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1. Introduction

Around £900,000 is being invested in a range of innovative projects, delivering enhanced services or carrying out much needed research to better support the priority groups (e.g. pregnant women and inequalities) on tobacco related issues. As well as disseminating the support fund to help facilitate these projects it is also essential that communications surrounding their activities is widened across Scotland. The purpose of this is to help with future development of services and to roll out best practice across key areas of PATH’s remit relating to training, data collection, evaluation, prevention and cessation. Therefore the final challenge for PATH projects, once they reach the end of their funding period, will be to pull together results and findings from the important work that has been carried out in the form of a Final Project Report. 

Several projects are already coming to the end of their funding period whilst others will be completing their work over the next 2 years. So whether you are currently working on your final project report or are looking ahead to identify what the priorities and requirements for the report are we hope that these guidance notes will help to offer further support and information necessary to make that possible. 

A number of questions have been asked by projects that have completed or are in the process of writing up their final project reports: 

How long should each section of the report be? 

Is there a specific length of report that PATH is looking for? 

At the time no instructions or guidance on PATH’s preference were defined and so much of individuals, involved in the write–up of reports, experience was relied upon to judge the necessary length and level of information deemed pertinent to PATH and the wider ASH Scotland strategic aim and objectives. Following the obvious necessity to step up the support offered on this important area of project reporting further guidance has now been devised.

The final report should aim to encapsulate the full history of the project; looking at - previous research and services targeting priority groups specific to your project; providing evidence for the need to develop services or to conduct further research; an outline of your projects activities; a conclusion of your projects work and recommendations for future research and developments targeting specific priority groups.

Please note that the guidance act as a supplement to the Progress, Annual and Final Report Guidance Notes disseminated in autumn 2003, to help expand on the support for preparation of the final project report.

2. Submission Date

Final Project Reports should be submitted at the end of the final year in which the project receives funding. To reflect the time required to write the report, and consult with contributors, projects will not be expected to deliver the report immediately but will be given additional time for write-up and analysis (please refer to Progress, Annual and Final Report Guidance Notes). Projects therefore should submit the final project reports no later than 3 months following the end of the projects funding period. Please note that this extended report submission deadline is not part of the funding terms and conditions but is provided by PATH as ‘good will’ in recognition of project personnel’s ‘other’ commitments as part of their wider responsibilities and remit.  You may wish to refer back to the funding contracts for this date and or correspondence received from PATH confirming extension of completion date to verify the exact date on which funding will cease. If you find that you are unable to fulfil the deadline for whatever reason then please contact the PATH Projects Officer (see contact details below) to discuss individual requirements.  

3. How Will The Final Report Be Used?

The Final Reports and Executive Summary will be used (as described in the introduction) to:

(
Draw on lessons of good practice; 

(
To identify and take forward recommendations that will add to future work and developments relating to training of health professionals in smoking cessation issues and support, data collection and service provisions for various priority groups; 

(
To build on and support work in the field of cessation/prevention and education
In order that relevant organisations, health boards, local councils and agencies in the statutory and voluntary sector with an interest in tobacco control can learn from project findings and research, and enable PATH, together with ASH Scotland to take forward and continue much of the project’s work, we intend to publish final reports on the ASH Scotland Website. ASH Scotland also has a system for disseminating information and publications, which we would encourage all projects to use (refer to PATH Authorship Guidance Notes and Appendix 2 ASH Scotland Dissemination Flow Chart). We would also be keen to see you take advantage of any opportunity that might arise to present your projects findings at relevant events, to help raise awareness of what has been carried out and the important work that still needs to be done.
PATH will endeavour to consult with all projects on any dissemination activities that we might undertake relating to your final project report and executive summary. We hope that as a courtesy you will notify PATH/ASH Scotland of any dissemination activities that you might also undertake. It would be useful to co-ordinate our efforts to avoid duplication when disseminating and we would be happy to assist where we can. 

