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1 Introduction 
This workshop is designed to help a group of students explore their thinking and develop a plan for their dissertation. It is particularly suitable for supervision in small groups (ideally enough to fit around one Ketso workspace, e.g. 4 – 8). This workshop plan is also suitable for extended projects. It is designed to enable the students to learn from each other, as well as for the tutor to provide input into their thinking. 

It includes stages to discuss what interests the students about the topic, helping them to develop research questions, then to consider what they already have access to, in order to answer these questions, then what they will need to do to complete the dissertation or project. There is also a stage to consider possible challenges and ways to overcome them. 
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 There is important information in the last section of this document that discusses the structure of this document and the purpose of the difference sections. You may also want to read the Ketso Workshop Planning Guide.

2 Workshop Plan

2.1 Ketso BASICS Worksheet

	Ketso BASICS Worksheet – Planning dissertations or extended projects

	BASICS - Beginnings

	Focus / title of the Workshop:

Developing ideas for dissertation / extended project

Aims of the workshop:

explore what interests you about your topic

clarify your research questions and the scope of the project

develop a realistic plan to achieve the dissertation

learn from each other about to tackle a long-term, independent piece of work 

learn to think creatively about how you can achieve a successful project

Nature of participants:

group of students who share a common dissertation or extended project supervisor, ideally a group of 4 – 8, to fit around one felt and allow for a good deal of interaction between the tutor and the students 

	BASICS – Activities

	Ketso to gather ideas from everyone, using Ketso ‘standard legend’ for teaching or training (see Ketso Workshop Planning Guide for details). 

Allow students to develop their thinking for each stage and share with the whole group

Do several rounds of developing ideas and sharing them, to allow for asking different types of questions

	BASICS - Sequencing

	Following the basic Ketso standard ‘project planning’ pattern (see Ketso Workshop Planning Guide)

Start with considering what interests the students in the project – yellow leaves - What interests me about this topic? What do I like about it? What sparks my curiosity?

Consider what students already have access to, or know about, to help them achieve the project and answer their questions – brown leaves - what do I already know, or what resources do I have access to, to find out more about this topic?

Do some creative thinking before looking at the problems – green leaves - creative ideas for what could/should happen next

Think of challenges and barriers – grey leaves - what are the challenges I think I will encounter?

Allow time to come up with solutions to problems – green leaves – how can I overcome these challenges?

Identify and prioritise actions.

	BASICS - Inputs

	Allow a branch per student, they provide the ‘input’ for these branches – the general topic area they are looking at, so you can leave them blank for now

Further possible inputs:

Handout or slide with guidance on dissertation / extended projects

Grey leaves pre-written with challenges or barriers you would like students to consider – such as: ‘can’t get access to anyone to interview’; ‘very few people respond to survey’, ‘can’t access data’

These may be quite challenging problems or commonly encountered issues

	BASICS - Conclusions

	 Key take away messages

re-iterate the need for creative thinking, and for developing skills in working out new ways to achieve your project

the importance of planning and thinking through the timeline for completing a project

What will happen to the outcomes?

Photos to be taken of all the workspaces and made available to participants

It is best to take a picture of the workspaces quadrant by quadrant, and to check that the writing has come out clear enough to read from the photo. It is a good idea to take an overview shot of the whole workspace as well, so that you can see the overall layout. 

Note that students may have mobile phones with cameras, but these are not often high enough resolution to be able to take pictures so that the leaves can be read later.

	BASICS - Skippables, Squashables & Supplements

	The exercises around future possibilities, challenges and solutions to challenges can be squashed by asking the students to discuss their ideas in pairs. 

The step to skip if time is overrunning is that of identifying the most important elements and refining the research questions, this is something you can come back to in a later meeting.

The step of identifying next steps can be done very quickly if students simply use the icons to identify their next steps and don’t discuss them.


2.2 Overview Workshop Plan

	Overview Workshop Plan- Dissertation or Extended Project         1 hour

	
	Stage of Workshop
	Adjustment
	Time
	Duration

	1
	Introductions 
	
	> Insert start time here <
	5

	
	aims, bell (if used), Ketso – hands on kit for creative group work
process – we will spend some time on our own writing ideas for each stage, then each student will share their ideas whilst the others listen, we will have several rounds going through different aspects of the project
	

	2
	What interests you about the topic? 
	
	
	10

	
	what sparks your curiosity, what questions do you have?
students write ideas on their own, then each student gets a few minutes to share all their ideas and place around their branch
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	3
	What do you have to work with?
	
	
	10

	
	what do you already know, or have access to, to help you answer the questions / achieve the project? 
tutor to write down key authors or sources of data for topics on leaves, and add them to the workspace after the students have shared and added their leaves
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	4
	Future possibilities
	Squashable
	
	10

	
	what actions would you need to take to achieve this project? 

What else do you need to access? What do you need to do to join up the existing assets and make the most of them?
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	5
	Refining the project - What is important?
	Skippable
	
	5

	
	3 icons each, what is most important on your branch? Place icons next to leaves on your own branch. 
can you refine your research questions, having looked at what sources of data are available?  
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	6
	Key challenges
	
	
	5

	
	what are the key challenges and barriers to doing your project?

be as critical as you can – what problems may arise? 

tutor may wish to add more ideas at this stage
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	7
	Solutions to challenges
	
	
	5

	
	creative thinking, finding solutions to the challenges (greening the grey)
to save time, you can ask students to share their solutions in pairs
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	8
	Timelines and Identifying next steps
	
	
	5

	
	discuss the key dates for this project (e.g. when the literature review should be completed, data collected, first draft written, any hand in dates)
1-2 icons each – place by your next step, what will you do next? 
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	9
	Sharing ideas and takeaway messages
	
	
	5

	
	ask for feedback on the process and what has been learned, re-iterate key dates and key principles for completing a good project
	


2.3 Ketso & Workshop Checklist

This checklist shows the key ideas for the legends and the branches, as well as providing an overview of the process of planning a workshop. 

	Ketso & Workshop Checklist
	Comments
	Check

	Plan workshop
	
	

	Choose appropriate example workshop to adapt
	
	

	Complete/ adapt Ketso BASICS Planning worksheet
	
	

	Review and adapt overview workshop plan
	
	

	Adapt detail workshop plan, highlight key words, adjust times in the appropriate column
	
	

	Decide roughly how many participants you might expect (see Workshop Planning Practicalities Checklists for key questions to ask)
	Estimated number of participants: ____
	

	Prepare Ketsos 
	
	

	Decide how many felt workspaces to prepare – a good rule of thumb is to take the total number of expected participants and divide by 6, as this allows for a few more people to turn up and there still to be space

Number of workspaces to prepare: ____
	You can use the back of the grid and the spare branches and centrepiece if you need an extra workspace.
	

	Write workshop focus on centrepieces, e.g. the year and type of project you are looking at
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	Write leaf meanings on legends:

Yellow: interests and questions  

Brown: what do we have?

Grey: challenges 

Green: future possibilities  

Comments cards: comments/questions

Exclamation icon: seems important

Yellow tick icon: task accomplished

Triangle icon: problem areas

Blank icon: connections (or other useful information, like initials of people who will do tasks)
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	Leave branch ovals blank for students to fill in with their topics

You should plan to have one blank branch per student
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	Prepare the workspaces – see back of Ketso contents sheet for detail of where to place each element (in each kit and downloadable from the web)
	
	

	Write any pre-prepared leaves or comments cards (See BASICS worksheet on pg. 3 for suggestions)
	[image: image15.png]




	

	Prepare other inputs
	
	

	Prepare any slides

see www.ketso.com for pre-prepared slides
	e.g. aims of the day, or brief introduction to Ketso, aims are suggested in BASICS Worksheet above
	

	Prepare any handouts
	e.g. process of dissertation, key dates for project
	

	Consider any preparation to be done by participants

In this case, it helps to ask students to consider their topics in advance, to do some preliminary reading and to have a draft of their research questions
	e.g. any specific questions for participants to think about, or pointers to background reading, to go in the initial information or course outline?
	


2.4 Detailed Workshop Plan

	Detailed Workshop Plan- Dissertation or Extended Project           1 hour

	
	Stage of Workshop
	Adjustment
	Time
	Duration

	1
	Introductions 
	
	> Insert start time here <
	5

	
	aims of the day, bell (if used), Ketso – hands on kit for creative group work
process – we will spend some time on our own writing ideas for each stage, then each student will share their ideas whilst the others listen, we will have several rounds going through different aspects of the project
	

	
	Sample script: 

· We will go through a series of stages that will help you to consider your dissertation and how you will go about doing it

The aims of the workshop are: 

· explore what interests you about your topic

· clarify your research questions and the scope of the project

· develop a realistic plan to achieve the dissertation

· learn from each other about to tackle a long-term, independent piece of work 

· learn to think creatively about how you can achieve a successful project

Workshop process overview: 

· We are going to consider what interests you about the topic, as a precursor to developing research questions.

· Then we will consider what you already have access to, in order to answer these questions, then what you will need to do to complete the dissertation or project. 

· There is also a stage to consider possible challenges and ways to overcome them.

· Each stage will take 5 to 10 minutes. 

· Each time we go on to a new stage, you will be spending a few minutes to write ideas down on your own, then after that time, you will share them with the group. Having this time on your own to develop ideas allows everyone some time to think and put forward ideas, at the same time you each have an opportunity to learn from the group and to see where your project ideas are similar and where they are different. 

· You will only have a minute or so to share your ideas with the group. To save time later, we may just share ideas in pairs rather than with the whole group. 
· At any point, if you have a thought, grab a leaf and capture it so it is not lost.

What will happen to the outcomes? 

· Photos will be taken of the workspaces – so please write or draw clearly so we can see what the idea was.

	
	Purpose:

To set the scene, clarify expectations

Details:

Tutor to introduce the aims of the day, overview of the process

Participants to introduce themselves at the tables (if needed)
Options / Comments:

If you are using a bell or other device to keep timing introduce it now. 

	2
	What interests you about the topic? 
	
	
	10

	
	what sparks your curiosity, what questions do you have? 
students write ideas on their own, then each student gets a few minutes to share all their ideas and place around their branch 
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	Sample script: 

Now is the time to think of what sparks your curiosity about this topic, and what interests you about it. 

You should also start to think of the research questions, if you have any questions about the topic you should write these down at this stage. 

Spend a few moments on your own writing these ideas down on yellow leaves, one idea per leaf, then you will each have a chance to share your ideas with the group. 

You each have a branch for your topic, as you read the leaves out, point the leaves at your branch. As we go through the process, if any ideas are similar, then create a cluster of ideas by pointing the leaves at each other.  

	
	Purpose:

To get a sense of the shape of the topic, to encourage students to think of the research questions as framing the project. 

Details:

Encourage students to move the leaves around, with a rough clustering of themes
If you have a group over 5 people you may need to reiterate that they only have a minute each to share their ideas in order to keep to time
Options / Comments:

if students are interested in more than one topic, they can do the first few exercises for more than one topic. This can help clarify what topic they are most interested in, or which seems most feasible (the next exercise is especially useful for this)

	3
	What do you have to work with?
	
	
	10

	
	what do you already know, or have access to, to help you answer the questions / achieve the project? 
tutor to write down key authors or sources of data for topics on leaves, and add them to the workspace after the students have shared and added their leaves
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	Sample script: 

It is really important to consider what you have access to and what you already know about the topic.

What are the key authors or papers in the field? What are the key journals to look in? 

Do you know anyone who can help you access data or locate people to interview? 

Do  you know of any sources of data you can use? 

This stage helps you to think of how you can make the most of the things you already know about to achieve a good project. These can be seen as your ‘existing assets’. 

It also helps you to consider the feasibility of the project. If there are no sources of data available, is this going to be realistic in the time frame? 

You have ten minutes in total for this exercise.  Again, spend a few minutes on your own writing ideas on brown leaves, the soil in which you have to grow the project, and then you will each have a minute each to share your ideas. 

	
	Purpose:

To consider existing assets, what the student already knows about or has access to, which can help in achieving the project. 

To begin to consider the feasibility of the project. 

Details:

Use brown leaves to capture these ideas and encourage students to move the leaves around to make clusters, what questions will the assets help with answering? 

Options / Comments:

This is a good time for the tutor to spend some time writing on leaves as the students develop their own ideas, can you think of any key thinkers, texts, or sources of data that the students may find useful? 

You can add these to the felt either after each student has talked, or at the end, which can help you to pull together common themes and point out similarities and differences between the students’ thinking. 

If you have time, ask students what they have learned from the process so far.  

	4
	Future possibilities
	Squashable
	
	10

	
	what actions would you need to take to achieve this project? 

What else do you need to access? What do you need to do to join up the existing assets and make the most of them?
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	Sample script: 

Now you need to think of what else you need to do, what actions you need to take to actually make this happen.

This could be things you need to do to join up the existing assets and make the most of them, it could be new sources of data you need to find, or sources you need to locate. What else do you need to do? 

Spend a few moments writing your ideas on green leaves, which are like the shoots of new ideas, then you will share your ideas. 

You have ten minutes in total for this exercise. 

	
	Purpose:

To consider next steps and to start to think into the future – what else needs to happen? What do you need to do to make this project happen? 

Details:

Students may need a bit of encouragement, you can watch how they are getting on and maybe make some suggestions if they seem stuck. 

Options / Comments:

Again, this is a good time for the tutor to add in a few leaves, ideally contributing ideas they can think of specific to each topic. 

You can ask the students to reflect on the ideas that are on the workspace after they have shared their ideas. Do they see any patterns? Where are the gaps? Can they suggest to each other any more ideas of what they could, or should be doing?  

	5
	Refining  the project - what is important?
	Skippable
	
	5

	
	3 icons each, what is most important on your branch? Place icons next to leaves on your own branch. 
can you refine your research questions, having looked at what sources of data are available?  
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	Sample script: 

Take a few of the red exclamation mark icons each and point them at the ideas that you think are most important for your dissertation or project. 

Discuss what you think is important, and why, with a neighbour.

Can you refine your research questions, and write some clear research questions down on yellow leaves? 

If you have a range of ideas for your project, can you see which topic to pursue from the ideas that are on the workspace, e.g. which look to be more realistic, or seem most interesting to you now you have thought about them?  

	
	Purpose:

To begin the process of refining ideas and pruning the topic down

To have a further discussion about the use of research questions to structure the research process and to endeavour to clarify the research questions

Details:

encourage students to write down the research questions they are interested in, if these have not already been developed
make sure the icons are pointing at the leaves and are sticking to the felt, especially if you plan to use these again in a later session
Options / Comments:

This offers a further stage to create clusters and re-order the leaves.
Discuss options and choices about topic, this is the stage to try to get students to refine their ideas and to develop a clearer focus for their project. 

Asking students to work in pairs for this section, rather than discussing the ideas with the whole group, can give each student more time to discuss their ideas in depth. 

	6
	Key challenges
	
	
	5

	
	what are the key challenges and barriers to doing your project?

be as critical as you can – what problems may arise? 
tutor may wish to add more ideas at this stage
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	Sample script: 

What do you think will be the key challenges you may face? What barriers can you think of that may prevent you from doing some of these actions or developing a good project? 

Take a few grey leaves and write down the critical barriers  you can think of. 

You only have five minutes for this exercise, so be selective and as critical as you can.  

	
	Purpose:

To consider the barriers and to encourage longer term thinking, encouraging as sense of planning for the future 

To encourage students to be realistic about their projects and what they can achieve

Details:

Use grey leaves to encourage critical thinking. This stage is similar to ‘black hat’ thinking in de Bono’s ‘six hat thinking’.  

Options / Comments:

This is a key stage, but a lot of the ideas that come up are likely to be similar, so it may be a good stage to have the students share the ideas and discuss them in pairs. 

This is a good point for the tutor to add a few common problems that occur, and to point out particular problems they can see with the students’ topics. You may wish to have some challenges pre-prepared on grey leaves for this purpose. 

	7
	Solutions to challenges
	
	
	5

	
	creative thinking , finding solutions to the challenges (greening the grey)
Tutor may wish to add more ideas at this stage
To save time, you can ask students to share their solutions in pairs
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	Sample script: 

We don’t like to leave problems without solutions. 

This exercise is to get you to think creatively of ways to overcome some of the challenges you have been discussing. 

Take a few green leaves and see if you can develop solutions to any of the challenges on the workspace, these don’t have to be solutions to your own challenges, although they can. You have five minutes for this exercise. 

Remember leaves can be moved around and consolidated at this point – the solutions to these challenges may already be on the table (green or brown leaves). 

This is an essential skill to learn, you will always come across unexpected challenges, the trick is to be resilient and develop your creative thinking to work out how to overcome them. 

	
	Purpose:

Encourage creative thinking and a positive attitude towards overcoming problems.

Details:

Brainstorm a few solutions to one or two of the negative aspects you see on the workspace.

Options / Comments:

This is a really important stage, if time is running out; you could make it a competition – who can come up with a solution to the problem the quickest – the first table to get a solution per person (or 5 solutions) down, put your hands in the air! 

This may also be a good time to have students discuss possible solutions to challenges in pairs, to save time and allow for a more in-depth discussion in the time available. 

Alternatively, to save time, you could ask participants to brainstorm one solution to a challenge each.
You may wish to suggest that participants add some green leaves to areas of grey leaves that have not yet had any solutions developed for them. 

	8
	Timelines and Identifying next steps
	
	
	5

	
	discuss the key dates for this project (e.g. when the literature review should be completed, data collected, first draft written, any hand in dates)
1-2 icons each – place by your next step, what will you do next? 
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	Sample script: 

There are some important dates for this project, these are [discuss any hand in dates, when students need to have a first draft, etc]. You now need to consider when you will be doing each of these activities by, and what you next steps are. 

Take one or two of the white icons each, and place them by your next step. 

if there is nothing on the workspace that you could do as a next step, add something on a green leaf and put your icon by it.

	
	Purpose:

To consider next steps and make sure that participants get to an ‘action-orientated’ frame of mind. 

Details:

It is important to get people to think of what they will do next and the timeframes for the project. You may wish to come back to this in more depth in a later meeting.  

Options / Comments:

In a review meeting, you can use yellow tick icons to identify what has been achieved 
You can use the Ketso planner to develop a mini timeline for this project. 
You can ask participants to place the short term actions near the top, middle term in the middle, and the long term actions at the bottom, and to use this location to discuss timeframes and contingencies. 
It may be worth considering doing a full action planning process with the students. There is a separate workshop for creating an action plan. 

	9
	Sharing ideas and takeaway messages
	
	
	5

	
	ask for feedback on the process and what has been learned, re-iterate key dates and key principles for completing a good project
	

	
	Sample script: 

What have you learned from this process? What do you think are the key messages? 

it is really important to consider the timeframe you have for completing this project and to make sure that you plan to have tasks finished well in advance of the deadline. 

In the next session, we will be reviewing progress.  

	
	Purpose:

Gathering feedback from the whole group, encouraging a sense of learning from each other. Exploring key issues, similarities of ideas, differences. 

A chance to reiterate any key messages about the project and deadlines. 

Details:

Options for the questions are: What have we learned? Were there any surprises? What have you learned from this process? 

Options / Comments:

You may wish to have students reflect on the process in pairs and then share an idea per pair with the whole group.  


3 Workshop Plan Information

This document is one of a series of publications designed to help you run successful workshops or events using Ketso. Based on years of experience, the Ketso team has created these example workshop plans to make it easy for you to plan your event or meeting with confidence. They are intended as a guide and can be adapted to suit your circumstances. 

Each of the workshop plans in this series is based on a workshop that was run successfully. This guide is particularly suited to workshops in the field of teaching and learning. The example is a workshop based on developing a plan for dissertations or extended projects.

We are making a variety of examples available so you can find one that is appropriate for your needs. Please take a look at the other examples in the series. The full list of available guides and example plans is available on our website, www.ketso.com, covering the use of Ketso in areas such as stakeholder engagement, project planning & decision-making, community planning, training & capacity building, and teaching & learning. We intend to build a library of user-contributed plans and suggestions, creating an open resource for effective use of Ketso for engagement and change.

Please give us feedback and share changes you made with us, especially if you can let us know how it went! Email to office@ketso.com.

3.1 Notes to the reader

This example deals with the actual workshop, which needs to be considered in a wider context of supervision and the teaching programme. This sample plan should be read in conjunction with the ‘Ketso Workshop Planning Guide’. This can be downloaded from the ‘Resources and Downloads’ section of www.ketso.com. You may also wish to view the brief training videos available on the ‘Support & Community’ section. 

Remember, this is an outline – no workshop goes totally according to plan. Be flexible, think through what is key for your workshop (you may wish to make your own notes and highlight key words), and adapt as you go along. If this is your first time using Ketso, we suggest that you have a practice run of a simple workshop with friends, family or colleagues before you try a workshop with a large group.

3.2 Sections in the Ketso Example Workshop Plan

The Ketso Example Workshop Plans come in four sections: a BASICS Worksheet, Overview Workshop Plan, Ketso &Workshop Checklist, and a Detailed Workshop Plan.

The BASICS Worksheet shows some of the background thinking that went into the design of workshop. More detail on the thinking behind the BASICS used in planning workshops is set out in the Ketso Workshop Planning Guide, available from the Ketso website. 

The Overview Workshop Plan is helpful for seeing the shape of the workshop as a whole and keeping in mind what’s important. This is especially useful whilst running the workshop. 

The Ketso &Workshop Checklist provides a recap of the planning described in the main body of this document, and offers a place to record the key things you need to prepare your Ketsos for a workshop, such as the themes for the branches and the codes for the legend. You can also download a separate document, called ‘Ketso Workshop Practicalities Checklists’, which offers more guidance on ‘pre-planning practicalities’, ‘things to take to a workshop’, and ‘table set up at venue’ (‘Resources and Downloads’ section of www.ketso.com).

The Detailed Workshop Plan includes more in-depth options and commentary. This has been expanded from what would normally need to be written in a plan, to help you understand the thinking behind the plan and to become familiar with the options available when running Ketso workshops. Because of this the plan is longer than would normally be needed—don’t panic, as you can see from the overview, it is fairly simple! 

The brief descriptions of each stage found in the Overview Workshop Plan are repeated exactly in the Detailed Workshop Plan. This helps to orient the reader between the two plans, and reinforces key points, making it easier to see what’s what and to not miss anything important.

There is a regular pattern within the Detailed Workshop Plan: Sample script; Purpose; Details; and Options / Comments (to help you adapt the workshop). After considering each of these aspects you will feel clear about what you are doing and why. The sample script allows you to think through what you will say in advance—but so long as you understand the details (what you are doing) and the purpose (why) it doesn’t really matter if you stick to the script closely or not. It is there as an aide and a prompt. 

3.3 About this Plan 

This workshop is designed for the early stages of the supervision process. There is an assumption that students will come to the workshop having at least thought about the thesis topic and done some preliminary reading. The workspace that is developed by the students can provide a really useful prompt for discussions in future dissertation meetings. Students can review what has been accomplished and discuss any changes from their original thinking. They can develop more ideas as to what they need to do next. 

Having each student share and develop these ideas on the workspace offers a powerful way for them to see patterns and to develop their own thinking in the planning process. Moving the leaves can help students  to structure their arguments and thoughts prior to writing. This workshop is especially useful when there are students with mixed language backgrounds, as each student can see the words in the context of the other words on the workspace, and can thus learn more about the meanings of the words. The fact that each student has something to put on the workspace means everyone has a voice. Students with dyslexia have commented favourably on the graphic and hands-on process. 

We have also developed a further, 1 hour workshop plan called ‘Creating an Action Plan’. This offers an opportunity to develop further skills in action planning. Ketso has been used by PhDs in dissertation planning. The action planning workshop can be run with a larger group. 

	Workshop Specification
	

	Workshop title
	Planning dissertations or extended projects

	Status of workshop plan
	Tested, under development

	Developed by: 
	Joanne Tippett (Ketso)

	Run on 
	Tested with Undergraduate, Postgraduate students, and A level students working for Extended Projects in 2008-2009, 2009-2010

	Last updated
	Dec. 29, 2010

	Workshop plan number
	TL-1.1

	Workshop duration
	1 hour

	Notes
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“I like the fact it is so visual, you can really see your ideas and the links between them and other people’s ideas. It helps to see that other people have similar ideas to you as well! I like the way you can move the ideas around, it makes it practical and is more inviting than a list.” