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INTRODUCTION

1.1 BACKGROUND

Background regarding the firm and vacation work.

1.2 PURPOSE OF THE REPORT
Purpose of the report.

1.3 SCOPE OF THE REPORT
Scope, in other words what can be expected in the report.

2 CONTENTS (use a descriptive heading, not “Contents”)
2.1 INTRODUCTION

One or more chapters describing the practical training. If you have worked at more than one company, use at least one chapter for each company. See the Department’s Guidelines for the correct use of figures and tables, formatting, style, etc.
Describe the organizational structure of the firm where vacation work was done. Give a short description of the training program, referring to the different tasks performed by the student. These descriptions should be illustrated by means of sketches and suitable captions. Comments on the quality of work as well as the level of accuracy and precision, etc, should be included. Day to day or week-to-week descriptions should be avoided. It is suggested that the student keep daily notes to assist him or her in the compilation of his final report. Information gleaned from published sources should be properly acknow​ledged by using the Harvard method of reference.

OWN IMPRESSIONS
Approximately 100 words reflecting the student’s own impressions of the program. Subsections with headings can be used if desired.

CONCLUSIONS
The student gives proof that the purpose of the report has been fulfilled. Subsections with headings can be used if desired. There must be a one-to-one relationship between the conclusions and the purposes. One conclusion (or set of conclusions) must be given for each purpose, in the same order as given in Chapter 1 of the report.

The conclusions must be related to the contents of the report and no new information should be introduced.
REFERENCES

The Harvard method must be used to refer indirectly (Author, 1994; Author1 and Author2, 1994; Author et al., 1994) or directly to Author (1994). The list of references is given alphabetically in the following format (The headings given above are used only for clarification purposes and should not be included in the list. Provide only one single list of publications, sorted alphabetically.):
References to books

Author, A.B. 1994. Name of book. 2nd ed. Publisher, Place of publication.

References to articles in books

Author, A.B. and Author, A.B. 1994. Title of article in book. Name of book. Ed A.B. Name. 2nd ed. Publisher, Place of publication, pp 243-212.

References to articles in journals

Author, A.B. Author, A.B. and Author, A.B. 1994. Title of article. Name of journal, Vol 130, No 1, Month, pp 123-124.

References to newspapers

Newspaper. Day Month 1994. Title of article.

References to reports

Author, A.B. Author, A.B. and Author, A.B. 1994. Title of report. Organisation. Type of report and report number. Place.

References to theses

Author, A.B. 1994. Title of theses. PhD thesis. University.

References to unpublished publications

Author, A.B. 1994. Personal correspondence or communication.

References to reputable websites (only if no other way of referencing is possible)

Author (person or organisation), Year (site created or revised). Name (and place if applicable) of sponsor of the site, date of viewing the site (date month year), <URL>.
Appendix A

Notes on appendices

APPENDIX A NOTES ON APPENDICES

A.1 INTRODUCTION

The structure of an appendix should closely follow the structure of an ordinary chapter. The same type of headings should preferably be used.

A.2 CONTENTS OF APPENDICES

Appendices should contain detailed data and graphs that are referred to in the document. The following are a number of examples of such data:

a) Derivation of formulae.

b) Examples of questionnaires.

c) Maps.

d) Brochures.

e) Computer printouts

f) Survey results.

Appendices should not be used to 'pad' a report.

Appendix b

Evaluation form

UNIVERSITY OF PRETORIA

DEPARTMENT OF CIVIL ENGINEERING

EVALUATION OF PRACTICAL TRAINING REPORTS

	Student:


REPORT EVALUATION

	ITEM
	YOUR MARK
	EVALUATION OUT OF 10

	
	
	0/10
	2/10
	4/10
	6/10
	8/10
	10/10

	NEAT
	
	Hand written or untidy
	Printing is dull. Report looks untidy
	Bad printing. Report does not appear neat
	Acceptable printing. Report is presentable
	Neat printing and report
	Exceptionally neat. Report properly bound.

	DRAWINGS GRAPHS AND PHOTOS
	
	No graphical work or not applicable
	Little graphical information
	To little or feeble graphical work
	Graphical work is of acceptable standard, could have had more.
	Graphical work of a very high standard.
	Exceptional graphical work and photos.

	ORDER OF REPORT
	
	No organization and numbering. No page numbers, no table of contents.
	Bad organizing and flow of thought.
	Numbering and organization of thoughts should improve
	Acceptable numbering and flow of thoughts.
	Paragraphs were properly numbered. Fluid flow of thoughts.
	Precisely numbered. Exceptional organization.

	SPELLING AND WORD SELECTION
	
	Very low standard, unacceptable
	Very bad word selection and numerous spelling mistakes
	Too many mistakes in spelling and word selection
	Average spelling and word selection. Not too many mistakes.
	Very good spelling and word selection.
	No spelling or word selection mistake.

	SENTENCE CONSTRUCTION
	
	Sentence construction is in most cases not understandable.
	Unacceptable sentence construction. Too many mistakes
	Below average sentence construction. Too many mistakes were made.
	Average sentence construction. A few mistakes were made.
	Almost no mistakes with sentence construction.
	Perfect sentence construction.

	SUMMARY
	
	No summary or summary is not applicable.
	Summary has little connection with report
	Summary was feeble or short (should at least summarise the goal, contents and conclusion.
	Summary is acceptable could however have done more.
	Good summary correct length.
	Very good summary.

	PURPOSE/GOAL OBJECTIVE OF REPORT
	
	No goal or not applicable.
	Goal that was set has little to do with the goal of the report.
	Feeble goal very vague.
	Goal was given but could have been put in a better way.
	Very good goal, clearly set.
	Goal clearly and exceptionally compiled.

	CONTENTS OF REPORT
	
	Report was not complete. Insufficient information was provided. Contents irrelevant.
	Report was incomplete. Very little information.
	Report was incomplete. Insufficient information. Contents lagged.
	Report is acceptable. Sufficient information was provided.
	Contents on a high level with sufficient discussions.
	Report was complete with very good discussions of work done.

	OWN IMPRESSIONS OF THE WORK
	
	No own impressions were made of the work done.
	Impressions given of a low standard. Must dramatically improve.
	Unacceptable level of impressions. Must improve.
	Acceptable level of own impressions. Can improve.
	High level of own impressions of the work.
	Very high level of own impressions of work done.

	CONCLUSION
	
	No conclusion on what the practical training intends.
	Lame conclusion which is unacceptable
	Weak conclusion. No or weak criteria. Evaluation doesn’t say much.
	Acceptable conclusion. Somewhat vague on what was done.
	Good conclusion with proper evaluation of work measured against set criteria.
	Conclusions are very good measured against properly set criteria.

	TOTAL
	


	Examiner:
	
	Date:
	


	COMMENTS