4. Formatting

4.1. Front Page

To ensure that all projects present their report in a uniform manner it was felt that this could be achieved easily by using standard layouts. A simple template therefore has been provided which require projects to replace text surrounded by ‘<’ and ‘>’ with the relevant text as guided. The blue text in brackets indicates the format for the text to insert (the instructions should of course be deleted and not included on the front cover).

(
Title of Project: Arial, bold, font size 20, Centre
(
Organisation: Arial, bold, font size 14, Align Right
(
Organisation Logo: W 4 cm (can vary depending on logo) x H 4.5 cm, Align Right
(
Author(s): Arial, bold, font size 14, Align Right
(
Contact details for further information: Arial font size 12, Align Right
(
Date of submission: Arial, bold, font size 12, Align Right
PATH would like all projects to add to the front cover of the report the following is text and logos:

(
Final Project Report (Arial, bold, font size 12)
(
This project was funded through Partnership Action on Tobacco & Health (PATH), part of ASH Scotland (Arial, Italic, font size 11, Align Centre)
If jointly funded the text for the last bullet point should read:

(
This project was funded jointly through Partnership Action on Tobacco & Health (PATH), part of ASH Scotland and ‘Organisation B’ (Arial, Italic, font size 11)
The terms and conditions of funding require usage of the PATH and ASH Scotland logos. We would recommend that the logos be presented in the format below on the front cover of Final Project Reports.
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Copies of the above logo may be found in the PATH Final Report Template alternatively contact path@ashscotland.org.uk. To assist projects further a ‘Front Page’ template and example has been provided (Appendix 1 and 2) at the end of these guidance notes to give projects an impression of the layout. A separate template document may be provided upon request.

5.2. Publishing and Copyright Information

As ASH Scotland asserts copyright on all final reports published by projects it might be useful to insert a page, following the front page, providing information on where the report was published and who holds the copyright to ensure accurate referencing when used as a resource by others. Please therefore ensure that the following information is provided for this purpose. 

Publisher’s details
Name and address of lead organisation publishing report

Year report was published 

Copyright

Although ASH Scotland will usually hold copyright of final reports joint copyright may be granted following agreement between PATH and the funded project. 

( ASH Scotland

( <Project lead organisation> / ASH Scotland

ISBN Number
ASH Scotland has the capacity to issue ISBNs (international serial book numbers). An explanation of what these are and how they are printed may be given by contacting the Head of Information & Communications or Information Assistant by e-mail: ashscotland@ashscotland.org.uk or Tel: 0131 225 4725. 

Publishers who allocate an ISBN number are legally obliged to deposit copies with the major copyright libraries.

(  Disclaimer
‘The views expressed in this report are those of the project/research team and do not necessarily reflect the views of the funding body.’

4.3. Body Of The Report

In continuation of the formatting standards the following simple general outline below should be used for the main body of the report.

(  Single line spacing 

(  Use Arial font throughout; 

(  Use 11pt font (except where specified in table below)

(  Fully justified

(  Consecutive numbered paging in the centre at the foot of a page

(  Have no more than 3 levels of subheadings labelled within word as (heading 1, heading 2, heading 3)

(  Number sections and subsection consecutively starting at the introduction and ending at the references (excluding the executive summary and references)

For guidance on the report format please see table 1 below. Specific guidance on the exact content of the Executive Summary and the Final Report is covered in more detail in sections 6 and 7.

Table 1: Guide on report format

	Text format
	Format

	Text (Normal)
	Arial, font size 11 (Unless otherwise stated)



	Header 1 

(E.g. 1. Introduction)


	Bold, font size 14



	Header 2 

(Sub-section heading)


	Bold, font size 12



	Header 3 

(Sub sub-Section heading)


	Italic, font size 11

	Table heading
	Bold, font size 11



	Figure heading
	Bold, font size 11



	Footnote text
	Regular, font size 10



	Appendices
	Bold, font size 14




5. Content

5.1. Executive Summary

In the original guidance a table was provided which outlined the structure of the final report. One of the headings within that table was ‘Executive summary’. After some thought and further consideration it was decided that it would be more useful if the Executive Summary was also presented as a separate document from the full report as well as in the full body of the report. The reason for this is that it would present your projects findings, accounting the projects aims and objectives; give a summary of the main findings, highlight the evaluation and recommendations for future work/services and support for specific client groups targeted in a very concise manner. Essentially the Executive summary could be used as a quick reference resource. 

