cultures do not have keys, this question could not universally be used to measure comprehension.                                                  
7. Is the data consistent?

A reliable instrument is consistent.  It answers the question, “What is the likelihood that the study will draw the same results?”  If survey results are consistent over time and between respondents, the results are reliable.  
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    Reliable but not valid       Neither valid nor reliable         Valid and reliable


Target practice is often used to explain reliability and validity.  Hitting the bull’s eye represents validity, while hitting the bull’s eye over and over again represents reliability.  (Valid instruments are always reliable).

	Research Methods

	Advantages


	Disadvantages

	Survey/Questionnaire



	· Identifies present conditions needs 

· Provides information for leaders to make decisions

· Can be used to collect lots of data to describe, compare, or predict attitudes, opinions, values, knowledge, and behavior from many people 

· Can be anonymous   
· Relatively inexpensive to administer, especially since many already exist

· Elicits more candid and objective responses
	· Descriptive studies cannot identify cause and effect relationships

· Bias between respondents and nonrespondents
· Misinterpretation by respondent, especially if questionnaire questions are open and not from a predetermined list of choices

· If mailed, then nonreturns decrease sample size, although sample size can increase with follow-ups
· May not get careful feedback

· Wording can bias client's responses

· Responses do not give respondent opportunity to explain

	Interview
	· Misinterpretation is minimized since interviewer can get clarification and elaboration from respondent

· Provides a full understanding of responses

· Flexible and personal
	· Interviewer Bias:  Responses may be influenced by the presence of the interviewer and lose some truth; also, interviewers’ interpretation of responses may be skewed
· Can be costly and time consuming

· Can be difficult to analyze

	Focus Group


	· Identifies the objectives of a study  (Good to use during exploratory stages of a study)

· Gains insight into people’s shared views, attitudes, feelings, and experiences

· Gains a large amount of information in a short amount of time

· Explores the degree of consensus on a given topic
· Gathers qualitative data, which is more flexible and insightful than quantitative data
	· Gathers qualitative data – data that is subjective and judgmental
· Group view may be different from individual view; no confidentiality

· Can be difficult to analyze
· Weak external validity (not generalizable to target population)



	Case Study


	· Longitudinal study (a study conducted over time)

· Comprehensive  

· Addresses how a program, event, group, etc. came to be
	· Smaller sample

· Subjective

· Not easily generalizable

· Longitudinal studies are time consuming



	Use of Available Data/Documentation Review
	· Low cost since information already exists
· Good to use for historical and comprehensive information
	· Secondary data analysis

· Information can be incomplete

· Not a flexible means to gather data; data is restricted to what already exists


Research Methods














<back
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Tools for Gathering

CHR Data
	Obtaining a User ID for Army systems:

Obtain an AKO (Army Knowledge On-Line) account (see the Army website, https://www.us.army.mil, for more information).  Those who are not eligible to obtain an AKO account must obtain a guest account using an Army sponsor. 

· Complete a Systems Access Nomination and Request (SANAR) form, available from your servicing CPAC.  The SANAR must be completed by the requester, the requester's supervisor, and the activity Information Assurance Security Officer (IASO).   

· Once the SANAR is completed and signed, it goes to the servicing CPAC.  




· BOA (Business Object Application) is a commercial reporting tool that enables licensed users to query and analyze data from a corporate database. Army has configured Business Objects to query personnel data from the Modern DCPDS Customer Service Unit (CSU), Resumix, and Productivity (Tier 1) databases.  Business Objects is user-friendly and its procedures can be learned in a relatively short period of time. Reports can be formatted into a variety of formats such as tables, cross-tabs and graphs.  Users can create their own reports or access a repository of reports and manipulate them for their own use.   

http://cpol.army.mil/library/general/bus_obj/
· Central Personnel Data File managed by OPM is a computerized database that contains personnel information on executive branch civilian employees.  OPM provides an on line analytic processing center, FedScope, where users can gather statistical information on the size and composition of the Federal civilian workforce.


http://www.fedscope.opm.gov/
· CIVFORS (Civilian Forecasting System) is a projection system that uses computer modeling based on five years of actual data to predict accession requirements and losses (e.g., 

      retirements, voluntary losses) for seven years into the future.  Projections can be run for all     

      of Army, or for combinations of various sub-populations, such as Commands, occupations,   

      grade levels, or installations.  The Army Revitalization web site contains projected strength 

      for Army commands by installation and includes accession requirements for selected 

      occupations.

https://cpswass2.belvoir.army.mil/Wass/WassHome.htm
· CHR-ABC (Civilian HR Activity Based Costing System) is designed to capture time, activity, and cost data on activities that support major CHR functions such as direct cost functions, benefits and entitlements, classification, human resources development, management employee relations, labor relations, mobilization, staffing, indirect cost functions, and sustaining functions.

