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HBGBS Project Guidelines
There are two key objectives in tasking HBGBS Trainees to do projects during the placements: The first is to encourage you to undertake independent research that draws you into areas where there are specific information sources on the sector. For example:

· if you are doing a history project you may like to visit the Lindley Library at  the Royal Horticultural Head Quarters in Vincent Square, London (http://www.rhs.org.uk/About-Us/RHS-Lindley-Library ).
· if you are doing a plant taxonomy project you could check-out the on-line databases available on the RBGKew website (http://www.kew.org/collections/index.html ).
· if looking into a particular genus you would benefit from finding out where the National Collection is held (www.nccpg.com).

· If you are trying to locate particular plant suppliers you could access the Plant Finder on-line (https://www.rhs.org.uk/rhsplantfinder/ ).

The second objective is to reinforce what you have probably learned in the past – how to structure a report in a coherent and succinct way. This is vital for any senior staff whether they are reporting to their management committees or making funding applications.

Broad guideline on structure
· Title page -including your name.
· Contents - including page numbers.
· Summary of project – just half a page or so.
· Aims & objectives – why this topic and what do you hope to achieve?
· Methodology – how are you going to go about getting the information?
· Findings – in direct relation to your objectives.
· Conclusions – were you successful? Could the project have been done differently in hindsight? What were the barriers or unexpectedly useful things you got out of it?
· References including personal communications: This is a whole subject in itself! (see below Bibliographic Citations) but essentially you need to be able to back-up anything you say with evidence – what book, website, person gave you the facts you have referred to.
Additional Items (optional)

· Additional notes as an appendix – things you found interesting but not directly relevant.
· Ideas about where you would like to take your findings.
· Thoughts on the potential for further research.
Conclusion

The project does not have to be huge, be clear at the start that, given you have just three months to complete it, what can you realistically produce? 10 pages, 20? Photos, diagrams, graphs, plans? Have an idea of what the project will look like at the end.

There is no mark at the end – you don’t pass or fail. The journey is all – like the placement itself, it’s what you learn from doing it that matters. There is a Garden History Society’s essay prize (June) that you may like to go in for and I believe Horticulture Week have a similar opportunity.
The scheme does send out one essay from each trainee for external viewing. This is to ensure that the work is independently reviewed by an outside assessor. Again, no pass or fail, it’s just a means of ensuring we are working at the level 3 standard that we are aiming for.

Do’s

· It does have to be typed up electronically. Plans and drawings can be posted in hard copy if necessary.
· The conclusion must discuss the objectives.
· Photographs may need to be compressed / reduced to make the information electronically transferable.
· Break-up large pieces of texts with subheadings.

· Enjoy the work – it should be fun rather than drudgery. If the objectives are clear you will find it sails along.

Don’ts

· Produce 10 volumes!

· Take-up additional work time – this is largely home study.

· Don’t panic if the information is not panning-out as you hoped: Sometimes the conclusion reached is that the project objectives were misguided or unrealistic. That’s fine as long as you can back this up with evidence that you have looked into the matter thoroughly.

Fiona Dennis

HBGBS Scheme Coordinator

November 2009

Check-list *

	Presentation & Layout
	Is the work tidily & neatly presented?

Is the information readily accessible (contents, introduction,& page numbering)?



	Labels, names  & references
	Is the work properly referenced with sources / help acknowledged?

Are photographs / diagrams properly titled?

Is the type font large enough to read easily?

Is the work laid out in a logical sequence?

Are there long blocks of text or is it divided into smaller sub-headings / paragraphs?

Have plant names / family names been spelt correctly and italicised / underlined as appropriate?

Does the text flow easily with minimal spelling mistakes and grammatical errors? 



	Use of tables, charts, graphs, photographs diagrams & drawings 
	How effective is the use of illustrative material?

Does it enhance or detract from the text?

Could more use have been made of illustrative material or is it over used at the expense of factual material?

Are photographs and other illustrative material dated and labelled correctly (sources acknowledged)?




*Thanks to the Royal Horticultural Society School of Horticulture for supplying this information.
Bibliographic Citations *
Examples
Below are examples of citations for different types of material. For each example, the entry for the Bibliography is given first, followed by entries which show the form the references would take as Footnotes/Endnotes and In-text references.

1. Book – single author or editor
Bibliography
McGann, Thomas F. 1957. Argentina, the United States, and the Inter-American System, 1880–1914. Cambridge, MA: Harvard University Press.

Footnote/endnote 
McGann (1957), p. 47–48.

In-text reference
(McGann 1957: 47–48)

2. Book – two or three authors or editors
Bibliography
Hoberman, Louisa Schell, and Susan Migden Socolow (eds). 1996. The Countryside in Colonial Latin America. Albuquerque, NM: University of New Mexico Press.

Footnote/endnote 
Hoberman & Socolow (1996), p. 65.

In-text reference
(Hoberman & Socolow 1996: 65)

3. Book – three or more authors or editors
Give the first name followed by '(et al.)':

Bibliography
Caprio, Gerard (et al.). 1996. Financial Reform: Theory and Experience. New York: Cambridge University Press.

Footnote/endnote 
Caprio et al. (1996), p. 166.

In-text reference
(Caprio et al. 1996: 166)

4. Journal Articles
Bibliography
Miller, Rory. 1981. 'Latin American manufacturing and the First World War: an exploratory essay', World Development, vol. 9, no. 8, p. 717–734.

Footnote/endnote 
Miller (1981), p. 719.

In-text reference
Miller 1981: 719.
5. E-mail correspondence

Bibliography
Brown, Peter. 2000. 'Latin American politics', private e-mail to John Smith. 26 April 2000.

Footnote/endnote (full)
Peter Brown, 'Latin American politics', private e-mail to John Smith. 26 April 2000.

Footnote/endnote (brief)
Brown (2000)

In-text reference
(Brown: 2000)
6. Online Internet Journal article

Bibliography
Donath, Jame. 1995. 'Il Purgatorio: Argentina fights for its tortured soul'. In Yale Political Quarterly [electronic journal], vol. 17, no. 1 (Nov. 1995).
Available: http://www.yale.edu/ypq/articles/nov95/ nov95b.html

Footnote/endnote (full)
Jame Donath, 'Il Purgatorio: Argentina fights for its tortured soul'. In Yale Political Quarterly [electronic journal], vol. 17, no. 1 (Nov. 1995).

Footnote/endnote (brief)
Donath (1995)

In-text reference
(Donath: 1995)
7. Internet Document

Bibliography
Isaacs, Jorge. [N.d.]. María. <http://www.analitica.com/bitbiblioteca/isaacs/maria.asp>

Note: This reference is for the text of Isaac's novel available on a website. The date the text was put on the website is not known (hence 'n.d.', 'no date')

Footnote/endnote (full)
Isaacs, Jorge. María. <http://www.analitica.com/bitbiblioteca/isaacs/maria.asp>

Footnote/endnote (brief)
Isaacs (n.d.)

In-text reference
(Isaacs: n.d.)

* These examples have been copied directly from the following website: http://americas.sas.ac.uk/library/bibliographic.htm . However, there is no hard and fast rule. The only really important point is that you are consistent throughout.
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