Chapter 2 Search and Review of Relevant Knowledge and Information
Key points
This chapter will explain issues encountered in the search and review of knowledge and information for a work based project. Conventionally a dissertation might identify a ‘knowledge gap’ in the academic literature, but a work based project is more likely to look for knowledge and information to create new practices or solve a practical problem. The issues include insiders as researchers, the practice-based project, widening thinking around a particular context and reviewing professional sources. The chapter includes information about important academic conventions, for example referencing and avoiding plagiarism. 

There are two activities covered in this chapter; one is the search for relevant knowledge and information (commonly called a ‘literature search’) and the other is the selection and review of this knowledge and information (commonly called a ‘literature review’). Searching through the great quantities of information available in our present-day information society may require complex activity in finding and in referencing the items. Reviewing involves more analytical and evaluative abilities, using critical skills. In terms of extending your knowledge, as well as developing critical skills and reflexivity of writing, you should develop an ability to synthesize academic knowledge and theory with your own professional practice.
A search and review of relevant knowledge and information may constitute an essential chapter of a project or dissertation, or it may be integrated into the project or dissertation during the course of the research study, dispensing with the traditional discrete chapter. Another possibility is that it may be a self-contained review of writings on a subject that may or may not be later used to inform further research on that subject.

Usually a search and review is a demonstration of existing knowledge and information in the area of the project that is being researched and developed. Although this may be an essential area, it is likely to involve more than just academic, peer-reviewed literature on the topic and include more professionally-based knowledge and information found in work-related sources. This is because a work based project is likely to seek to communicate research and scholarly ideas found in academic literature and also to apply information and provide professional knowledge and understanding from professional sources. 
The search for knowledge and information depends on the kind of work based project being undertaken, the purpose of the project and the purpose of those undertaking the project. The process of research itself often acts to clarify the research issue, changing the focus of the project and thus the relevance of different sources knowledge and information. The main findings of a research project often highlight unforeseen themes that may require extending the search and review. 

When planning, organizing and writing critically about the knowledge and information that you have located you will need to establish which knowledge and information is most pertinent to your review and to be able to synthesize, evaluate and critique the relevant materials. Do not underestimate the planning stage; having a sense of the overall organization of your literature review may expedite the process.
A search and review for a work based project is undertaken to:

· Establish a familiarity and awareness of practitioners’ current thinking on the subject area by means of collected knowledge and information so that your expertise in the project area is evident; you have an insider’s awareness. 

· Demonstrate understanding of not only the immediate context, but the wider field in which the project takes place. Whilst the focus of the project is to change or inform an immediate practice, you need to think about and search for related and widespread issues that may creatively inform the project, hence the saying ‘to think globally and act locally’. It is possible that these considerations may involve a national or international search and networking with different groups of colleagues. 

· Show a working knowledge of current practice and conceptual professional understanding that demonstrates practice-based knowledge and information. Presenting your project relative to prior work shows that you are engaging with a conversation and stepping into a debate that, in some ways, has already started.
· Develop a theoretical understanding of the topic through a search and review of relevant academic literature that will help to show how theory relates to practice.

· Uncover relevant areas with which you are not familiar and include these in the review. 
· Cite and discuss approaches and ideas that are contrary to your own perspective. 

· Provide the reader with an informed and up-to-date discussion on issues relevant to the project, so that a complex and sometimes specialized area can be related in a concise and accessible manner. Reviewing knowledge and information provides you with a guide that keeps the reader up-to-date in the field. It should be relevant, appropriate, useful to the reader and at the forefront of current thinking.
· Explain why areas have not been included, or alluded to only briefly. 
Ideas come from many different sources

Knowledge and information are likely to come from a range of sources; from standard academic literature, the professional sphere and elsewhere. Professional knowledge is likely to be emphasized in a work based review. The literature cited is likely to include the review and critique of relevant professional documents such as policy documents. The work based project requires this eclectic search because the projects are real world developments that take place in specific contexts, so the approach to literature is likely to be both multi/trans-disciplinary and inter-professional. For example, the following extract shows that sources of knowledge and information can be very specific:
…..there may be practice ‘on the ground’, particularly with specific groups, that is considered effective but that doesn’t necessarily get written up into the type of review level publications considered in the review. There are however numerous publications containing information about, and evaluations of what is considered to be good/effective practice published by e.g. service providers, service funders and the like which are rarely viewed beyond the confines of small interested groups…
(Coomber et al., 2004)
Academic literature comprises publications that report original empirical and theoretical work in the natural and social sciences and within a scientific field, often abbreviated to ‘the literature’. Academic conventions of citation and reference can be found in numerous published books on the subject, for example Rumsey (2008), Neville (2007) and Hart (1998). Not all academic literature is peer-reviewed. For example, in a peer-reviewed journal the papers are, but the book reviews are usually not. Literature that is not peer-reviewed can be sometimes regarded as having a different status. Irrespective of its peer review status, all literature should be subjected to the same evaluation processes for the purposes of a review and referenced properly.