The ABC System’s database consists of time and activity data from the system’s data-entry module, financial cost data fed into the system, and data indirectly coming from the Modern Defense Civilian Personnel Data System (Modern DCPDS).

https://chrabcp.belvoir.army.mil/cas/apps/default.asp
· CivPro (Civilian Personnel Productivity System) reports provide Headquarters Department of Army (HQDA) staff, Civilian Personnel Operations Center (CPOC) directors, and Major Command staff with monthly statistics on personnel workload at each Army Region. The CivPro data are compiled monthly from appropriated-fund records in the Defense Civilian Personnel Data System (DCPDS; formerly the PERSACTION system prior to 2000) and the HQ Army Civilian Personnel System (HQ ACPERS). The reports include Army-wide, Region/CPOC, Civilian Personnel Advisory Center (CPAC), Command, and Unit breakouts.  Users can gather data such as recruit/fill workload, service population counts, personnel actions such as training, awards, performance appraisals, etc.

https://cpolwapp.belvoir.army.mil/public/CivPro/
· CPOL Portal is a one-stop website that provides access to HR-related information for Army civilian employees, including applications, information, news, benefits and much more. Among other things, the CPOL Portal provides the primary method for accessing DCPDS.


https://acpol.army.mil/cpolmain
· CSU (Civilian Servicing Unit Application) is a read-only extract from the primary database of record (DCPDS) containing records of civilian employees. This application allows the user to view data about a specific employee or to run reports covering a group of employees. 

http://www.chra.army.mil/deskguid/intro.htm#System%20Description
· DCPDS (Defense Civilian Personnel Data System) is the primary personnel database for Army civilian personnel actions and records.  Although it is one database, each regional office (CPOC) maintains the records of the employees in that region. From the database of record, data automatically flows to the CSU Application, which provides read-only access to employee records and provides data for generating standard and ad hoc reports using the Business Objects Application. Data also flows to a central DOD computer to provide a DOD-wide corporate information system (CMIS), and to the Department of the Army headquarters system (HQ ACPERS); these systems can be accessed by headquarters staffs and others who need access to Army- or DOD-wide data. 

http://www.chra.army.mil/deskguid/intro.htm#System%20Description
· WASS (Workforce Analysis Support System) is a repository of civilian personnel data about Department of the Army civilian employees from 1974 to the present (updated quarterly).  It includes both "snapshot" data from the end of each quarter as well as transaction data 

(gains, losses, other changes).  It can be used to identify trends and historical strength, and run statistical analyses, such as turnover.

https://cpswass2.belvoir.army.mil/Wass/WassHome.htm
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CHR Resources

· Army Civilian Plans and Strategic Analysis Branch:

Get information on future directions for the Army's civilian personnel program. Documents such as the Armywide Attitude Survey, Civilian Human Resource Annual Evaluations, CHR Strategic and Operational Plans, and a number of other reports and analysis documents are provided. 

http://cpol.army.mil/library/civplans/plans.html
· The Army Study Program Management Office: 

The Army Study Program Management Office’s mission is to provide the Army with an integrated and coordinated program of studies & analyses focused on issues of current high importance to the Army.

https://www.paed.army.mil/ArmyStudyProgram/mission.asp
· Bureau of Labor Statistics: 
Get national data on employment, unemployment, earnings, and other labor market topics by demographic characteristics.

http://www.bls.gov/
· Chief Human Capital Officers Act of 2002:

 Holds managers and HR specialists accountable for efficient and effective human resources  management in support of the agency’s mission, and with merit system principles

  
http://ohrm.os.doc.gov/Strategic/dev01_000239
· Civilian Personnel Management Service:
Access DCPDS, and information on BRAC, NSPS, among other HR related topics within DOD


http://www.cpms.osd.mil/
· Defense Manpower Data Center:
This online US Government computer system provides personnel and general DOD information.  DOD Personnel reports and data files can be pulled from: http://siadapp.dior.whs.mil/index.html. Restricted data can be requested from the Defense Manpower Data Center website.
http://www.dmdc.osd.mil/
· Department of Defense Civilian Human Resources Strategic Plan:
Establishes DOD goals and initiatives addressing recruitment and personnel policy 


http://www.defenselink.mil/prhome/docs/Annex_B.pdf
· Government Accountability Office:

The U.S. Government Accountability Office (GAO) is an independent, nonpartisan agency that works for Congress. GAO is often called the "congressional watchdog" because it investigates how the federal government spends taxpayer dollars.


http://www.gao.gov/
· The Government Performance and Results Act of 1993:
Requires agencies to clarify their missions, set strategic and annual performance goals, and measure and report on performance toward those goals


http://www.whitehouse.gov/omb/mgmt-gpra/gplaw2m.html
· Human Capital Assessment and Accountability Framework: 

The Human Capital Assessment and Accountability Framework (HCAAF) provides a standard for human capital results, human resources (HR) programs, accountability systems that meet OPM requirements, and merit system compliance.

http://apps.opm.gov/HumanCapital/tool/index.cfm
· Human Capital Management FAQ’s:

Strategic human capital management is the transformation of the processes involved in employing, deploying, developing and evaluating the workforce.  HCM is a primary initiative of the President's Management Agenda.

http://apps.opm.gov/HumanCapital/faq/index.cfm


 
· International Public Management Association for Human Resources: 

The International Public Management Association for Human Resources (IPMA-HR) is an organization that represents the interests of over 7,500 human resource professionals at the Federal, State and Local levels of government. IPMA-HR members consist of all levels of public sector HR professionals. IPMA-HR’s goal is to provide information and assistance to help HR professionals increase their job performance and overall agency function by providing cost effective products, services, and educational opportunities.


http://www.ipma-hr.org/
· President’s Management Agenda: 
The President's Management Agenda (PMA) is an aggressive strategy for improving the management of the Federal government. It focuses on five areas of management weakness across the government where improvements and the most progress can be made. 

http://www.whitehouse.gov/omb/budintegration/pma_index.html
· Quadrennial Defense Review Report: 

The Department of Defense designed the Quadrennial Defense Review Report (QDR) to be a fundamental and comprehensive examination of America’s defense needs involving potential threats, strategy, force structure, readiness posture, military modernization programs, defense infrastructure, and other elements of the defense program.  The QDR is intended to provide a blueprint for a strategy-based, balanced and affordable defense program.
http://www.defenselink.mil/pubs/pdfs/QDR20060203.pdf
· Society for Human Resource Management: 

The Society for Human Resource Management (SHRM) is the world's largest association devoted to human resource management. Representing more than 200,000 individual members, the Society's mission is to serve the needs of HR professionals by providing the most essential and comprehensive resources available. 


http://www.shrm.org/
· The Survey System:
This online system can take any paper survey form and turn it into an attractive, sophisticated Internet questionnaire.  Data processing services can provide presentation-quality tables, text reports, and color graphics.  Research professionals can consult on questionnaire design, analyze customer’s data, and send a complete report.  The Survey System also has an online calculator viewers can use to determine sample size. 

http://www.surveysystem.com/sscalc.htm
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Step three:  

Analyze the Data

1. What is data analysis?

     The systematic study of data so that its meaning, structure, relationships, origins,    

     etc. are understood.

2. What type of data are you using?
Data can be classified into two categories:  qualitative data (i.e. motivation, honesty) and quantitative data (i.e. height, I-Q score).  It is often possible to convert qualitative data into quantitative data by assigning scores to the qualitative data.  Data are more easily processed when they are converted into numerical values, or “quantified”.  
3. What type of analysis should you conduct?
Whether your data requires qualitative or quantitative data analysis, the type of analysis you conduct will be determinant upon the research method(s) that you used when collecting data.  For example, content analysis (used with qualitative data) may work best on focus group or interview results that cannot be easily quantified.  Both quantitative and qualitative data analyses have advantages and disadvantages.  Qualitative data analysis can give a complete and detailed description of opinions, behaviors, and experiences from the participant’s point of view, while quantitative data analysis allows the findings to be generalized to the larger population.  
Types of analysis include, but are not limited to:


Systems Analysis:  An analysis of all aspects of a project and the operation of each part 

Trend Analysis:  An analysis of changes over time
Cost Analysis:  Breaking down and reporting on the costs of a program or operation
Content Analysis:  Collecting, organizing, and interpreting qualitative data

