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Your project is to prepare and deliver a report of a survey that you will conduct with a classmate.  You will be working with another student while doing this project.   The survey is conducted orally through a questionnaire on an area that interests you.  You and your group will then prepare together a 1000-1200 word report of the survey results that you will subsequently summarize in an oral report.    This report should be based on the results of your oral interviews.  If it is based on library research you will lose marks.  You should work with your partner on one survey topic; draw conclusions from the data and prepare a report together.  The correctly formatted written report will be developed and handed in on a Zip disk for your Introduction to Computer Skills (ICS) class and the oral presentation of the report will be given in your Academic Oral Communications Skills (AOC) class.

1
TOPIC
The topic for your survey report can be anything that interests you – for example sports, exercise, weather, travel, festivals in Singapore, etc.

You must however limit your discussion to 1000 - 1200 words.  This means, if you choose the topic “Festivals in Singapore”, which is a very wide area, you might narrow your discussion to “The Importance of Christmas in Singapore”.

In this way you will not exceed the word limit of 1000 - 1200 words and the report will be much easier to complete.  

2
THE QUESTIONNAIRE
A questionnaire is a series of questions—multiple choice and open-ended—that you use to find out what people think about your topic.

It should have 8 - 10 questions and each member of the group needs to interview 10 people. No more than 4 of your respondents may be NIE students or staff; at least 6 of them should have no connection to NIE.   Do NOT just ask them to fill in the questionnaire.

3 WRITING UP THE REPORT (for ICS class)

The data collected by each member of the group needs to be combined in order for each member to review the findings and then write up the report.  A sample of the written report will be shown to you.  The survey report is neatly divided into sections and subsections.  Your report should be organized in a similar manner.  Specific requirements for formatting and organization will be given.  Your AOC instructor will read the first draft of your written report to help you improve the content for your presentation, while your ICS instructor will read the first draft to help you improve the computer formatting of the document.

4 GIVING AN ORAL PRESENTATION OF THE REPORT (for AOC class)

The final activity connected with this project for your Academic Oral Communication class will be the oral presentation of the results of the survey.  This will be an 8 - 10 minute formal oral presentation that will be delivered by a group.  Each member of the group will deliver a portion of the report, for example, one person gives the introduction and explains the methodology, while the other presents the results and gives the conclusion.  This oral presentation will require an outline that should be handed into the teacher and the use of some visual aids (overhead transparencies, photographs, charts, graphs, etc.).  PowerPoint should NOT be used.  The actual presentation should not be read; the presenters will only be allowed to use note cards.  Both visual aids and the outline should be shown to and approved by the teacher before the actual oral presentation is made. A more detailed description of the assessment grades can be found on the Proficiency Profile for Oral Presentations.

5
SURVEY DEADLINES 
	26 Jan 2004  

          
	Introduction to Survey Project

	29 Jan
	Inform AOC lecturer of topic and start work on the questionnaire.

	2 Feb 
	Submit 1st draft of questionnaire to AOC lecturers.


	5 Feb 
	Lecturer returns 1st draft; start work on 2nd draft.


	9 Feb 
	Submit final draft of questionnaire for approval.


	13 – 16 Feb
	Conduct your survey after questionnaire is approved.


	17 Feb – 22 Feb
	Review your findings. What will be the main findings (only 2 or 3) of your report? Organize your report and write your 1st draft.


	24 Feb 
	Submit 1st draft of survey report (one copy to AOC lecturer and one copy to ICS lecturer); submit 1st draft of outline and visual aids to AOC lecturer.


	1 – 5 March 
	Meet with your lecturers to discuss your 1st draft; in-class conferences.
Using your lecturer’s suggestions, improve your draft and start work on the final copy of paper, outline, and visual aids



	 8 – 12 March
	Give oral presentations in AOC classes



	22 Mar 
	Deadline for submission of survey report in ICS class




6
REQUIREMENTS FOR PREPARING THE WRITTEN REPORT

a. Preparing the text:   Members of the survey group should work together to write up the text of the report.  Each member of the survey group will prepare part of the Microsoft Word file.  Each member’s contribution will be merged into one complete, well-formatted file.  Both your ICS and your AOC instructor should be given a copy of the first draft of your survey group’s report.  Only your ICS instructor should be given a copy of the final draft of your survey group’s report.  Attached to the final draft of the report will be a copy of the Reflection Questions (one from each student in the group).
b. Reflection questions:  Each member of the group will attach to the end of the final version of the report   Your answers to the questions should come to a total of about 200 words.  See below for the questions you need to answer.
Questions:

1. Outline your contribution to this report. (What did you do to help produce the report?)

2. Comment on the following:

1. what you learned from undertaking this report.

2. what you found difficult.

3. the teamwork within your survey group.

3. What advice can you give next year's students so that they can plan, write and improve on your report?

EACH STUDENT must type answers to above questions.  For each student the total will be 1 page or about 200 words. Be sure that your name is on your page of answers.

c. Formatting the document:  Your report will be formatted in a modified American Psychological Association  (APA) style.  The APA style is used worldwide by many researchers and students.  In following a prescribed style, all elements of the presentation are governed by strict rules and conventions.   The sample report gives full details on the formatting you must use for this paper.  If you do not follow the format carefully, your grade will be lowered. 
d. Required sections of the report:  The report will have the following sections:

· Title page

· Introduction (headed by the title of the report, NOT the word “introduction”)

· Methodology, subdivided into

· Design of Questionnaire

· Survey and Interviews (gives details of how and where you conducted your survey)

· Respondents  (gives details of your sample) 

· Results (this section will include at least 2 and no more than 4 figures and at least one but no more than two tables)

· Discussion

· Conclusions and Recommendations

· Appendixes (at least two; can be more if you used two questionnaires) 

· Appendix A:  Questionnaire

· Appendix B:  Data Summary (contains the numerical responses to your interview questions)

· Reflection Questions (one set of questions from each student in the group)

e. Grading:  Each member of the survey group is graded individually on his/her contributions to the final report. The report grades are described below. In addition each student will receive up to 20 marks for personal performance during the ICS classes.

Grade range 70 - 80



The paper demonstrates a nearly flawless application of the APA format.  The paper contains the required sections, with correctly formatted title page, headings and subheadings, page headers, fonts, line spacing and margins.  Figures and tables are clear and immediately understandable; they are formatted correctly, contain no typographical errors and supplement the text.  Punctuation in the document is nearly always correct.   The paper has an excellent academic appearance, resulting from the use of specified fonts and sizes, margins, headers, and indentations. The responses to the reflection questions are thoughtful and complete, and indicate an equitable distribution of the work.

Grade range 60 - 69



The paper demonstrates a very good application of the APA format.  The paper contains all of the required sections, with mostly correctly formatted headings and subheadings.  Figures and tables are usually clear, formatted correctly, and supplement the text.  Punctuation is usually correct.  The title page and the headings mostly follow the APA format, but occasional inaccuracies may be present.   In general, the paper has a very good academic appearance, resulting from the usually correct use of specified fonts and sizes, margins, headers, and indentations. The responses to the reflection questions are mostly thoughtful and complete, and indicate a mostly equitable distribution of the work.  

Grade range 50 - 59



The paper demonstrates a satisfactory application of the APA format.  The paper contains all or most of the required sections.  The formatting of headings and subheadings may be inconsistent or show occasional repeated errors.  Figures and tables may be formatted inconsistently, or with occasional repeated errors.  Punctuation is often correct.  The title page and the headings mostly follow the APA format, but some inaccuracies may be present.   In general, the paper has a presentable academic appearance, resulting from the usually correct use of specified fonts and sizes, margins, headers, and indentations; some unspecified or incorrect formatting may be present.  While the word-processed document shows clear signs of editing to produce a well-formatted document, it may contain occasional inconsistencies in charts, tables, or formatting. The responses to the reflection questions are often thoughtful and complete, and indicate a mostly equitable distribution of the work.

Grade range 40 - 49



The paper demonstrates some elements of the APA format, though not consistently.  The paper may not contain all of the sections.  The figures and charts may not be present, or are  poorly formatted and unclear.  Punctuation is not always correct, and repeated inaccuracies may be present.  The title page, the abstract, and the headings attempts to follow the APA format, although some elements are not formatted correctly.  In general, the paper does not have a completely academic appearance, resulting from the use of unspecified fonts or sizes, margins, headers, and indentations.   The responses to the reflection questions are not thoughtful or complete, and may indicate that the work was not distributed equally.

Grade range 0 - 39



If submitted, the paper shows little or no application of the APA format.  Graphs and charts are not present, or if present, very unclear and contain numerous errors.  The responses to the reflection questions, if present, are not thoughtful or complete, and indicate that the work was not distributed equally.
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