Depending upon the design of the particular research and development project, sources of knowledge are likely to include those used on a day-to-day basis within the workplace. Work based researchers may refer to a range of professionally-generated materials. The types of knowledge and information might be internal policy documents, professional journals, books, government documents, popular media, Web-based materials, reports, informational brochures, teaching materials, newsletters, posters, and minutes of meetings, and also draw upon conversations and contacts with colleagues, as well as many other kinds of written items and artefacts. 

	Sources and their characteristics
	Characteristics of use

	Reference works


· Provide a good starting point for research in an unfamiliar topic.

· May provide quick information.

· Are good for new vocabulary, synonyms and so on.

· May provide bibliographies, lists, and so on.


	· May be available in paper form, where topics are usually listed alphabetically.

· Often available on the Web and accessed by keyword search. 




	Broadcast and world-wide Web
· Are usually current and updated regularly.
· Information can disappear as quickly as it appears.
· Can be a good source of primary information – interviews, video footage, and so on.
· May be biased or sensational.

	· Material on the Web can be searched easily.
· Broadcast material may not always be known about in advance – constant vigil is required in searching listings, and so on.
· Material may not be archived and can be lost for all time. It is important to take references when the material is found and make copies.



	Books

· Generally provide a broader view of topics.
· Explore ideas in some depth.
· Often contain bibliographies.
· Are not generally current because of the time taken to publish.
· Are quite dense and time-consuming to read.
· May contain essays expressing a variety of views.
	· Use library catalogues to discover local collections. 
· Use catalogues of deposit libraries and publishers’ sites to find the latest material.



	Academic journals

· Are written by and for scholars (peer-assessed) and are, therefore, authoritative.
· Contain bibliographies.
· Are up-to-date in their content.
· Provide in-depth analysis of narrowly defined topics.

· May be available in both paper and online format.

	· Use the library catalogue to find which journals the University holds or provides access. 

· Use electronic databases to search journal contents. 



	Newspapers

· Contain information on current issues and debates.
· Are easily available.

· May be biased or sensational.
 
	· All British newspapers are available to research at the British Library Newspaper Library, Colindale.
· Full text British broadsheets are available online through UKProquest, which is listed amongst the electronic databases.




	Policy and law

· May be applicable at international, national and local level.
· May be available on the Web.
· Often discussed in broadcast media and newspapers.
· Often implemented through procedure and local policy documents.

	· Commentary on policy and law may often be found in newspapers.
· Several specialist sites may provide access to full text resources and catalogues.

Examples: 
www.Barnet.gov.uk

www.opsi.gov.uk/

www.europa.eu/index_en.htm

www.un.org/

 


	Conference papers

· Contain a text version of papers presented at conferences.
· Usually contain the latest ideas in a field of interest.
	· May be available online or through higher education or specialist libraries, for example look at the British Library catalogue at: http://catalogue.bl.uk




	Documents in use (sometimes called ‘grey literature’)
· Any printed material which is not available through the normal publishing channels, for example pamphlets, brochures and guides. You may have relevant material available locally.


	· Ask relevant organizations if they have the material required. Try searching: http://bubl.ac.uk/link/subjectbrowse.cfm

· The British Library catalogues what it can.


	Invisible college

· Any communication shared by people with a common interest can be acknowledged as a source of information, for example email, conversations, telephone calls, minutes of meetings.


	· Not catalogued or generally available. These may come from your personal collection, but must be properly referenced.


Selecting sources 

The scope of the knowledge and information review will depend on the size and focus of your work based project. Higher level projects would take account of a broader context and are likely to have a wider brief for knowledge and information. 

Example 1 - A Master's project with the title ‘Towards the creation of a professional IT association’

The candidate reviewed knowledge and information within the following areas: professional societies and ethics; development of systems thinking and systems practice; the IT profession, future directions and development, professions and their organization, professionalization, certification and professional development.

Knowledge and information was mainly located within books, professional journals and other professional publications and newspaper articles.

Example 2 - A Bachelor's project with the title ‘Involving parents in classroom activities’
The candidate used mainly course material, lesson plans, activity sheets and so on; communications and testimonial.

Example 3 - A Master's project that assesses the practice of adult education and catechesis (deepening and maturing of faith throughout life) within the Catholic Church in order to determine a new paradigm of mature faith education 

The literature review encompassed the literature of research, selected adult learning theories, ecclesiastical documents specific to adult education, Christian interpretations of adult formation and literature relating to the role of the educator in such a setting.

Example 4 - A Bachelor's project that critically evaluates the introduction of a specific learning method as a whole school approach 

There was investigation of policy documents (specifically relating to Every Child Matters and the National Curriculum), the original research articles on the learning method as well as the later professional articles by the same author on how the National Strategy team had been advised on its implementation.
An important critical ability is that of determining which knowledge and information makes a significant contribution to the understanding of the topic. You need to develop the capacity to filter knowledge and information, deciding to include some and exclude others. Remember also that it is usually important to include relevant and recent developments in the area and show that you have kept informed about current initiatives. You also need to apply principles of analysis to determine the reliability and validity of the sources, demonstrating that you know where to access material that has credibility in your field. 

An ongoing search

The focal point or issue upon which the project centres has often come out of your pre-understanding of the particular area of your practice, and you are searching for material towards enhancing a particular aspect of this practice. The project may have been identified in consultation with an employer and/or other stakeholders in the project area. Within the work based learning context, relevant knowledge and information is less concerned with constructing a picture of theoretical knowledge. It is concerned with using knowledge and information to achieve the needs of a ‘real life’ work based project at the point where new knowledge adds another element. 
The search is therefore likely to be ongoing, and in this sense you may find that you do not perform a comprehensive search and review before starting the primary data-gathering stage of the project. You are more likely to continuously refer back into literature of various kinds as the project progresses. The on-going needs of the project are better served in this way than treating the search and review primarily as something at the outset to scope and focus the project. In terms of the work based purposes of the project, it may be irrelevant whether the proposed project corresponds with a gap in the academic literature on the project’s topic.

Understanding the project’s context

You are at the stage of searching for and reviewing the knowledge and information that already exists about the area or subject of your research. As a work based researcher and practitioner you already have a level of knowledge about your area of work. You are also likely already to have extensive understanding of the work based project context. To a large extent the authority for the content and style of the search and review therefore rests with you, as the expert in your work area. You may be advised by a tutor also to search in more academically-focussed areas. 

It is important that, as a worker-researcher, you use your own experience when selecting what to review. As a worker you know where to look and who to ask. You have a detailed understanding of the context in which the project is to take place. It is important that you are also able to place the project in the context of the national and international sphere. It is the particular context of the project and your individual propensity to undertake it that make your project unique. You have a standpoint within a particular context on the kinds and sources of knowledge and information important for your project. 

As a worker you are likely be in a role related to the research project and your position may determine the readily available sources of knowledge and information, because it is often the case that senior workers have wider access to sources. Insiders have access to information and may or may not also have power and control over its use. This is an element of your search that you should take into account. 

Insiders usually belong to several networks and know who will tell them what. Your understanding of the area is likely to be affected by a whole range of different social interactions at different times. The knowledge and information you find is likely to reflect what is available in the context of the project’s partners and stakeholders. There may not be much, especially if the project is particularly innovative. Some information is coded so only insiders can understand and it may be that you are able to explain because you have a unique perspective and bring together various pieces of codified knowledge, drawing on aspects to produce new knowledge.

Read and critically evaluate the information that you locate

In order to write a cohesive review that offers an overview of significant knowledge and information published on a topic, you need to present a clear line of argument. This line of argument involves making your ‘voice’ clear; that is, your perspective, position or standpoint should be clearly identifiable in the review, as in the project as a whole. However, you are explicitly writing about other people's work and it can be easy for your own ‘voice’ to be lost. For this reason you should be careful that the knowledge and information review does not read as a mixture of different tones and arguments, but has a consistent flow. 

It is important that your position is clearly and strongly stated and that your critical evaluations form an integral part. Secondly, it is important that your language indicates whether you are relating your own or other people’s attitudes to the question or issue. This can involve using critical comments from your reading notes to express an opinion. 

In the initial stages, some people find that drawing diagrams of how the knowledge and information fits together is useful in providing a ‘big picture’ of the information to be incorporated.

