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What PeoPle are Saying about 

Field StudieS
$

Dr. Benson P. Shapiro
Malcolm P. McNair Professor of Marketing, Emeritus
Harvard Graduate School of Business Administration

This book presents a great way to teach students life skills 
such as communication, project management, and team 
work. Everyone needs those skills regardless of their oc-
cupation. It does a wonderful job of providing a detailed 
framework for supervising and executing field studies.

Dr. Arnold Packer
Former Executive Director, Secretary’s Commission on Achieving 
Necessary Skills (SCANS)

Given the growing consensus on the importance of soft 
skills — as defined by SCANS, P-21, and others — Field 
Studies is a welcome addition to Charlie Jett’s books on 
the subject. We have to move from Knowing to Doing on 
this issue and Field Studies provides a solid road map for 
the trip.



Dr. Chuck Baker
Former Principal, Wheaton-Warrenville High School

Before No Child Left Behind and Race to the Top re-
duced school missions to anything other than the results 
of standardized tests, a broad definition of learning mat-
tered. Students were encouraged to think, to analyze, 
to interact, to contribute, and they were expected to 
demonstrate mastery without a #2 pencil. Field Studies: 
Project-Based Learning restores the expectation that 
there is more to school than test-preparation. It demon-
strates that real life skills can be taught and that students 
can make, in addition to preparing for college and ca-
reer, meaningful contributions to their local businesses, 
governments, charitable organizations, and schools.

Mr. James Carr 
Owner, Produce Reporter and
Former Mayor, Wheaton, Illinois

As a parent, business owner, and former mayor of our 
city, I had the chance to witness first hand student field 
study teams in action from different perspectives. The 
learning experienced by the students included not only 
knowledge of their clients’ business, but the kinds of 
critical skills they need throughout their careers. The 
teaching was unique and exceptional; the work product 
the students delivered to their clients was superb; and 
the contributions the student teams made to our com-
munity was without parallel. Field Studies conducted by 
student high school teams should be a common practice 



in every small community throughout the country. For 
the students, the high school and the community at 
large, Field Studies are a no-lose proposition.

Mr. David Batchelor
Retired IBM Professional
Hot Springs, SD

As a retired businessman living in a small (5000 peo-
ple) community in southwest South Dakota, I saw two 
needs that to be addressed — volunteerism in non-profit 
or governmental organizations and the need for high 
school students to acquire “real world” experiences. I 
used Charlie Jett’s methodology with the National Honor 
Society at the local high school (250 students) to create 
a volunteer handbook that made it easy for any student 
to find opportunities to volunteer and while doing so, 
learn job skills. Mentoring the sponsoring NHS organiza-
tion, we compiled a handbook that contained, among 
other things, available organizations that needed help, 
the type of skills needed and contact information within 
the organization to get started. As a result, the NHS team 
learned important skills relating to teamwork, organiza-
tion, communications, and project management while 
producing a report that had value to the students as well 
as the community as a whole. Feedback from partici-
pants indicated that this project provided key skills that 
became very useful when they moved on to their future 
educational endeavors. 





#
acknoWledgementS

$

Many have contributed to the success of the field study pro-
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participation.

•	 To Mr. Charles Holly Jett who, as a teacher in an Oregon 
middle school, demonstrated that middle school stu-
dents are fully capable of conducting field studies under 
proper supervision. The greatest difficulty proved to be 
containing the students’ enthusiasm.

•	 To Mr. Joe McKee who, as a senior at Wheaton-
Warrenville High School served as a field study captain 
on many occasions and contributed to the first field stud-
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his business but for the city of Wheaton itself;
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the Secretary’s Commission on Achieving Necessary 
Skills (SCANS), recognized the value of field studies as 
a powerful way to teach not only the SCANS foundation 
skills and competencies, but the Critical Skills as well;

•	 To Mr. David Batchelor of Hot Springs, South Dakota 
who, as a community volunteer, led a team of high school 
students in conducting a field study for Hot Springs High 
School to create a community service internship pro-
gram for students. David proved that such studies can be 
effectively conducted for smaller high schools without 
the direct assistance from us as the creators of the field 
study program;

•	 To Professor Benson P. Shapiro, who as Malcolm S. 
McNair Professor of Marketing (Emeritus) of the Harvard 
Graduate School of Business, and who many consider as 
the finest case study instructor, generously reviewed the 
Field Study book, endorsed the methodology of the pro-
cess, and offered valuable advice regarding how teachers 
at the high school level can conduct such projects;

•	 Finally, to the many students who participated in the 50+ 
field studies that we conducted. Never did we doubt 
their ability to conduct field studies in a professional 
manner, and all of them delivered high quality results.
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This is a “how to do it” book.

The purpose of the book is to describe specific steps by which 
teacher/coordinators can lead a team of students in a project de-
signed to help them practice and develop their “Critical Skills.” 
Its purpose is NOT to make the case for the need for such skills; 
the case for such skills is made in my book WANTED: Eight 
Critical Skills You Need to Succeed. 

Many of the steps in the field study process described in this 
book may appear a bit rigid in terms of “rules” and perhaps pe-
dantic. This is intentional. Obviously we understand completely 
that there are more ways than one to conduct a field study, but 
the process described herein works. Accordingly we offer the 
strong suggestion that if you are embarking on the adventure of 
supervising teams of students in field studies, that you follow 
the suggestions described in this book during your first or first 
few field studies. Then, after becoming comfortable with the 
process, you can modify your process as you see fit. If you dis-
cover better ways to conduct such projects, please let us know 
through our blog, http://fieldstudiesblog.com/home/



Field studies are appropriate and able to be conducted by virtu-
ally any school where teachers are willing to give them a try. In 
particular, a school or school district does not have to be large, 
nor does the student population need to be college bound. In 
fact, field studies are ideal for the smaller schools in any com-
munity — rural or urban. We had excellent results with minority 
and disadvantaged youth participating as field study team mem-
bers and, accordingly, we encourage teachers whose students 
include minorities and/or disadvantaged youth to engage them 
in these projects.

While most of the field studies were conducted at the high 
school level with students who were either juniors or seniors, 
we did have excellent results with a field study conducted by 
Charles Holly Jett in an Oregon middle school. The students 
were enthusiastic, eager to learn, and produced the results of 
their study not only to school administrators but to the district 
school board. And . . . their recommendations were implement-
ed. This field study is described in detail in chapter fifteen.

When conducting the first field study, we strongly recommend 
that you keep the project relatively simple in order to achieve 
success both for the student team and for you as a supervisor/
coordinator. This will enable you to capture the essence of the 
field study process as well as to enable you to devise modifica-
tions or even different ways to conduct the study.

With these in mind, we are delighted that you are interested and 
willing to embark on field study adventures! We wish you the very 
best of luck and success and ask that you share your thoughts with 
us on our field studies blog: http://fieldstudiesblog.com/home/
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A field study is a project conducted by a team of students to address 
one or more issues concerning a client. Field studies are among 
the most comprehensive and challenging exercises that you, as a 
teacher, can choose to teach the Critical Skills to your students. 

Field studies were highlighted by the Secretary’s Commission on 
Achieving Necessary Skills (SCANS), in the 1993 US Department 
of Labor publication Teaching the SCANS Competencies, as an 
example of effective means of teaching those skills. But Field 
studies are relatively hard to conduct — the problem being that 
most teachers are not trained to supervise such exercises — but 
don’t be alarmed! This book is intended to show you how to 
field a team and supervise a field study. 

You can do it!

The field study process consists of the following:

•	 Writing a confirmation document outlining the problem, 
work steps, and product to be delivered;

•	 Creating a work plan to manage time;

•	 Collecting and verifying data;
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•	 Conducting analysis;

•	 Preparing and delivering the final report.

Field studies are the kind of project that a student usually en-
counters for the first time in graduate school. The process 
described in this book is essentially the same process that a 
Harvard Business School student would conduct during his/
her second year in the program. It is also the process taught to 
newly hired management consultants at major consulting firms. 
Those facts might intimidate some educators at the high school 
level, but high school students — and even properly supervised 
middle school students — are fully capable of doing them. The 
challenge is for a teacher to just take the time and engage a 
team of students in the local community. 

Opportunities for field studies with local organizations are 
abundant. All you, as a teacher, need to do is to plunge into 
the process, learn how to conduct a field study, and give your 
students an experience that they will never forget.

While it is important to engage students in an area that interests 
them, the primary purpose of field studies is to teach skills, not 
content knowledge. It is not the intent to teach any student the 
principles of finance, marketing, or any other business disci-
pline. Instead, field studies teach the Critical Skill — skills that 
student will need not only in college, but in throughout life and 
in their careers.

Field studies are appropriate for middle school students, for 
high school students, for the college-bound student as well as 
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students in college or, for that matter, in graduate school. Field 
studies require the students to work as a team; to formulate a 
problem; to break the problem down into its component parts; 
to determine the issues to be addressed; to determine the data 
needed to address the issues; to develop interview guides; to 
conduct face-to-face interviews; to analyze data — developing 
findings, conclusions, and recommendations; to prepare a writ-
ten and oral report; and to present the report. 

You should be confident that students can do these steps!

The Critical Skills that are the learning outcomes of Field Studies 
are described in detail in my book WANTED: Eight Critical 
Skills You Need to Succeed. These eight Critical Skills are as 
follows:

Communication

The ability to get ideas out of your head and into the 
heads of others; the ability to get ideas out of someone 
else’s head and into your own— all through the process 
of reading, writing, listening, and speaking.

Production

The Production Skill is often referred to as making it hap-
pen. Simply put, it is the ability to convert an idea into 
reality . . . to convert a concept or idea into a product.
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Information

The Information Skill is simply the ability to gather and 
sort relevant information pertaining to a particular prob-
lem to be solved or issue to be resolved. The skill also 
implies that the information gathered and sorted is veri-
fied or proved to be true.