Statistical Analysis:  Collecting, organizing, and interpreting numerical (or quantitative) data
Cost-Benefit Analysis:  An analysis of the benefits and costs of a set of alternatives

4. How will you analyze the data?
What program will you use to analyze the data?  
Examples:

For Quantitative Data:

Excel cannot handle large amounts of data.  Consider using Statistical Package for the Social Sciences (SPSS).  SPSS can handle larger amounts of data.  The program is often used in HR work because it was designed to explore how specific business issues relate to data describing people's characteristics, attitudes, and behavior.  The program uses statistical and mathematical techniques to evaluate data easily.

http://www.spss.com/

For Qualitative Data:

Consider using NVivo, a QSR International software package.  NVivo can analyze rich information, requiring deep levels of analysis and large volumes of data. 


http://www.qsrinternational.com

For Both Quantitative and Qualitative Data:


Analysis Software for Word-based Records (AnSWR) can be used for analyzing 

qualitative and quantitative data.

http://www.cdc.gov/hiv/software/answr.htm
5. Does the data need to be cleaned?
Data errors and missing responses can skew analysis.  Most computer programs have tools to deal with missing responses.
6. Can comparison groups be formed?

It is often beneficial to break participants into different groups to compare results.  
Groups can be organized by Race/National Origin, Sex, etc. 
Example:



2005 Army Exit Survey results illustrate that older employees leave Army for different reasons than younger employees.  This information was detected by breaking respondent results into different groups by age.    Click here for 2005 Army Exit Survey results

7. How does the data correlate? (if applicable)  

Correlation is the relationship between two factors.  How strong is the correlation?  There may be a weak, moderate, or strong correlation, if there is any correlation at all.  Is the direction of the correlation positive or negative?

Positive Correlation:  As one variable increases, the other tends to increase as well.
Example:  Time spent studying is positively correlated to test scores since test 


            scores increase as studying increases.

Negative Correlation: As one variable increases, the other tends to decrease.

Example:  Age is negatively correlated to vision.  As age increases, visual acuity 


 decreases.  


Correlation does not equal causation.  Just because two factors share a relationship, this does not mean that one of the factors caused the other to occur.  Causation is difficult to prove and requires a control group.  

Example:



Although cognitive ability is positively correlated to job performance, it is not necessarily the cause of good job performance.  While the two variables are associated, one does not always cause the other.  Cognitive ability and job performance do not share a cause-effect relationship.  Furthermore, there may be a third variable influencing the results.

8. Are there trends in the data?  

     A trend is a change in data over time.  Trends are used to predict, or forecast, future   

     opinions, attitudes, behaviors, events, etc.
9. Are the findings significant?  
A statistically significant finding, when analyzing quantitative data, means that your obtained results are real; and not likely due to chance fluctuation in the data.  

Refer back to sample size information.



10. Do the findings support the study question?

If your findings do not support the study question, make your study objectives more specific, or identify factors that were not considered that could influence your results.
Example:



A study that measures wealth should look at other factors besides salary such as stocks, property, quality of life, etc.




Step four:



Communicate the 


Results

1. Who is the audience?

How you present your results will depend on your audience and the study’s purpose.  Higher level executives do not have the time to learn everything you know about the topic of study.  Keep details on hand for potential questions.

2. Will presentation be an information or decision briefing? 

If the presentation is a decision briefing, include recommendations and have a memorandum ready for signature.  

3. How would the audience like to receive the results?

If the audience is small, a desk side briefing may be appropriate.  Larger audiences may require a projector or on-screen presentation.  

4. Is an explanation of the study objective included?

Including an explanation of the study objective will justify the study’s purpose and significance to your audience.

5. What do the results mean?

What implications do the study’s findings have for the target population?  Why are the results important?
6. Are the study’s strengths and limitations articulated?
All real-world data have some degree of error.  Your study will have more credence if you explain how you addressed the study’s limitations.
7. Are the methods of data collection presented?

Interviews, surveys, questionnaires, focus groups, data queries, etc.

8. Are charts appropriate for this data?
Well presented tables and graphs can concisely summarize information which would be difficult to describe in words alone.  Poorly presented graphics, however, can be confusing or irrelevant.  Tables are better than graphs for illustrating structured numeric information.  Graphs are best used when showing relationships, indicating trends, and making broad comparisons.  

9. Is it possible to generalize the findings to the population of  interest?
If the results of a study can be applied to the target population, the study has   

external validity.  Focus groups and case studies often have weak external 
validity.

10. What recommendations are you going to make?
Do the findings merit further investigation?  How do the results impact your organization?  (Decision briefings should always include recommendations.  Do not be afraid to ask the decision maker what his/her decision is.)  Click here for more information on making recommendations.


Organizing the Report

1. Executive Summary

This is a critical opening to the report.  It should provide: 

· an overview of the evaluation (the 'what' and 'why') 

· the major sources of data and methods of data collection 

· general results of the evaluation 

· summary of recommendations 

· any major limitations or constraints placed on the evaluation

This section needs to 'capture' the reader and provide all the key information should they choose not to read any further. It's best to keep it as brief as possible and free of as much technical terms or jargon as possible.

2. Background 

This might cover:

· origins of the project (e.g. in response to some perceived need) 

· project goals and objectives 

· staff and resources involved 

· funding sources 

· planned project 'deliverables' (courseware product, etc.)

3. Purpose, Intent and Design 

Items here include:

· aims/objectives of the evaluation 

· evaluation criteria chosen (performance measures, standards) 

· key questions explored 

· other design parameters — data collection and analysis methods, data sources 

· staff involved

4. Results 

This section provides a description of the evaluation findings. Use graphs, tables, diagrams, etc. to aid understanding and interpretation.  Include: 

· interpretations of the findings in light of the project and evaluation goals 

· any limitations or weaknesses in the findings, methods, data, etc.     

· judgments against the evaluation criteria

· the generalizability of the findings 

· any 'unexpected' findings 

7. Conclusions, Recommendations and Options 

As important as the opening Executive Summary, this section should encapsulate the outcomes of the evaluation and clearly point to appropriate actions that stem from the findings. It should include:

· overall judgments of the worth of the project 

· the validity and reliability of the findings on which the judgments are made

· any assumptions and limitations 

· any recommendations for change/improvement in product, process, outcomes, etc. 

· any adjustments required in evaluation design should the study be replicated (lessons to be learned)

· suggestions for further investigation

8. Acknowledgements

List individuals and/or companies that provided support in the way of equipment, advice, funding, samples, etc.

9. References

Include any books, journal articles, magazines, newspapers, TV/radio/video, government publications, reports, lecture notes, course manuals, interviews, lectures, telephone conversations, patents, legal documents, internet, email, etc. that has been directly referenced or quoted in report, (including paraphrasing).  Make sure to choose references that give your work credence.  

 

10. Appendix

Constructing Presentation Slides

(Guidelines)

The basic mistake 
Most presenters use too many slides. It is common to try to put the whole 

presentation on slides. The problem with this approach is that the presenter

becomes redundant.  His or her only role is then to stand, back to the audience, reading the slides.  Poor presenters prefer this role because it relieves them of taking an active role in the presentation. Do not use slides like this.   However, do make sure to cover all information on each slide.  

Structuring through slides 
Use your slides to signal the structure of your presentation to the audience. 

The ideal way to indicate the structure is to use one introductory slide, which outlines the presentation and gives the Bottom Line Up Front, followed by one slide for each main point. You may require several supplementary text and graphical slides for each main point, but do not use any more than you need. In other words, stay as close to the ideal as possible. 

Words on slides 
Give each slide a title. Write each slide in brief note form, as bullet points (not numbers). Aim for 50 words on a slide as an absolute maximum. This allows you to have five bullet points, averaging ten words each, which is more than enough.  It is preferable to have six lines – six words per line.

Do not write words in all capitals.  This includes titles and subheadings.  Use San Serif font (ex. Arial), keeping font consistent throughout presentation.  Use bright colors sparingly.  Make sure that your slides are not too busy and have ample white space.  Keep bullets and symbols consistent throughout presentation.

Talk to your audience 
Your slides are a prompt for you. They are not a script for you to read.  Slides should not be self-explanatory.  Allow 1-2 minutes per slide.  Use backup slides or handouts to cover details.  Do not distribute handouts until after presentation, unless referring to them during your talk.

Graphics on slides 
Graphics are a way of presenting information, or making a point in a very compressed form.  They are best used to emphasize key points, and are supplemented with statistics.  As with text, graphics--for example, a pie chart--speaks for itself to a considerable extent, and your role is to elaborate on, or add to, what the slide communicates on its own. 
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