You may need to follow guidelines provided by your course leaders and seek clarification from your tutor:

· Critically analyze the knowledge and information you use 

· Follow through a set of concepts and questions, comparing items to each other 
· Do not just list and summarize items, but assess them, discussing strengths and weaknesses

· Avoid personal comments or language when talking about the arguments presented by authors. Use phrases like ‘Denzin argues....’, or ‘According to Ying...’, and
· Avoid emotive and inaccurate language. 

Read widely, but selectively in your topic area. Pay attention to what you notice in passing; it may seem peripheral to your more focussed search at the time, but might resonate with other material at a later stage. Examine its strengths and weaknesses in relation to your research project. Take notes not only of the information that you read, but of your thoughts about this information. This will help you draw your ideas together when you start to write your review. Extracting or making summaries of each piece has some value, but does not constitute the building blocks of a good review; taking notes and making critical comments is likely to be more useful. Keep in mind that although taking notes is time-consuming, much of it will be directly usable later. For this reason it may be useful to type notes instead of writing them in longhand, and not to think of the reading as being somehow separate from the writing. This can also contribute to a sense of the progress with your project. 

Knowledge and information need to be read critically and impartially. There are many excellent resources and a great deal of knowledge and information where you need to keep a clear focus when selecting for review. This is the case whether or not the material has been peer-reviewed and is also true for information you find on the Web. Your evaluation should involve a critical awareness concerning the writing of others, for example whether it is based upon reliable practice or research and has a coherent rationale. When evaluating texts to incorporate into your review, the following questions could be considered: 
· How does the text relate to the particular circumstance of your work based project?

· Are the authors familiar with working practice, and what do you know about them? 

· What is the perspective of the writer? (Think about their context.) 

· What would be the credibility of the text to the professionals who will receive and possibly use the results of your work?

· Why does the material exist and is it credible to a range of audiences, both professional and academic? 

· Is the material up-to-date? 

· Are the arguments logical and consistent with the norms of the context of your project? 

· Is the evidence reliable and can it be related to the context of your project?
· Is the material correctly and fully referenced or linked to other information? 

You should have some specific questions in mind as you read. These may be quite general or more specific and will help you concentrate and deal with the material in an active manner. If you are looking for specific information, you do not need to summarize the whole article or book. 

· Keeping a list of questions in your mind will sharpen your analytical skills and help you keep an objective outlook on your material. 

· When your findings conflict, you might find it useful to ask questions.
The questions will form the basis of your written review. Asking them as you read will tend to slow the process down, because you will be thinking as you read. However, doing this work early will make the process of writing a critical review much easier. If you take comprehensive notes in your own words as you read and think, you will have done the really hard work before you start to write. 

Synthesize and evaluate the review according to the guiding concept of your research question. Good reviews are characterized by: 
· A logical flow of ideas 
· Current and relevant references with consistent, appropriate referencing style 
· Proper use of terminology; and 
· An unbiased and comprehensive view of the previous knowledge and information available on the topic.

The first step towards critical reading is to keep your purpose in mind as you read. Do not allow the arguments in the text to distract you from your reading agenda. Take a few moments to think about what you are expecting before beginning to read. 

The way your notes are written and organized is not important, but you should ensure: 

· A difference is noted between your ideas and those of other authors, and 

· There are clear references including page numbers, publishers and place of publication in case you want to look at the original material again, or cite it and reference it in your review. 

Situation reviews may also be necessary

A situational analysis can be used as part of a case study approach; for example, it may be used as preliminary work for a case study. It originates from Popper’s (cited in Oakley, 2002) philosophy of social sciences as a way of seeking explanations regarding choice and human conduct (Neves, 2004). It is a way of analyzing a situation by a logical process of reconstruction of the component parts, as influenced by the people and context in which that situation occurs. An example is when an organization purchases a particular service from another company. There may be a problem with the provision of that service – perhaps it does not fulfil the first organization’s requirements, or the expectation of what the service consists differs between the two companies. Before such a problem can be rectified, the factors that influence that service have to be identified, described and explored in depth to see where the problem originated and what range of alternatives might be offered.

This analytical process therefore requires the researcher to explore the internal, external, social and institutional processes that combine to form a particular event, and to take a logical approach to see how these processes could expect to contribute to the behaviour of those involved. This can be used to create a strategy to resolve the problem. Simplified, it can be presented thus:

· Description of the situation

· Analysis of the situation considering, for example, internal, external, sociological, technological, political, financial and organizational factors
· Examination of the logical outcomes of these factors, and
· Rational explanation of the situation and consequent actions to be taken.
Conventions of referencing 
In order to produce a rigorously researched work based project that has feasibility and validity, you need knowledge of the key academic conventions concerning referencing. This may entail how to reference information not usually found through libraries or publishers, such as workplace reports, working papers, leaflets, and so on. In the academic world these examples may be categorized as ‘documents in use’ (Hammersley and Atkinson, 1995) which usually comprise contemporary information not easily accessed by the public and unlikely to be controlled by publication, distribution or bibliographic systems. It may not be possible to distinguish the usual referencing information of author, publication date, place of publication and publisher. However, a wide range of knowledge and information may be necessary to inform a work based project, drawn from the professional sphere as well as the academic, and there are conventions by which it can be cited and referenced. Other examples are websites, although with the rise of on-line journals and repositories for academic work such references are now more usual. There are also referencing conventions for works of art, dance, artefacts, and so on. 

When compiling the lists of relevant knowledge and information that you wish to use in your project, use an effective method that lets you retrieve information quickly and easily, for example the use of a software programme such as EndNote (http://www.endnote.com) to help you organize and store your notes relating to the readings that you have undertaken. Remember that there is no single ‘right’ way to organize your materials. However, it is important to know where to find the knowledge and information that you have tracked down so that you can access it quickly and easily.

What is referencing?

A reference list is a detailed record of those items – books, articles, policy documents, conference reports, electronic resources and so on – that you have cited during the preparation of your work. It must include all the publications quoted, paraphrased or referred to in the text. These are identified within the text in a manner which directs the reader to their full details in the list at the end of your project. Serious problems can arise if you use sources and do not cite them within the text (see section on plagiarism).

A bibliography is usually meant as a list of all the material which you have found relevant while searching for knowledge and information but not necessarily cited or referenced. You do not need to have read all the items, only know that they further knowledge in your field and may be of use to others. Some subject disciplines use the term ‘bibliography’ in the same way as the term ‘reference list’ is used here.

Citation 

Your completed work must acknowledge in the text itself the sources from which you have obtained your information and must also cross-refer to the reference list at the end. The following provides guidelines on how to cite (or refer to) those sources.

· A citation in the text itself (see example below) is used as an acknowledgement of intellectual borrowing of ideas and facts and interpretations and so on, citing page references (‘chapter and verse’!) and, in a minority of cases, a particular chapter in a book.
· A citation is also used to construct a bibliography. This lists in alphabetical order the sources referred to in the text, as well as other sources you have relied on in your project. This list should not contain page or chapter references. A bibliography comes at the very end of the work, before the appendices.

References in the text should be presented in this way:

‘As Kolb (1984, pp. 22-3) has observed…’
Or, in a more general reference, ‘Kolb (1984) appears to be saying…’
For a work with three authors or more, give only the first name followed by ‘et al.’
When citing the work of one author found in the work of another, you should acknowledge that you did not consult the original source; for example:
‘Supporting evidence appears in a study by Black (cited in Smith et al., 2001, p. 64)’
Plagiarism

In some cultures it can be seen as correct, virtuous or even complimentary to reproduce the ideas or words of others without acknowledging their origin. Because a knowledge and information review is based on the work of other authors, you must be very careful to separate an author's evaluation of research from your own. Organization and scrupulous note taking and referencing are the best ways to ensure that your work is correctly referenced. Make sure that you understand what needs to be referenced: 

· Plagiarism of ideas occurs if you paraphrase facts or arguments without citation. Anything taken from a text, even if you write it in your own words, needs to have a citation or footnote. 
· Plagiarism of words happens if you copy another author exactly without putting the words in quotation marks. This type may occur in conjunction with plagiarism of ideas or on its own. Even if you provide citation information, you also need to put the text in quote marks or you will be guilty of plagiarism. Citations of quotations should include page numbers. 

Copyright and confidentiality issues
In the UK, copyright exists automatically in all original works under the Copyright, Design and Patents Act, 1988. Copyright does not have to be registered, but is automatically assigned the moment the material is created, published, recorded or, if the creator is unknown, released or publicly displayed. 

One change in copyright law that may affect you is the fair dealing exception: ‘Copying for private study or research’ will now be restricted to ‘Copying for private study or non-commercial research’. Any copying for commercial research will require permission and payment.

With regard to using personal data, you need to be aware of the Data Protection Act (1998).

There are brief guidance notes issued jointly by the Joint Information Systems Committee (JISC) and the Publishers Association (1997) that may be useful.
Privacy or copyright issues may apply to the documents you gather, so it is important to inquire about these when you find or are given documents. If you are given permission to include what you learn from these documents in your project, the documents should be cited appropriately and included in the references section of your project. If you are not given permission you should not use them in any way.
Where should knowledge and information be placed in a work based project? 

A typical dissertation might include a chapter that is mainly a review of academic literature and another chapter on methodology that describes the research approach and methods. One of the methods might be a review of relevant documents and artefacts. In this way documents and artefacts classified as ‘documents in use’, sometimes called ‘grey literature’, can be used as a way of including secondary data in an immediate analysis alongside primary data. A typical dissertation may include a later section that discusses the analysis of primary data in relation to works reviewed in a literature review chapter.

Relevant literature for a work based project is often an initial part of the project. Some salient literature is likely to be used at the beginning of a work based project report to argue and define the project, but further literature is more usually integrated into the whole. This literature may be used as a source of secondary data, often to make explicit what practitioners themselves may take for granted. So the review of knowledge and information in a work based project might consist of:
· A single chapter that reviews all the knowledge and information. The knowledge and information review itself, however, does not usually present new primary scholarship. It may critique sources and synthesize them in a new way, but data is usually drawn from the work of other authors. 

· A single chapter that reviews published work whilst unpublished knowledge and information such as minutes of meetings, circulars and other professional documents are evaluated as part of ethnographically-oriented approaches to data collection. 
· A chapter that reviews the published work that appears immediately relevant; unpublished knowledge and information evaluated as part of the research methodology; and continuous search and review throughout the research that is factored into the study as the research takes place. Continuous review can thus take place whilst data are being collected, whilst being evaluated (common in the case of action research) and again when conclusions are being drawn. 
Structuring a review chapter 

A review may comprise the following elements:

· An overview of the subject, issue or theory under consideration, along with the objectives of the literature review.
· Division of works under review into categories (for example, those in support of a particular position, those against, and those offering entirely alternative ideas).
· Explanation of your agreement or otherwise with the material under consideration.
· Conclusions as to which pieces are best considered in the argument, are most convincing of their opinions, and make the greatest contribution to the understanding and development of your research project.

The following is a suggested structure for a work based literature review:

Introduce
Clearly identify and delineate the topic to be considered, and the function(s) of the intended work based audience. Define or identify the general topic, issue, or area of concern, thus providing an appropriate context for the review. Establish your rationale for reviewing the particular knowledge and information, explain the criteria to be used in analyzing and comparing knowledge and information and the organization of the review and, when necessary, explain the scope of the review by stating why certain knowledge and information is or is not included. How good was my information seeking? Has my search been wide enough to ensure I've found all the relevant material? Has it been narrow enough to exclude irrelevant material? Is the number of sources I've used appropriate for the length of my project? 

Review 
Depending on the function and range of the sources, this may be structured by type, theme or approach. Group research studies and other types of literature (reviews, theoretical articles, case studies, and so on) may be grouped according to common characteristics such as qualitative versus quantitative approaches, conclusions of authors, specific purpose or objective, chronology and so on. 

Summarize
Sum up individual studies or articles with as much or as little detail as each merits according to its comparative importance in the knowledge and information, remembering that space (length) denotes significance. You will not simply list your sources and go into detail about each one of them; consider instead what themes connect your sources together and their issues and arguments.
Provide 
Give the reader strong ‘umbrella’ sentences at beginnings of paragraphs, ‘signposts’ throughout, and brief ‘so what’ summary sentences at intermediate points in the review to aid the understanding of comparisons and analyses.

Summarize 
Sum up any major contributions from significant knowledge and information to the project or topic area under review, maintaining the focus you established in the introduction. 

Evaluate 
Weigh up the current material you have reviewed and discuss whether or not you are in agreement with the points made and how useful the contents are in progressing your project.
Conclude 
This should identify major themes which have emerged during the review and pick out the most important points for your work based audience and your own work based project. Provide some insight into the relationship between the central topic of the review and a larger area of study, such as a profession.
Discussion questions

1. In your own work area, identify possible sources of relevant knowledge and information.
2. Which sources are most difficult to acquire, and how would you deal with this?

3. Why is it important to ensure that your ‘voice’ is clearly identifiable in your review?

4. What benefits does software such as ‘Endnote’ bring to the researcher? Is there a downside?

5. Identify the source of guidance for the referencing system required for your university programme of study. 
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