Analysis

The Analysis Skill is the process of developing findings 
from facts, and conclusions from findings. 

It is best described by P → Q, or “P” implies “Q.” This 
is logic in its simplest form — a syllogism — a logical 
argument that uses deductive reasoning to arrive at a 
conclusion based on one or more hypotheses that are or 
are assumed to be true. If the hypothesis (P) is true, then 
deductive reasoning can arrive at a conclusion (Q) that 
will be true. If the hypothesis (P) is not true, then even 
the best deductive reasoning will arrive at a conclusion 
that may or may not be true. One gathers information 
and facts which are tested for truth, derives findings from 
the facts (what the facts mean), and from the findings 
draws one or more conclusions.

Interpersonal

The Interpersonal Skill is not a skill that enables you to 
win friends.
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Rather, it is a skill that is best described by how others 
view you after you have worked with them on the job or 
in some sort of project.

It is more of a teamwork skill.

It is NOT a political skill.

If you have the Interpersonal Skill, then after you have 
worked with others, you have left them with the feeling 
that you have contributed value to the effort.

Technology

The Technology Skill does not mean that you should be 
good at designing electronic circuit boards or anything 
that even resembles technical design or expertise.

Instead, the Technology Skill is simply an ability to select 
the appropriate technology that is most efficient and use-
ful to accomplish a specific task.

Time Management

The Time Management Skill enables an individual to 
determine what tasks are most important and how to de-
vote the appropriate amount of time to accomplish those 
tasks to a high level of quality.

Another way to look at the skill is this: You go to work 
in the morning and you know you have ten things to do. 
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Four of those things are critical . . . but you have to figure 
out which four of the ten are in that category. Then you 
have to do the best you can on the rest!

Continuous Education

The Continuous Education Skill is simply the ability to 
constantly learn new techniques, master changing tech-
nologies, keep up with changes in an industry, and the 
like. It recognizes that our world is changing rapidly 
through technology and other advances, and we need 
training and continuous learning to keep current in our 
fields.

The entire set of eight Critical Skills may be defined as “the skills 
that an individual needs to master in order to advance in any 
career.” 

These are not the kinds of skills that you teach by standing up 
in front of a classroom and lecturing to a group of students. 
To teach these skills you must engage the students — inter-
act with them — have them understand what the skills are 
and supervise them as they practice and master the skills. 
Certainly you can do these things in nearly any kind of aca-
demic course, but not by lecturing and having student take 
notes. Rather, you have to prompt the engagement: interact 
back and forth with them, ask open-ended questions, lis-
ten to their responses, and ask questions about what they 
say. Make them think! Make them express themselves orally 
and in writing. In a course where you are teaching content 
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knowledge about some academic subject — mathematics, 
science, social studies, and the like — you can engage the 
students and help them practice the Critical Skills. This is 
hard for some teachers to do, but your students will learn not 
only the academic content that you are trying teach, they will 
practice the Critical Skills in the process.

This book will guide you through the field study process and 
present detailed examples of actual field studies that were con-
ducted by high school students. 

So let’s get started!
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chapter one

the harVard buSineSS 
School method

$

Have you ever wondered why the Harvard Business School is 
held in such high esteem? It is not just because the institution 
has outstanding professors; it is because the school challenges 
its students with three field studies (called “cases”) every day for 
two full years.

The Harvard Business School uses the Socratic method of teach-
ing. Approximately 70 very bright MBA students gather in a large 
room set up like a theater with the facilitating professor down 
in front with a large blackboard in the background. During the 
course of the class, which consists of a case study about a spe-
cific business with issues to be resolved, the professor does not 
“lecture;” instead, he/she guides a discussion. The students are 
the “teachers” in that they discuss the case and argue amongst 
themselves about the substance of the case, the findings, the 
conclusions, and the recommendations. They learn through 
active participation in class. Most often the information in the 
case is not totally complete and there will be several differ-
ent approaches to the case analysis, as well as several different 
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resolutions. Sometimes — but not always — the professor will 
reveal at the end how the issues were actually resolved, but 
that is not really important; what is important is the interaction 
among the students and the lively debates that occur.

The Socratic method teaches critical thinking. The Foundation 
for Critical Thinking describes this method as follows:

“The oldest, and still the most powerful, teaching tac-
tic for fostering critical thinking is Socratic teaching. In 
Socratic teaching we focus on giving students questions, 
not answers. We model an inquiring, probing mind by 
continually probing into the subject with questions. 
Fortunately, the abilities we gain by focusing on the ele-
ments of reasoning in a disciplined and self-assessing 
way, and the logical relationships that result from such 
disciplined thought, prepare us for Socratic questioning.

“As a tactic and approach, Socratic questioning is a high-
ly disciplined process. The Socratic questioner acts as the 
logical equivalent of the inner critical voice which the 
mind develops when it develops critical thinking abili-
ties. The contributions from the members of the class are 
like so many thoughts in the mind. All of the thoughts 
must be dealt with and they must be dealt with care-
fully and fairly. By following up all answers with further 
questions, and by selecting questions which advance 
the discussion, the Socratic questioner forces the class 
to think in a disciplined, intellectually responsible man-
ner, while yet continually aiding the students by posing 
facilitating questions.”
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“A Socratic questioner should: 

a)  keep the discussion focused

b)  keep the discussion intellectually responsible

c)  stimulate the discussion with probing questions

d)   periodically summarize what has and what has 
not been dealt with and/or resolved

e)   draw as many students as possible into the 
discussion.”

Source: Paul, R. and Elder, L. (April 1997). 
Foundation for Critical Thinking

http://www.criticalthinking.org/pages/
socratic-teaching/606

This is precisely what takes place during the course of a field 
study with a team of students. The students must utilize the fol-
lowing Critical Skills:

•	 Communication: They must — as a team — read, write, 
listen, and speak;

•	 Production: They must transform their understanding of 
the issues to be resolved into a clear final report;

•	 Information: They must gather information that is rel-
evant and true regarding the issues they are addressing;

•	 Analysis: They must develop their findings, conclusions, 
and recommendations;

•	 Technology: They must decide what technology they 
plan to use during the course of developing their work 
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plan, conducting their analysis, and preparing and deliv-
ering their final report;

•	 Interpersonal: Each member of the team must contribute 
productively to the total effort;

•	 Time	Management: The team must plan the field study 
process to resolve the issues and deliver their report on 
time.

Field studies are demanding of both students and teachers. They 
force members of the student team to think together, they teach 
the students how to clearly articulate what they have learned, 
they require team members to work productively together, and 
they force the student team to manage their time and complete 
the work on time. They also require a teacher or facilitator to 
understand the Socratic method and effectively guide the team 
through the field study process. 

How to be the teacher or facilitator for a field study is much 
like the role of the teacher of case studies. While there are 
many different articles written on the subject of teaching case 
studies, one of the best is Stanford University Newsletter on 
Teaching “Teaching with Case Studies” (Winter 1994, Vol. 5, 
No. 2). This article, while written many years ago, has stood 
the test of time and generally repeats the Socratic teaching 
concepts described earlier. It provides methods and tips for 
the process. You can access this article directly and download 
it in pdf form through the following link: http://web.stanford.
edu/dept/CTL/Newsletter/case_studies.pdf
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Another excellent and timeless source that gives hints about how 
to teach case studies was written by Professor Benson P. Shapiro 
of the Harvard Business School. I must admit that as a HBS stu-
dent in 1970, I had the privilege of attending the first case study 
class ever taught by Professor Shapiro (the case was “Hesper 
Silver”) and while I was totally impressed by what transpired dur-
ing that class, I didn’t have a clue about the kind of teaching that 
was taking place. I was just afraid that Professor Shapiro might 
call on me! His excellent comments and perspective are con-
tained in the brochure Hints for Case Teaching, and the entire 
brochure can be downloaded in pdf format at the following link: 
http://hbsp.harvard.edu/he-main/resources/documents/web-files/
M00016_Hints_for_Case_Teaching_Brochure.pdf

The purpose of this book is to enable you, as a teacher, to actu-
ally be that Socratic method facilitator for a field study team. 

All it takes is confidence, practice, understanding the Socratic 
method, identifying a local organization with an issue to be 
resolved, fielding a team, and getting started.

The remainder of this book will focus in detail on each separate 
element of a field study.
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chapter two

a Field Study examPle: the 
community SerVice Field Study

$

The Community Service Field Study was the first field study we 
conducted. It was conducted by six female high school students 
— five juniors and one senior — to create a community service 
internship program for their schools. The students conceived 
the idea, structured the field study, carried it out, and set up the 
management system for a program that enabled hundreds of 
college-bound students to participate in meaningful communi-
ty service work-based learning activities for over twenty years. 

Background

Wheaton, Illinois is a city in the western suburbs of Chicago with 
an excellent school system, Community Unit School District 
200, and a majority of the students from the two high schools, 
Wheaton North and Wheaton Warrenville South, have strong 
academic programs with many advanced placement classes. 
Each school has many extracurricular activity programs in per-
forming arts, speech, debate, and a wide variety of athletics.



a Field Study examPle: the community SerVice Field Study      7

Most parents in the community view their children as col-
lege-bound, and, typical of the times in the early 1980s, most 
parents viewed programs that involved work-based learning to 
be for those students for whom college was not in their future. 
Certainly their children should not participate in what they 
termed vocational education.

In 1981 the US Secretary of Education created the National 
Commission on Excellence in Education and directed it to 
present a report on the quality of education in America to the 
American people by April of 1983. In the spring of 1983 the 
commission delivered its report: A Nation at Risk: The Imperative 
for Educational Reform. While this report sounded the alarm 
for improvement of academic subjects across the board, it also 
pointed out the need for emphasis on such rudiments as reading 
and computation, as well as essential skills such as compre-
hension, analysis, solving problems, and drawing conclusions. 
When the Secretary’s Commission on Achieving Necessary 
Skills (SCANS) report pointed out the need for workplace know-
how by all students, and the need for implementing programs 
in schools to address this need, this prompted me to contact the 
local high schools to see if we could join together in conducting 
a feasibility study for meaningful work-based learning experi-
ences in the district. 

Both principals at the local high schools agreed to the study and 
were delighted that those doing the study would be their own 
students. 
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The Confirmation Letter

Our first step was to meet and discuss what was to be done. 
We agreed that we would need to meet with the principals and 
outline for them what we planned to do. 

Specifically, we planned to identify service organizations in the 
community, interview individuals at each of them to discuss 
what kinds of work students could do as unpaid interns, create 
job descriptions for each, and make a presentation to the prin-
cipals about the findings and conclusions of the study.

Following the meeting with the principals, the students draft-
ed a confirmation letter that articulated their understanding of 
the situation, what they planned to do, how long it would take 
them to do the project, and what they expected to produce as a 
result. The actual confirmation letter for this field study is shown 
in Appendix A.

The Work Plan

The first team meeting after delivery of the confirmation letter 
focused on creating a work plan for the project. The team out-
lined the specific goals for each step of the project, to include:

•	 Identification of the community organizations 

•	 Preparation of the interview guide

•	 Data collection process

•	 Analysis

- Development of findings
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- Development of conclusions

- Development of recommendations

•	 Preparation of the written report

•	 Preparation of the oral report

•	 Presentation of the reports to the principals.

The team prepared a Gantt chart that showed the dates for inter-
im team meetings (weekly) and set specific deadlines for each 
phase of the project. The Gantt chart enabled them to over-
lap some of the tasks in order to manage their time efficiently. 
Unfortunately, an original copy of this Gantt chart was not pre-
served, but it is generally the same as the chart presented below:
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Data Collection Preparations

The next team meeting was spent identifying approximately 35 
non-profit organizations in the Wheaton community, and de-
veloping a detailed interview guide. The students asked for and 
received cooperation from the school principal to assist, where 
appropriate, in contacting certain organizations to inform them 
that the student project was a legitimate school project.

Two team meetings were required to prepare and finish the in-
terview guide. In conducting a field study, it is crucial to prepare 
this data collection instrument to ask specific questions relevant 
to the issue being addressed. Great care was taken in formulat-
ing each question, and the interview guide provided not only a 
list of the questions in a logical sequence, but the appropriate 
introductory words and concluding remarks that the students 
would use during each interview. The final interview guide is 
shown in Appendix B.

The Data Collection Process

Prior to setting out to conduct the interviews, the team met to 
establish a set of rules and procedures to be followed during 
the interview process. These rules that they developed are as 
follows:

•	 All interviews will be conducted in teams of two (for 
safety);

•	 The interview guide should be followed to the letter. 
Each question should be asked precisely as written in 
the interview guide, with no deviations;
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•	 Each student team member should take notes during the 
interview.

•	 Following each interview, the students should spend 10-
15 minutes writing a short summary about what they 
learned during each interview, and write specific quotes 
that might become helpful during the report writing and 
presentation process.

Analysis — Development of Findings

Approximately three weeks after the interviews had started, and 
with approximately 75% of them completed, the students held 
their first team meeting to begin the analysis process. The first 
step in the analysis process is the development of findings.

A finding consists of a statement relevant to the issues being 
addressed and is derived entirely from the facts learned during 
the data collection (interview) process. Findings are used as the 
foundation from which conclusions regarding the issues may be 
drawn. Findings are the results of an investigation.

In the course of developing their findings, the students were 
cautioned not to confuse a finding with a fact, or a finding with 
a conclusion.

Findings	 tell you what the facts	mean; conclusions	are state-
ments of closure and are inferences drawn from the findings, 
which are true based on the facts;	recommendations	are made 
based on the conclusions	drawn. 
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With this in mind, the students focused on interpreting their 
clearly written notes and summaries from their interviews, tak-
ing one question from the interview guide at a time. The meeting 
was led by the team captain.

The students used the most useful tool in developing findings: 
a flip chart placed in the front of the meeting room, with each 
question given at least one sheet. Each sheet contained no more 
information on it except that which was derived from the an-
swers to one specific question.

The purpose of the meeting was to allow the students to dump 
core, i.e., to discuss in detail the responses they heard for 
each question, putting their thoughts and responses to each 
question on a flip chart. The team focused on each question 
separately until the group felt that what they had learned and 
documented on the flip chart was complete and accurate. 
The result for each question represented the best thinking of 
the team regarding the answer to each question. When the 
students finished dumping core on a question, they carefully 
constructed one sentence that represented the consensus of 
the group. The sentence clearly articulated the finding(s) from 
that question — and they wrote supporting bullet points under 
each sentence to back up their finding. In the written report, 
the findings have their own separate chapter and are written in 
all	caps	and underlined. The supporting bullet points are not 
written in all caps. An example of one of the actual findings 
from this field study is as follows:
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2.	 THROUGHOUT	 THE	 COMMUNITY	 THERE	 IS	 A	
POSITIVE	RECEPTION	TO	THE	CONCEPT	OF	AN	UN-
PAID	INTERNSHIP	PROGRAM	FOR	NOT-FOR-PROFIT	
ORGANIZATIONS.

•	 100% of the organizations were receptive to the 
idea;

•	 Some organizations had existing programs for 
college-age interns;

•	 A few organizations had hired students to fill 
maintenance positions;

•	 Several organizations worked with students who 
also provided a specific skill — e.g., lifeguard, 
tutor, etc.

The students also wrote down on a separate flip chart page 
specific quotes they remembered (from their notes) that were 
relevant to the question. These quotes, while not a part of any 
final report, were useful in making the final oral presentation.

At the end of all of the findings, the students wrote a five-star 
summary to summarize what had been presented in the findings 
chapter. This five-star summary for the findings in this specific 
field study is as follows:

* * * * *

In summary, a large cross-section of not-for-profit com-
munity service organizations were interviewed in order 
to provide the foundation for an educational partnership 
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between these organizations and our high schools. 
Although many of these organizations had worked with 
students, most of the jobs for high-school age employees 
were not all educationally significant.

All of the organizations were enthusiastic about the pros-
pect of working with high school students in the future 
and providing them with workplace learning experienc-
es. They could identify several possible internship roles 
that would add value to their organizations as well as 
serve the experience needs of the students.

The organizations expressed several concerns about the 
partnership concept and also provided input about how 
the program could be structured to fit the needs of the 
students, schools, our community, and the organizations 
themselves.

This process might seem to be a bit painstaking, but it pays divi-
dends. Careful construction of the findings and the summary of 
the findings is, essentially, the draft of the findings chapter of the 
final report.

As shown earlier in the work plan, a team can start the de-
velopment of findings process before all of the interviews are 
conducted. As a rule of thumb, when 75% of the interviews 
have been completed, you will have about 95% of the infor-
mation you need. As subsequent interviews are completed, the 
information gathered from those interviews is added to the find-
ings and, where appropriate, changes are made. 
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When conducting a field study, you might find that the student 
team feels as though they do not have enough data to conduct 
the analysis. This is normal. There will never be perfect infor-
mation, and at some point the team must decide that there is 
sufficient data and evidence to proceed with the analysis. As a 
rule of thumb, this point in the data collection process occurs 
when answers to various interview questions consistently be-
come repititious. Making the decision to stop the interviewing 
process and begin the analysis is a judgment call on the part 
of the field study coordinator. It becomes a lesson for the team 
about “enough is enough.”

Analysis — Development of Conclusions

After the findings were developed, the team started to work on 
the conclusions.

Conclusions are statements of closure about issues relevant to 
the field study. They are developed entirely from findings and 
are supported at all levels by the facts. They are the Q’s in the 
logical expression P → Q or P implies Q, and in order to be 
true, the P’s have to be true. Therefore, the entire process of 
developing conclusions is based on findings that have been de-
veloped carefully from facts that have been tested for truth.

Conclusions are drawn in team meeting discussions led by the 
team captain and should be devoted only to the development of 
the conclusions. The conclusions form the basis for the recom-
mendations to follow.
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There is a strong similarity between drawing conclusions and 
developing findings. As with the findings, a flip chart is used, 
along with a copy of the confirmation letter written to the client 
articulating the issues to be addressed.

In pages showing conclusions, each conclusion is written as a 
complete sentence in all	caps with bullet points as findings that 
support that conclusion.

As with the findings, the conclusions and supporting bullet 
points form the conclusion chapter of the final report; and as 
with the findings chapter, a five-star summary of the conclu-
sions is written on one page.

When the team felt that their conclusions had been reached 
successfully and were supported by the findings and facts, they 
proceeded to develop and write down their recommendations 
based on their conclusions.

Recommendations

Recommendations are the action steps that the team believes 
the client should take to address the issues of the field study. The 
recommendations are based only on the findings and conclu-
sions developed from the data collection process. By definition, 
recommendations should be worthy of endorsement and imple-
mentation by the client.

In this field study, the recommendations were created in a slightly 
different manner from findings and conclusions in that each team 
member, given the findings and conclusions, developed her own 
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recommendations independently from the other team members 
before the team meeting was held for the recommendations.

Each team member was instructed to keep the following ques-
tion in mind throughout the entire field study process: “If	I	were	
required	to	tell	my	client	what	to	do	about	these	issues	today,	
what	three	or	four	things	would	I	recommend?”

The recommendations in this field study included the following:

1) The school district should set up a community service 
internship program, and the students should design the 
proposed program.

2) The student team should set up the management system 
for the program.

The Final Report

After completion of the analysis phase, and with their findings, 
conclusions, and recommendations in hand, the students met 
to prepare the final report. The final report consisted of two 
parts: the written report and the oral presentation.

Since the students spent a great deal of time carefully craft-
ing the sentences to describe their findings, conclusions, and 
recommendations, preparation of the written report was rath-
er simple. In fact, all they needed to do was to arrange their 
work into three chapters: 1) Findings, 2) Conclusions, and 3) 
Recommendations. Their final written report was simply a 
written form of the report they gave as their oral report. The 
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students wrote a short introduction to their report and includ-
ed, as appendices, their confirmation letter, their interview 
guide, a list of the organizations they interviewed, and their 
work plan.

The oral report was slightly different in structure, but included 
the findings, conclusions, and recommendations chapters. The 
team captain served as master of ceremonies. One team mem-
ber presented the findings, another presented the conclusions, 
and another presented the recommendations. All of the students 
fielded questions.

As mentioned in the introduction, there are many ways to con-
duct a field study and many different ways to present an oral 
report. However, a STRONG SUGGESTION when making an 
oral presentation for a field study is as follows: 

When presenting findings, conclusions, or recommen-
dations, read the headline sentence precisely as it is 
written. Do not ad lib. The reason for this is that a great 
deal of time and effort goes into crafting the sentences 
for the findings, conclusions, and recommendations. 
Therefore, when in front of an audience, it is no time to 
shoot from the hip. READ THEM EXACTLY AS WRITTEN!

The students presented their oral and written reports on sched-
ule. The reports were well- received, and the next steps involved 
the students actually setting up the mechanics for implementa-
tion of the program.
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This book is not intended to describe how to implement pro-
grams, so the process of program implementation will not be 
presented. Suffice to say that the program was put into place for 
the upcoming year, and for the next twenty years it endured — 
providing hundreds of college bound students in the Wheaton 
community with meaningful work-based learning experiences.

For further detailed information about this team of young 
women conducted this specific field study, visit the following 
website: http://highschoolservicelearning.com/
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chapter three

identiFying a Field Study
$

The most important advice for any teacher who embarks upon a 
field study with a team of students is: Keep it simple and highly 
focused!

This is particularly important for a teacher/coordinator’s FIRST 
field study. You want to ensure that both you and the student 
team are successful and you learn the field study process well.

There is a tendency to become overenthusiastic about the scope 
of the project, but two principles must be kept in mind:

•	 The field study is intended to teach the Critical Skills first	
— to solve the problem second;

•	 The students must be successful in the field study — 
do not make the problem to be solved beyond their 
capabilities.

Based on experience working with students in field studies, the 
ideal project seems to be a limited market survey of client cus-
tomers. Accordingly, we recommend that field studies for small 
businesses or other local organizations be limited to market 
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surveys and that the issues addressed by students remain within 
a reasonable scope to match their abilities. 

The educational partner must be prepared to make a commit-
ment of time and participate with the students in various phases 
of the project. This participation should be limited to providing 
realistic guidance about what questions should be asked in the 
interviews, what expected results should be, and assistance in 
making contact with and/or introductions for individuals who 
should be interviewed.

Opportunities for field studies abound in every community and 
organization, large and small. A school is limited only by its 
imagination to identify field study opportunities and projects, 
and to have the discipline and patience to guide a student team 
through the field study process.

Here are some examples of field studies actually conducted at 
the high school level. Similar such field study projects can be 
conducted in virtually any community — large or small.

For a Local Medical Clinic 

The student team surveyed patients regarding their views 
on the medical and non-medical services provided by the 
clinic. This field study was sponsored by the American 
Medical Association (AMA), and the findings, conclu-
sions, and recommendations were presented to both the 
clinic and to the AMA for review and implementation.
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For a Local Health Care Services Organization 

The student team investigated the communication prob-
lems and issues between various affiliates of a large 
health care services organization and made recommen-
dations to the president of the organization regarding 
how to resolve these issues.

For a Local Heating and Air Conditioning Company 

The student team surveyed homeowners about home 
comfort. The purpose of the field study was to determine 
the need for a newsletter from the heating and air condi-
tioning company — what the newsletter should contain, 
how often it should be issued, how it should be distrib-
uted, and the design of the newsletter itself.

For a Credit Reporting Agency 

The student team investigated the financial impact of the 
agency’s acquiring an 800 number and how that impact 
would be reflected in an increase of agency member 
dues.

For a City Council 

The student team was asked to investigate commu-
nity service programs from around the nation in order 
to identify the top ten that might meet the criteria for 
local youth programs. The team used the resources of 
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the internet to post inquiries on e-mail list servers and 
the worldwide web, and followed leads by telephone 
to areas around the country where such programs were 
practiced. The team presented their findings and top ten 
programs to the local city council for consideration and 
implementation.

For a Local Retailer 

The student team was asked to conduct interviews of 
customers of a local copy shop to determine customer 
satisfaction with products and services offered by the 
business. The students were asked to develop findings 
and conclusions and to make recommendations that the 
business could use to improve its services to customers. 
The team developed its report and presented it in writing 
and orally to the management of the business.

For the City Manager and City Council 

The student team surveyed ten communities to deter-
mine different approaches used by those communities 
to fund local historical preservation societies. The team 
presented their findings and recommendations at a pub-
lic meeting of the city council.

For a Local Bank 

The student team focused on identifying the mar-
ket for banking services at the high school level. They 
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discovered that while the local bank provided services 
for small children, the emerging financial needs of teen-
agers and their access to financial products were largely 
ignored. The team developed ideas for such services and 
presented their findings and recommendations to the 
bank for implementation.

For a Community: Creating a Service Learning Internship 
Program 

A team of students was formed by a community vol-
unteer to address the issue of creating a Community 
Service internship program for the high schools in the 
community. The team identified approximately 30 such 
organizations, interviewed all of them to gain their sup-
port, created position descriptions for the interns at each 
organization and linked the required tasks to be per-
formed by the intern to the Critical Skills (to ensure that 
what the students would be doing would be substantive), 
developed findings, conclusions, and recommenda-
tions, and presented their report to the schools and to 
the school board.

Then they implemented the program, which endured 
for approximately 20 years and gave hundreds of stu-
dents an opportunity to obtain a meaningful workplace 
learning experience and practice the Critical Skills. This 
program, created and initiated entirely by students, cost 
the school district nothing. 
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For a School District: The Value of Field Studies 

A student team was formed to determine student and 
local area business partner interest in having student 
teams conduct field studies that had value for both the 
businesses and the students as an educational experi-
ence. The students found that interest was high from 
both businesses and students, and reported their find-
ings, conclusions, and recommendations to the school 
district.

The students recommended that such a program be im-
plemented at the two district high schools. Unfortunately, 
however, the school district concluded that it had nei-
ther the resources for nor the interest in pursuing such 
programs. While the value of the field study experience 
from the perspective of the students was high, there was 
considerable disappointment by the students and several 
local area businesses that the school district did not see 
fit to create and implement such a program.

Field study opportunities in just about any community are lim-
ited only by your imagination. You can do field studies for small 
businesses, not-for-profit organizations, city government, the 
police station, the fire department, schools, and the like. 
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chapter Four

Fielding a team
$

In general, finding students who might be interested in con-
ducting field studies — either for credit in school or as an 
extracurricular activity — is not difficult. The difficulty lies in 
finding the right students who will work productively as mem-
bers of the team toward completing the work.

Based on one field study conducted by students to determine the 
level of interest by local business partners regarding student-led 
field studies, business partners prefer students who are mature, 
intelligent, have good but not necessarily the top grades, and 
will make a professional commitment to spend quality time ad-
dressing the client’s problem.

•	 Students need to be mature and intelligent — but not 
necessarily have the top grades (i.e., you do not have to 
choose only National Honor Society students to do field 
studies);

•	 Students must make a genuine commitment to spend 
quality time on the project;
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•	 Students must recognize that such projects represent pro-
fessional commitments (i.e., if they don’t produce, they 
won’t get credit, and they will receive an assessment of 
their performance based on direct observation, etc.)

Students who might be considered underachievers but who have 
the characteristics of intelligence and reliability are ideally suited 
for field studies. Such projects often bring a high degree of mean-
ing to these students and motivate them toward learning.

With initial field studies in schools, it appears that a first field 
study team might be best comprised of students who are juniors 
— 11th grade. There are two reasons for this:

•	 Juniors tend to be less distracted than seniors, who are 
often preoccupied with college selection and other 
matters;

•	 Juniors provide an excellent farm team for developing 
experienced students to serve as team captains of field 
studies during their senior year.

Care should be taken to ensure that the field study team has 
one highly responsible individual as a member of the team. This 
individual should be designated as the team captain and be the 
focal point for leading the other students during the field study 
experience. The team captain generally works closely with the 
faculty supervisor and the educational partner, and manages 
the difficult tasks of scheduling interviews and keeping the proj-
ect on track.
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Time and effort are required in selecting an effective field study 
team. This effort, however, will pay off in enabling students to 
work together and overcome the inevitable conflicts that will 
occur in conducting projects that require careful management 
of their time and effort.

During the initial field studies, the duties and tasks for each 
team member were explained to them in general terms. Later 
on, however, we became a bit more formal because of the need 
to assess team member performance. This called for the cre-
ation of position descriptions for team members as well as for 
the team captain. With position descriptions articulating the du-
ties and responsibilities of each member, we were able to assess 
performance based on those duties and responsibilities that had 
been agreed upon before commencement of the field study.

As an example, one of the field studies we conducted was 
to assess the value that college admissions officers placed on 
such comprehensive projects such as field studies. The posi-
tion description for the field study team member is shown in 
Appendix C.

The position description for the field study team captain is 
shown in Appendix D.

While such position descriptions may seem a little formal, they 
are essential to articulate the responsibilities and tasks to be 
done by the members of the team as well as the team captain. 
With such responsibilities and tasks written and agreed upon, 
the field study supervisor will be able to conduct an appropriate 
authentic assessment of student performance.
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chapter Five 

FirSt client meeting
$

For field studies, the first client meeting between the student 
team and the client is a bit artificial compared to a first client 
meeting for a management consultant, lawyer, accountant, or 
other professional. The reason for this is that a relationship be-
tween the client and the school field studies coordinator (you) 
should have already been established and the client briefed 
about what field studies are, their scope and limitations, and 
the fact that the work is primarily an educational experience for 
the students. In general, the purpose of the initial client meeting 
is to meet the client on his/her premises, learn about the history 
of the business, and discuss the issues of interest and concern 
for the survey or for the specific issue the client wants to have 
addressed.

The newly-appointed team captain should assemble the team 
for a team meeting to discuss the client and his/her business. 
As a strong suggestion, the field studies coordinator (you) 
should request that the educational partner prepare a list of 
approximately 30-50 customers from the local community 
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who will be individuals that should be interviewed. We sug-
gest that these individuals meet the following criteria:

•	 Well-known to the business;

•	 Reasonably long-term residents of the community;

•	 Preferably parents with students in the local school 
district;

•	 Representative of the uses of the different kinds of ser-
vices provided by the business.

The initial meeting with the client is important, and we suggest 
that the students follow a few guidelines in preparation for and 
during the client meeting.

•	 Dress and look professional. Maintaining a professional 
appearance and demeanor sends a signal that you can 
perform your job effectively;

•	 Besides looking professional, act professional and 
engaging;

•	 Be on time;

•	 Shake the client’s hand, make eye contact, and listen to 
them actively. This allows the client to assess your open-
ness and trustworthiness;

•	 Show sincere interest in the client’s business and issue(s) 
to be addressed;

•	 Be prepared to ask questions about the issue(s) to be 
addressed;

•	 Be prepared to take copious notes.
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Additionally, we suggest that you, as the field studies coordi-
nator, alert the client to be prepared to describe the history of 
the business and the services it provides to its customer base. 
He/she should be specific in outlining exactly what the pur-
pose of the field study is — what issues he/she is interested in 
addressing.

During the meeting, we suggest that the students focus on 
the client as he/she describes the business and issue(s) to be 
addressed and ask, where appropriate, relevant questions re-
garding these issues. The students should leave the meeting with 
a clear understanding of the issues to be addressed, as well as 
a list of individuals to be interviewed during the data collection 
phase. The client should leave the meeting with the feeling that 
the issues have been clearly articulated and that the students 
have a good understanding of the business and its focus.

Upon completion of the meeting, it is important that the stu-
dents memorialize their agreement with the client, and we 
suggest that they draft a confirmation letter describing their un-
derstanding of the situation, the issues they plan to address, their 
process, and what the project deliverables would be, along with 
a timetable for completion.

In order to keep what they learned in the client meeting fresh 
in their minds, we suggest that the student team meet within at 
least two days to discuss the meeting and draft the confirmation 
letter to the client.
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chapter Six

conFirmation letter
$

The confirmation letter is the agreement that the student field 
study team makes with the client to do the project and deliver 
the results of the study.

Upon completion of their meeting with the client and within 
two days of the meeting, the students should hold a team meet-
ing to review their notes and to draft this confirmation letter.

In order to ensure maximum team member participation, we 
suggest that the team captain assign other members of the team 
the task of writing a draft of the confirmation letter to the client. 
This document should include, at a minimum, the following:

•	 Background — a brief description of the history of the 
business and its role in the community;

•	 The Current Situation — a concise summary of the need 
for the survey and the specific issues to be addressed;

•	 The Project — an outline of the specific work steps the 
students will be taking and the product (report) they plan 
to produce as a result of their work. Included should be 
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a timetable for the field study: deadlines for any progress 
report that might be needed and definitely a firm date 
when the project will be completed.

In a field study project, the appearance of promptness from the 
perspective of the client is important. Accordingly, the student 
team should plan to write the confirmation letter to the client 
within two days, and present it to the team captain for edit-
ing. The team captain should present the edited letter — fully 
typed- to the faculty supervisor for a final edit. The team should 
then make the final changes (if any) to the letter and prepare it 
for delivery to the client. Each member of the field study team 
should sign the confirmation letter.

As a “strong suggestion,” the confirmation letter should be 
hand-delivered to the client no later than three days following 
the initial client meeting.

An example of a confirmation letter is the letter written to the 
Wheaton Medical Clinic by the field study team in prepara-
tion for their survey regarding the clinic’s patients. This letter is 
shown in Appendix E.
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chapter Seven

the Work Plan
$

One of the most important tasks to be accomplished in a field 
study is the preparation of a work plan for the project — laying 
out the tasks to be performed against the time allotted for con-
ducting the work.

The tasks required for most field studies are relatively straight-
forward and may be thought of as five separate but sometimes 
overlapping phases, as follows:

•	 Phase One  - Planning the project

•	 Phase Two - Data collection

•	 Phase Three  - Analysis

•	 Phase Four - Report preparation

•	 Phase Five - Report presentation

The tool used for project management is generally the simple 
Gantt chart, an easy-to-understand technique easily mastered 
by the students. The Gantt chart is the most widely used device 
for simple project planning and scheduling. The tool uses bars 
to symbolize time spent on or scheduled for a project. Projects 
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are listed on the left axis (the Y-axis) and time is represented on 
the horizontal axis (the X-axis). The chart gives an overall view 
of the project steps: time to be spent on each phase of the proj-
ect, work step descriptions, and deadlines.

A simple example of a Gantt chart is as follows:

An example of a work plan actually created by a student field 
study team and used in a project is shown in Appendix F.

Notice that many of the projects and tasks can be overlapped 
— for example, the team can begin to do the analysis for find-
ings while still collecting data. This improves the efficiency of 
the team, as well as keeping the project on track for timely 
completion.
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chapter eight

data collection 
$

Once the students understand the issues they have agreed to 
address, they should begin planning the kinds of questions that 
will need to be asked of customers whom they plan to inter-
view. Additionally, they will need a list of customers who will 
represent an appropriate group from whom the client is seeking 
information.

There are three important ingredients for success in field study 
data collection:

•	 A carefully constructed interview guide;

•	 Aggressiveness and perseverance in scheduling and con-
ducting interviews;

•	 High-quality note-taking and summarizing.

It is important to stress that with student-conducted field stud-
ies, a certain degree of statistical accuracy must be sacrificed 
in order to keep the project to a manageable size and, more 
importantly, to ensure the safety of the students during the in-
terview process. Accordingly, we strongly recommend that all 
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interviews be conducted in pairs, and all customers interviewed 
be well-known to the client and/or parents of other students in 
the school district. 

It is helpful to the process for the client to send a letter to 
customers who will be interviewed. Such a letter should be 
drafted by the students and furnished to the client for him/
her to send, as appropriate. Obviously e-mail would be ac-
ceptable. Such a letter that was used in an actual field study is 
shown in Appendix G.

The task of scheduling interviews is best left to the team cap-
tain. The team captain must determine the times when students 
are able to conduct the interviews — a problem made some-
what difficult because of classes and extracurricular activities. 
The team captain can either assign team members to do the 
calling to schedule the interviews, or do the calling personally 
— whichever works best for the team. Field study supervisors 
and the team captain should be aware that the data collec-
tion process for approximately 30-35 interviews (a good target 
amount for quality data) should take the team about three 
weeks to complete.

Drafting the interview guide is a crucial step in the field study 
process, because the answers to interview questions form the 
data from which all analysis is done. Field study interviews are 
structured: that is, a specific set of questions is asked to each 
person being interviewed. The questions are directly related to 
the issues being addressed, and are arranged in a sequence that 
allows for a logical flow of information.
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Questions asked should be, for the most part, open-ended — 
that is, they should not call for a yes or no or an answer that 
does not lend itself to a follow-up question by the interviewer.

While we offer some “strong suggestions” in different parts/
phases of a field study, the data collection process regarding 
interviews requires some strict discipline in order to ensure 
consistent data. Therefore, a cardinal rule for all student field 
study members who are interviewing is as follows:

ALWAYS	ASK	EACH	QUESTION	IN	THE	INTERVIEW	
GUIDE	EXACTLY	AS	IT	IS	WRITTEN!		

DO	NOT	AD LIB.

This is important because when the analysis is done, the an-
swers to questions will be consistent and relevant only if the 
question is asked precisely in the same way for all who are be-
ing interviewed. If the questions are not asked in an identical 
fashion, then the data cannot logically be compared and the 
analysis could be flawed.

An example of an interview guide that was actually used by 
students conducting a field study for a medical clinic is shown 
in Appendix H.

Most field studies get into trouble when too much time is taken 
with data collection and not enough time spent on thinking, 
analysis, and report-writing. For that reason, we recommend 
that the field study supervisor and the team captain be relent-
less in insisting that interviews be scheduled and conducted in 
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order that data collection can be completed with plenty of time 
for the thinking process to occur.

Taking notes during an interview is crucial to capturing the es-
sence of what the person being interviewed has to offer, and 
is really the reason why the interview is being conducted in 
the first place. These notes form the database for the field study 
analysis.

The interviewer needs to write quickly and clearly in order that 
the rough notes may be reconstructed later and interpreted. 
For this reason, we suggest that students follow two important 
guidelines:

•	 When a question is asked, write the number of that 
question on the note paper in order that the notes may 
be correlated to the specific question during the analysis 
phase; and,

•	 When the interview is finished, summarize the notes at 
the first possible time available immediately following 
the interview. This is when memories are the freshest, 
and without summarizing, the interviewer runs the risk 
of losing the recall for reconstructing the interview with 
accuracy from rough notes during analysis.

It is helpful for the team captain and field study supervisor to 
collect the notes taken from each interview shortly after each 
interview has been conducted and ensure that the summary of 
the interview notes has been included. 
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This	is	an	important	suggestion: The field study super-
visor should insist that students develop the habit of 
summarizing their notes after each interview. In fact, the 
field study supervisor should point out to the students that 
this is an excellent habit to form in school — especially 
in college. In a sense, summarizing the notes immedi-
ately drives home the things the student has learned and 
essentially forms the first review for any test that the stu-
dent might take later on in a course. Personally, I feel 
that this habit can cause students’ grades to rise signifi-
cantly if this is consistently done.

The team will generally know when enough interviews have 
been completed to begin analysis. The key indicator is that each 
student will begin to hear the same kinds of answers over and 
over again. When each student is able to verify that this is hap-
pening, it is an important sign that analysis should begin.

While each interview will be different — different people, 
with different experiences to share — there are some general 
interviewing tips that might come in useful. These tips are as 
follows:

•	 Describe why you are there and what you hope to 
accomplish;

•	 Show an interest in the individual you are interviewing;

•	 Assure the individual that the information you receive 
will be held in confidence;
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•	 Let the interviewee share his/her experience — do not 
suggest answers or prompt responses;

•	 Ask follow-up questions as much as possible. Seek ex-
amples or anecdotes;

•	 Keep alert for the interviewee’s mentioning an issue 
more than once. Ask why he/she feels it is especially 
important;

•	 Try to determine from the interviewee’s answers what 
his/her values regarding the customer’s business really 
are. What is important to this person?

•	 Be alert to recognize what the interviewee is not saying 
about issues that have arisen during the course of the 
questioning;

•	 Look for patterns or similarities between what this per-
son has to say compared to others who have raised the 
same points. Probe further into these similarities;

•	 Listen, listen, listen;

•	 Don’t put words in the interviewee’s mouth or suggest 
answers. This will be a temptation after several inter-
views have been conducted;

•	 Express your appreciation for the interviewee’s time and 
attention to issues of importance to your client. Assure 
him/her that these views are important to you, your field 
study team members, and to the client. Remember that 
you are an extension of the client’s business and repre-
sent them to their customers.
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•	 Don’t forget to thank the interviewee for his/her time 
and thoughtful consideration.

After you have completed all your interviews, it’s time to do the 
thinking. This means that the analysis phase has begun.
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analySiS — deVeloPment oF FindingS
$

In order to understand the field study analytical process, the stu-
dents need to look at what the client wants to have accomplished:

•	 The client expects the team to talk to several customers 
who represent a good mix of the customer base and seek 
their views about issues important to the business;

•	 The client expects the team to do some quality thinking 
about what they learn while spending considerable time 
interviewing customers about issues of concern to the 
business;

•	 The client expects the team to spend some quality time 
drawing conclusions about what the team finds relevant 
to the issues of concern;

•	 The client expects the team to think about what needs to 
be done — what realistic action steps can be taken — to 
address the conclusions reached;

•	 The client expects the team to communicate what should 
be done in a clear and persuasive manner based on solid 
findings and conclusions.
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What the students need to understand is that after spending so 
much quality time gathering data through the interview process, 
it is time to gather and discuss just what all that data means, 
what they can conclude from what they have learned, and what 
they should suggest that the client actually do because of what 
they have learned.

Accordingly, field study analysis consists of three distinct and 
disciplined steps:

•	 Development of findings;

•	 Development of conclusions;

•	 Development of recommendations.

A finding consists of a statement relevant to the issues being 
addressed and is based entirely on the facts learned from 
questions answered during the interview process. Findings 
are used as the foundation from which conclusions regarding 
the issues may be drawn. Findings represent what the data 
actually “says” — they are the results of an investigation.

Findings are developed in team meetings and require the stu-
dents to concentrate on interpreting their notes and summaries 
from their interviews. This underscores the need to make sure 
that during each interview students take clear and well-orga-
nized notes, and after the interview, write a quality summary of 
what they learned in that interview.
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Here are some suggestions regarding conducting team meet-
ings to develop findings. While there may be other ways to do 
this — this way works quite well.

The most useful tool in developing findings in a team meeting 
is a flip chart placed at the front of a room. Each question on 
the interview guide should be given at least one full sheet. Each 
sheet should contain no information on it except that which is 
derived from the answers to the single question.

The meeting should be led by the team captain, and the field 
study supervisor should attend. The purpose of the meeting is to 
allow the students to dump core — to talk in some detail about 
the responses they have heard to each question as that question 
is being discussed.

The team meeting should focus on each question separately, 
until the group feels that what they have learned is adequately 
represented on the flip chart page devoted to that particular 
question.

The team captain should begin by focusing on the first question 
and soliciting answers to the question by each team member. A 
typical way to begin is to ask one team member to summarize 
the responses he/she received during the course of the interviews 
to the first question — writing his/her responses in summary form 
as bullet points on the flip chart page. When the first student has 
finished, each remaining team member should do the same until 
each has had an opportunity to provide input.
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The team should then hold a brief discussion and focus on 
answering the question “What is the consensus answer to 
this question from the perspective of the individuals we in-
terviewed?” The group should write a complete sentence 
answering that question, and support that sentence with at least 
three of the major bullet points (or combinations thereof) that 
were identified during the discussion about the question.

The team captain and the field study supervisor should keep the 
development of findings process focused on determining what 
the answers to the questions actually mean — and avoid trying 
to draw conclusions from the answers at this point. That process 
— developing conclusions — will come as the next step in the 
analysis phase.

The team should then proceed with the second question, con-
tinuing the process until all questions have been thoroughly 
summarized.

It is not unusual for this core dumping process to require 10-
15 minutes per question. The team should expect at least four 
hours, or at least two high-quality team meetings, to accom-
plish the findings determination phase.

The next step is to assign one or two team members the task of 
reducing what has been learned and summarized on the flip 
chart sheets to 6-10 major sentences. This must be done from 
the flip chart sheets because these sheets represent (or should 
represent) the best thinking of the field study team to date.
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It is important to point out the difference between facts and 
findings.

A fact is something that is true and accurate. A finding 
represents the results of an analysis of the facts. The find-
ings that students are trying to develop are the results of 
their interviews. A composite answer to a single ques-
tion might be a fact and a finding; combinations of facts 
might collectively represent a finding. Since, by defi-
nition, facts are true and accurate, so, therefore, must 
findings be true and accurate, because their foundations 
are based on the facts.

An example of a finding taken from an actual field study is as 
follows:

PERSONAL	 REFERRALS	 SERVED	 AS	 THE	 MOST	
SIGNIFICANT	 SOURCE	 OF	 INFORMATION	 WHEN	
PATIENTS	CHOSE	THE	WHEATON	MEDICAL	CLINIC.

•	 Nearly all patients interviewed cited personal re-
ferrals as the most valued factor in their decision 
to choose the Wheaton Medical Clinic.

•	 Other factors affecting patient choice of a clinic 
include (in order of priority) . . . 

- Convenience of location

- Accessibility for appointments
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- Scope of medical services available

- Insurance acceptance and filing procedures

•	 Many patients interviewed said that local di-
rectories — Yellow Pages and the like — are 
unimportant factors in their choice of a clinic.

In this example, the bold and underlined sentence represents 
the finding regarding how people seem to base their decision 
on choosing a medical practice. This finding is based on the 
fact that personal referrals are the main reason why most people 
select a medical practice; other facts regarding how they make 
this choice are less important.

The development of findings phase of the analysis process will 
most likely take the students the most time to complete. This is 
good, in that the findings at which they arrive will form the ba-
sis for their conclusions — and their conclusions must be based 
on solid facts, and what those facts mean.

At the end of the process of developing findings, the team should 
summarize the findings in a five-star summary, which will be 
placed at the end of the findings chapter in the final report. A 
sample of such a five-star findings summary taken directly from 
a student field study is as follows:

* * * * *

In summary, most patients interviewed represented fam-
ily households with a long history with the WMC and 
full under the family practice category. Most of these 
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individuals chose WMC on the basis of personal refer-
rals from other satisfied patients.

Customer satisfaction at WMC centers on a solid doctor/
patient relationship that comes from personal attention 
to patient needs — clear explanations of the diagnosis 
and treatment, and follow-up calls.

Patients complain about the lack of personal attention 
by substitute doctors in comparison with their personal 
physicians.

Regarding non-medical services and facilities, most 
patients felt that while the facilities are top-rate, noisy 
children and sick patients in the lobby made them feel 
uncomfortable. They also felt that more up-to-date read-
ing materials could be provided in the waiting areas.

Other complaints centered on insurance procedures and 
billing practices. Of significant concern even to the most 
loyal patients is the 20% up-front payment policy.



50 

#
chapter ten

analySiS — deVeloPment oF 
concluSionS

$

Conclusions are statements of closure about issues relevant to 
the field study. They are developed from findings and are sup-
ported at all levels by the facts. A conclusion is a resolution of 
an issue, and accordingly, field study conclusions should rep-
resent the field study team’s resolution of the issues for which 
the field study was conducted. Conclusions form the basis of 
recommendations. Conclusions are developed in team meet-
ings and require the students to concentrate on resolving the 
issues as articulated in the confirmation letter for the field study. 

There are strong similarities between developing conclusions 
and developing findings. A team meeting, flip chart, the flip 
chart pages used in developing the findings, and a copy of the 
confirmation letter represent the raw materials. The team should 
proceed to develop each conclusion on a separate flip chart page 
from the findings, and draft the conclusions in single sentences 
— supported by bullet points — for editing at a later team meet-
ing. The meeting to develop conclusions should be conducted 
by an experienced team captain or by the field study supervisor.
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An example of a conclusion from a field study actually con-
ducted is as follows:

3.	THE	WHEATON	MEDICAL	CLINIC	HAS	AN	OPPOR-
TUNITY	 TO	 MAKE	 SOME	 SIMPLE	 IMPROVEMENTS	
TO	BETTER	THE	PATIENTS’	EXPERIENCE	WHILE	THEY	
WAIT.

•	 Although very pleased with the appearance and 
efficiency of WMC facilities, patients voiced 
some specific complaints

- Magazines are few and out of date

-  Noisy children are mixed throughout the wait-
ing room

-  “Well-visit” patients do not like mingling with 
the sick

•	 Most patients are receptive to educational 
materials.

- Pamphlets available to take home

-  An educational video in a secluded lobby 
space

As with the findings, at the end of the conclusions the students 
should write a five-star summary that captures again the conclu-
sions of the field study. An example of such a five-star summary 
of conclusions for the actual field study is as follows:
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* * * * *

In summary, the Wheaton Medical Clinic is suc-
cessful in providing its patients with attractive, 
high-quality medical care through the clinic’s 
family practice focus. This is most apparent by 
the high volume of personal referrals that pa-
tients have received and have given to friends and 
neighbors.

To make patients’ waiting experiences better, the 
WMC needs to be aware of patients’ desires for 
more up-to-date reading materials in the lobby, 
as well as their concern about noisy children and 
contagious patients.

The WMC also needs to be concerned about the 
inconsistency of personal attention that patients 
experience with substitute physicians.

An in-house pharmacy would be difficult to im-
plement, given patients’ concerns about cost and 
privacy.

The financial aspects of the clinic/patient rela-
tionship are very important for patients — the 
WMC needs to pay close attention to insurance, 
billing, and payment practices.
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Recommendations are the action steps that the team believes the 
client should take, based only on the findings and conclusions de-
veloped during the analysis phase of the field study. By definition, 
recommendations are worthy of or desirable for endorsement.

As with the development of findings and conclusions, there are 
many ways to accomplish these tasks. However, we have found 
that the following process works, and, accordingly, offer them as 
strong suggestions for a first field study. 

Recommendations are best developed by always keeping the 
following question in mind throughout the field study:

“If I were required to tell my client what to do about 
these issues today, what three or four things would I 
recommend?”

After the team has developed and written the findings and con-
clusions, the field study supervisor should assign each team 
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member the task of independently developing recommenda-
tions for each issue that has been addressed, preferably with a 
limit of two recommendations per issue.

The field study supervisor should make very clear to the field 
study team that this assignment is to be done independently 
of other members of the team. Each student should put his/her 
own best thinking to work in developing these independent 
recommendations.

The team should then hold a meeting in which they must come 
to a consensus regarding recommendations for each issue.

One team member should be assigned the task of drafting the 
consensus recommendations over a period not exceeding two 
days.

The team should then hold a meeting to review and discuss the 
draft recommendations and come to a consensus regarding the 
final set.

The final recommendations should be clear, to the point, and 
action-oriented. Action verbs should be used.

The following shows an example of a recommendation for a 
field study actually conducted by a student field study team, 
with justification based on the findings and conclusions.
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1.	WMC	 SHOULD	 CONTINUE	TO	 FOCUS	 ON	THE	
FAMILY	PRACTICE	PHILOSOPHY.

•	 Most patients use the family practice services of 
the WMC.

•	 The family clinic concept is attractive to new 
patients and is a significant factor in keeping pa-
tients loyal and satisfied.

•	 The key to attracting new patients is to satisfy ex-
isting clients — they spread the word.

•	 People rely on “personal referrals” when choos-
ing a clinic.

When the recommendations have been agreed upon, the 
students then have all their findings, conclusions, and recom-
mendations — and it is then time to develop the final report. If 
the work to create clear findings, conclusions, and recommen-
dations has been well done, the creation of the final report will 
be quite easy.
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The written report presents the complete effort of the field study 
team and shows the client what the team has been doing over a 
two- or three-month period. In essence, the written report pre-
serves for all to see the quality of the product, the thinking, and 
the effort that the field study team has put forth to help its client.

This guide presents the field study approach to enable students 
to write their report during the entire analytical phase of the 
work. In that way, when the analysis is done — when the team 
has reached a consensus on findings, conclusions, and recom-
mendations — the report, in effect, has been written.

Field study reports should be organized in the following manner:

•	 Cover page

•	 Table of contents

•	 Introduction

•	 Findings

•	 Conclusions
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•	 Recommendations

•	 Appendices to include

- Interview Guide

- Confirmation Letter

The final field study report should be written in easel style, i.e., 
suitable for direct use in a presentation application such as 
Microsoft PowerPoint. 
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The final written report is written in the form of a presentation. 
Therefore, it can be used as the final oral presentation to the 
client. It must first, however, be put into some presentation ap-
plication suitable for projection on a screen, such as Microsoft 
PowerPoint.

Each member of the field study team should present a portion of 
the report orally to the client. Typically, the field study coordina-
tor will introduce each member of the team prior to beginning 
the presentation and review the overall purpose of the field 
study — and that purpose is to practice the Critical Skills.

There should be no doubt in the client’s mind that field studies, 
while useful to the client, are part of an educational program.

The oral presentation should be given on the client’s premises, 
preferably in a large conference room. The client should furnish 
a projector, if possible, and the students furnish a laptop com-
puter with the presentation installed.
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The written copies of the report should not be handed out until 
the oral presentation has been completed.

When presenting the report, the team should organize them-
selves as follows:

•	 Introduction and purpose of the report — Team captain

•	 Chapter I — Findings — First team member

•	 Chapter II — Conclusions — Second team member

•	 Chapter III — Recommendations — Third team member

•	 Questions — The team captain should field questions 
and direct them to the appropriate team member

An ideal time to hand out the written copy occurs when the 
third team member finishes giving the team’s recommenda-
tions. The team captain should step to the podium and ask the 
other team members to hand out the written copies and then 
begin fielding questions.

Here are the field study presentation rules:

•	 Keep in mind that you and your field study team mem-
bers know the material far better than does the client. 
The students will be surprised by just how knowledge-
able they are about the issues they were asked to address.

•	 The students should give the presentation as though giv-
ing it to the field study supervisor. They should not be 
afraid of the client — he/she wants them to succeed.
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•	 Read verbatim the headline (numbered) sentences that 
represent the findings, conclusions, and recommen-
dations. Too much time and thought have gone into 
developing these sentences, and to ad-lib them during 
the oral presentations would be a disaster.

•	 The students should look at the screen when reading the 
numbered headline sentences.

•	 The students can look at the client and ad-lib the bullet 
points if they want. It is also appropriate when read-
ing the bullet points to support them with anecdotes 
or quotes from specific interviews, without giving the 
names of who is being quoted.

•	 When answering questions, try to relate the question to 
a specific interview — use an anecdote as an example.

•	 Speak slowly and loudly. The audience wants to hear 
and understand what the students are saying.

•	 The students should not be rigid! They should trust their 
bodies normally — and let their hands and feet act 
naturally.
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Field studies provide an ideal situation in which the field study 
supervisor can assess student performance through authentic 
assessment.

Authentic assessment is somewhat like singing for your supper. 
You sing poorly, you don’t eat; you sing marginally well, you get 
pasta; you sing very well, you get steak; you sing superbly, you 
win a Grammy.

Authentic assessment is measurement through performance 
and/or demonstration of a relevant intellectual task. It does not 
involve making a choice among five potential answers; rather, 
it involves actually showing and demonstrating what you know 
and using a measuring stick called a rubric to assign a grade.

The definition we like best for authentic assessment was given 
by Mr. Grant Wiggins, a researcher and consultant on school 
reform issues, almost a generation ago:
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“Assessment is authentic when we directly examine stu-
dent performance on worthy intellectual tasks. Traditional 
assessment, by contract, relies on indirect or proxy 
‘items’ — efficient, simplistic substitutes from which we 
think valid inferences can be made about the student’s 
performance at those valued challenges.”(Wiggins, Grant 
(1990). “The case for authentic assessment.” Practical 
Assessment, Research & Evaluation, 2(2).)

That definition applies still today.

The trouble with authentic assessments, however, is that they 
are hard to do. They involve manual labor: the individual do-
ing the assessments must actually spend time watching student 
demonstrations, and then must make a judgment regarding the 
level of performance against an accepted rubric. 

If the field studies coordinator uses a position description that 
outlines the tasks and responsibilities of the team captain as well 
as student team members, then each member can be observed 
during the course of the field study and his/her performance 
assessed against a rubric based on actual observation. This is 
authentic assessment at its best.

Authentic assessment documents that have been used to as-
sess student performance in actual field studies are shown in 
Appendix I.
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This chapter was contributed by Charles Holly Jett — the teach-
er who was supervising the middle school field study.

So — are field studies limited to high schools, colleges, and 
graduate school?

Hardly.

Have confidence in your middle school students, and don’t be 
afraid to turn them loose on a field study.

A seventh-grade science class at a middle school in Oregon 
provides an excellent and highly creative example of learning 
and practicing the Critical Skills through a project involving 
their school’s environment.

During the winter months from December 2011 until March 
2012, the seventh-grade students were faced with classroom 
temperatures in excess of ninety degrees and persistent feel-
ings of drowsiness. Since this was a science class, the students 
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decided to find out why this was happening and try to make 
some suggestions to fix the problem.

Guided by their science teacher, the students developed a hy-
pothesis that the problem might be excess temperatures and 
high levels of carbon dioxide (CO2) leading to negative moods, 
poor work ethic, and feelings of drowsiness.

In the spring of 2011, the students, working in teams, collected 
and recorded temperature and CO2 levels twice daily in six dif-
ferent classrooms. They selected Vernier LabQuest technology 
to provide sensors and recording capabilities.

The student findings revealed consistently higher tempera-
tures measured in classrooms with the sensitive Vernier 
equipment than those displayed by the Nomad temperature 
thermometers. Additionally the findings revealed higher than 
normal CO2 levels in classrooms. The students concluded 
that the high temperatures and CO2 levels were negatively 
affecting student learning and that steps could be taken to 
solve the problem.

Accordingly, the students made these recommendations:

•	 Teachers should keep the doors and windows open to 
increase ventilation;

•	 The air return vents in each room should be routinely 
cleaned;

•	 All ducts and other vents should be inspected and 
cleaned;



Field StudieS in middle School      65

•	 A follow-up study should be conducted annually to 
check air quality;

•	 The study should be replicated at other district schools;

•	 The school should develop a partnership with the 
University of Oregon school of architecture for future 
environmental studies.

The students presented their findings, conclusions, and rec-
ommendations in written form, as well as making an oral 
presentation. Their recommendations were accepted.

This is an outstanding example of teaching the Critical Skills. 
The project was written up in detail and presented to the Oregon 
State Department of Education, as well as being available on 
the internet for other schools to access and replicate.

Each of the Critical Skills was practiced in depth throughout this 
project-based learning exercise:

Communication — students had to report in writing and orally 
to a sophisticated audience;

Production — the idea was to solve the problem about high 
temperatures in the classrooms and student drowsiness during 
class. This problem was solved;

Information — students applied discipline and consistency in 
collecting relevant temperature and CO2 data on a routine basis;

Analysis — students ensured that their data was accurate and 
true before conducting their analysis, and used graphs and 
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spreadsheets to analyze and display their data so that the find-
ings and conclusions were easy to see;

Interpersonal — students had to work in teams both as data 
collectors and as a whole class for data collection, analysis, and 
report writing;

Time	Management — students had only six weeks to conduct 
the entire project;

Technology — students selected sensitive temperature and CO2 
measurement equipment to collect their data, spreadsheet soft-
ware to conduct their analysis, and Microsoft PowerPoint to 
present their report.

Interested teachers who would like to replicate this middle 
school can visit the following sites for details:

https://sites.google.com/a/springfield.k12.or.us/chjett/home

https://sites.google.com/a/springfield.k12.or.us/chjett/science-am/
school-environmental-study
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At first we weren’t sure whether high school students had the 
ability to conduct field studies. So during my first adventure with 
a team of eager young students, we had our doubts — and so 
did they. However, after explaining in detail at the beginning of 
the field study what was going to be expected of them, we were 
encouraged by their confidence and willingness to listen and to 
apply the techniques in the process of conducting the field study.

As time wore on during the project, our confidence grew — and 
so did theirs. They understood and respected each of their roles 
in the project, and were willing to take and apply guidance. 
That was impressive.

The hardest part of the first field study — and in some of the 
subsequent projects — was to convince the students to use the 
interview guides verbatim, and especially to take good notes 
during each interview. At first they didn’t understand why they 
should summarize their notes at the end of each interview, but 
after participating in the development of findings phase of the 
analysis, they understood and appreciated the value of summa-
rization. We encouraged them to do the same sort of thing in 
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school. Later, feedback from some of the students revealed that 
they were adopting that practice.

Selecting a team captain was an important step in each of the 
field studies we supervised. It was especially helpful if the stu-
dent selected for that role had some experience as a field study 
team member previously and knew what to do. 

It wasn’t surprising to learn that the students — even the smart-
est ones — had difficulty writing clear sentences to express 
their thoughts. During each field study we spent a consider-
able amount of time in the writing process, and it did not take 
long for the students to understand that it is very difficult — if 
not impossible — to write final copy on the first attempt. They 
learned to throw something on the wall — to write a sentence 
that tried to express their thoughts, and then debate among 
themselves how to make the sentence clear and understand-
able. They learned how to take constructive criticism from their 
fellow team members, even when a team member would say, 
“That just doesn’t make any sense.”

It was gratifying to see how the students learned how to listen 
and to follow up with what they heard with probing questions. 
Whenever we had a chance to accompany two students to an 
interview, we became increasingly impressed with their ability 
to focus on the answers to the questions they asked and follow 
up with the individual being interviewed with questions that 
were on point. They learned to ask for examples of what the 
interviewee was talking about and took care to write down the 
answers to obtain meaningful quotes that could be used anony-
mously in their oral or written reports.
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The most impressive observations of student learning were in 
their discovery and eventual practice of deriving findings and 
conclusions based on facts. They were literally learning and 
practicing the information and analysis skills. They learned 
to test their facts for truth and make sure that those true facts 
were the basis from which they developed their findings. They 
learned to apply P → Q. They learned that in order to develop 
solid conclusions, they needed hypotheses or premises that 
were true. During the course of each field study the team held 
many discussions about the analytical process. The most diffi-
cult element of the process for them seemed to be learning the 
difference between a fact and a finding. They learned that find-
ings are statements about what the facts actually mean. From 
solid findings, they developed confidence in drawing appropri-
ate conclusions.

The students were uniformly surprised at the ease of writing the 
final report because they had spent so much time developing 
and clearly articulating their findings, conclusions, and recom-
mendations. They learned that if they presented their report 
in the logical sequence of findings, conclusions, and recom-
mendations, their client would easily follow what they were 
reporting and accept their recommendations — those they 
could actually implement — willingly.

The students learned the value of reading verbatim their find-
ings, conclusions, and recommendations during their oral 
presentation. They understood how much time and effort had 
been spent in writing those sentences and understood the value 
of not deviating or winging it when making their presentations. 
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After they had read those sentences, they felt comfortable ex-
plaining the supporting bullet points in their own words and 
providing quotes and/or anecdotes to provide some color and 
variety in their presentation.

The students took a lot of pride in their work, and had a feeling 
of real accomplishment when they learned that their client had, 
indeed, taken their recommendations seriously and had actu-
ally implemented them. In a sense, they found that they could 
actually make something happen by offering well-conceived 
recommendations based on the hard evidence in their findings 
and conclusions.

Assessing the performance of the students during the course of 
and after each field study was quite easy, particularly because 
we had written position descriptions for the team members and 
the team captain articulating exactly what each was expected 
to do through their performance during the conduct of the proj-
ect. Giving the students a true/false or multiple choice test at 
the end of the field study would have been ludicrous, and for 
that matter, totally irrelevant. Such examinations do not have 
the ability to assess what students have learned regarding the 
Critical Skills, which the field study experience was intended 
to teach. Authentic assessment was the only way to assess their 
performance, and that sort of assessment process is what is used 
in the real world.

We were impressed with the willingness and enthusiasm 
shown by the administrators of the two high schools with 
whom we partnered in conducting field studies with student 
teams. Particularly we would like to thank Dr. Charles (Chuck) 
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Baker who was principal of Wheaton Warrenville South High 
School, and Dr. Thomas Trengove who was assistant principal 
of Wheaton North High School. These educators understood 
what field studies were intended to accomplish. 

We would also like to thank the many students with whom we 
had the privilege of participating in the field studies they con-
ducted so well. In particular we would like to thank Mr. Joe 
McKee, who not only participated in many field studies as a 
team captain but took the initiative of contributing to documen-
tation of the field study process.

Participation in a field study at the high school, middle school, 
or college level is an experience which many more students 
should and could experience. Not only do such in- depth ex-
ercises provide them with confidence in their ability to face 
real-world problems, they demonstrate that real-life skills can 
be taught and that in addition to preparing for college and ca-
reer, students can make meaningful contributions to their local 
businesses, governments, charitable organizations, and schools.
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ALSO BY CHARLES CRANSTON JETT

WANTED: Eight Critical Skills You Need To Succeed!

Today, it’s harder than ever to compete in a more competitive job 
market. It’s harder to get ahead, and it’s harder to keep up with 
rapidly changing technology. So what’s the secret to success in 
our careers? How do we or our children become productive 
and thriving citizens in a modern democratic society?

WANTED: Eight Critical Skills You Need To Succeed!	outlines 
the critical skills essential for success in the corporate world 
as well as everyday living—skills not typically taught in high 
school or college. Designed for those who want to advance in 
specific careers, for students, and for those who seek person-
al advancement, this easy-to-follow guide clearly defines and 
shows us how to develop critical thinking, communication, 
production, information, analysis, interpersonal, time manage-
ment, and continued education skills.

Learn	more	at:	www.outskirtspress.com/wantedcriticalskills



ALSO BY CHARLES CRANSTON JETT

The DOOM LOOP!

The Doom Loop is an elegant, intuitive, and simple career man-
agement tool designed to help you make smart, tactical career 
decisions and to help see you through the seven common crises 
that nearly everyone faces in their career. It can also help employ-
ers take appropriate actions to improve the productivity of their 
employees by understanding the nature and causes of boredom. 

Created by the author in the 1970s, the Doom Loop is a 2x2 
matrix to help you anticipate and solve problems related to 
boredom and frustration on the job. This deceptively simple tool 
can help you avoid making ill-advised job change decisions, 
and it can quickly give you confidence that a new opportunity 
will be the right one for you. 

You don’t need to attend seminars or workshops to use this ca-
reer management tool. The Doom Loop is straightforward and 
easy to use, yet powerful in its guidance—and it might just be-
come the best friend you ever had on the job!

Learn	more	at:	www.outskirtspress.com/	
careercrisisandthedoomloop