The format for the Executive summary is described below. It is recommended that the executive summary does not exceed more than 6 pages in length and should include the following (Table 2): 

Table 2: Guide on Executive Summary structure

	Section Heading
	Contents

	1. Introduction
	Aims and objectives (these should link directly to those detailed in your project proposal)

Brief background information; names of participating hospitals, Trusts, NHS Boards, or organisations; data collection period



	2. Methodology
	Brief details of methods used; inclusion criteria; selection procedures; number of subjects; number and type of subjects entering and completing the study/research/using service; statistical analyses


	3. Results


	Summary of main outcomes/results

	4. Discussion / Conclusions and Recommendations


	Including brief details of any further work planned

	5. Acknowledgements 
	Role and contribution of partner organisations and external workers




5.2. The Final Report

[image: image6.wmf]
The guidance given below (Table 3.) on the length of sections in the report are provided only as rough indicators as PATH appreciates that a number of variables such as project duration, the nature and approach of individual projects will influence and vary the length of reports. 

Table 3: Guide on report structure

	Section Heading

	Contents

	Front Cover
	The title of the project, name of the author(s); Name/address/telephone/fax number/e-mail address of main contact person; The date of submission of the report; Statement of funding source - suggested text shown below: 

“This project was funded through Partnership Action on Tobacco & Health (PATH) part of ASH Scotland”
 

ASHS/PATH Logo

(1 Side of A4 page)

	Acknowledgements
	Role and contribution of partner organisations and external workers 

Publisher and holder of copyright

(Approximate length: 500 words)

	Contents
	A page-by-page list of report content (use headings and subheadings where applicable).

(As long as necessary)

	Executive Summary
	See section 5.1 above



	1. Introduction
	Aims and objectives (These should replicate those in the original bid with clear and measurable outcomes.) 

Brief background/history of the project acknowledging previous work or research on which it is based. Setting(s) in which the project took place, e.g. GP practices, LHCCs, primary care, and secondary care. The names of participating centres (or number and geographical spread if centres are numerous). Who is the project aimed at?  Who is expected to benefit as a result of it? Size of Funding and duration, funding source, project management.

(Approx. length: 500-1500 Words)


	Section Heading
	Contents (Table 3. continued)

	2. Methodology
	What was the methodology used? How has the data been collected and analysed? Recruitment and Inclusion criteria; selection/referral procedures; number and type of subjects entering and completing study; statistical analyses; data collection instruments employed (questionnaires, focus groups, rating scales, etc). 

Details of any guidelines or standards used.

Any changes to the methodology specified in the original application should be clearly documented and the rationale for these changes given.

Any issues or problems that arose during the course of the project that affected the planned conduct should be clearly documented. 

Copies of any such instruments should be included as an appendix to the main report.

(Approx. length: 3 sides of A4, excluding tables diagrams and figures may be longer or shorter depending on methodology used)

	3. Results
	The results should be clearly stated, indicating the extent to which the original aims and objectives have been met. 

Indicate clearly any changes that have been made to the agreed aims and objectives and why these changes were necessary.  

Findings of the research.  What has the project achieved?

Where applicable details should be given of:

Statistical analyses conducted and results (where applicable); Outcome measures assessed

(Approx. length: up to 13 sides of A4, excluding tables etc.)

	4. Discussion / Conclusion
	This area should summarise the success of the project and highlight suggested improvements and lessons learnt. Comment should also be made on the relevance of the findings for service users, service providers and policy makers, etc.   

How do the outcomes compare to the original aims and objectives?  Have these been met?

(Approx. length: up to 13 sides A4, excluding tables etc.)


	Section Heading
	Contents (Table 3. continued)

	5. Recommendations for Future Work or Research
	Recommendations and a brief overview of any plans to continue the project. Any recommendations arising from the report should be clearly stated. 

Details should be given of any action taken or planned as a result of the work.

If it is anticipated there will be a requirement for further work in this area, the report should identify how this work could be taken forward and supported in the future.

(Approx. length: 3 sides of A4, excluding tables etc.)

	6. Dissemination
	Details should be given of the dissemination strategy including the planned distribution of the full report and executive summary and details of any pending journal articles or similar.

Where meetings, conferences or seminars have been held to publicise the work during the term of the funding, brief details should be given, for example by appending copies of relevant programmes.

(Approx. length: up to 1 side of A4. May be extended depending on extent of dissemination carried out)

	7. References
	Full References ordered by surname of first author in alphabetical order (please see Authorship guidance notes)

(Approx. length: dependent on number of references used)

	Appendix/Appendices
	Any further information that you feel would serve to support your report E.g. Sample of questionnaire devised (if appropriate); referral and consents forms should be appended at the end of your report. These should be labelled consecutively as Appendix 1, Appendix 2, Appendix 3 etc.

(Length dependent on number of appendices you wish to include)


5.3. Sources used 

In putting together these guidance notes the following resources were referred to:

(   Chief Scientists Office (Feb 2004): GUIDANCE ON FINAL REPORTS



http://www.show.scot.nhs.uk/cso/ApplyingForFunding/ResponseMode/FormsandDocs/GuideForm4.doc
(   CRAG CEPS Applications for Funding

http://www.show.scot.nhs.uk/crag/committees/CEPS/Final%20Report%20Guidance.htm
(   Duffy, S. (2001) ASH Scotland Authorship Guidelines 

(   Funders Online. Grantseekers: guide to funding research: Proposal Basics http://www/fundersonline.org/frantseekers/proposal_basicx.html
(   HEBS Commissioned research reports: style guidelines (last updated 01 March 2002)

(   ASH Scotland (2003), PATH - Data Ownership and Copyright: Guidance Notes 

(   ASH Scotland (2003), PATH - Progress, Annual and Final Report: Guidance Notes 

(   ASH Scotland (2003), PATH - Authorship: Guidance Notes
5.4. Contact:

If you would like any further information or guidance on the structure of the report please do not to hesitate to get in touch (see details below).

Tracey Norris – PATH Projects Officer

ASH Scotland, Partnership Action on Tobacco & Health (PATH),

8 Frederick Street, Edinburgh EH2 2HB

Tel: 0131 220 9471

Fax: 0131 225 4759

E-mail: tracey.norris@ashscotland.org.uk

Title: Arial, bold, font size 18

― Final Project Report ―

(Arial, Bold font size 12)

Organisation: Arial, bold, font size 14
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Providing stop-smoking support services for low income pregnant women in an Edinburgh suburb 
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This project was funded through Partnership Action on Tobacco & Health (PATH), part of Action on Smoking and Health (Scotland) (ASH Scotland)





� EMBED MS_ClipArt_Gallery.5  ���Tip: To jog your memory you might wish to refer to previously written six-month and annual progress reports as well as the original project proposal to compile the final report.














This project was funded through Partnership Action on Tobacco & Health (PATH), part of Action on Smoking and Health (Scotland) (ASH Scotland)








� An MS word template (PATH Final Report Template) has been created with all of the formatted front page and headings etc set-up for your convenience in the style drop down menu on the Formatting Toolbar). This template is available from PATH should you wish to use it by e-mailing �HYPERLINK "mailto:path@ashscotland.org.uk"��path@ashscotland.org.uk�


� More appropriate headings may be used if these are unsuitable.


� The exact wording of this can be discussed where joint funding has been made and or other funding bodies have been involved see also Section 4.1. Front Page


� As above, joint copyright may be held with ASH Scotland and parent organisation once discussed
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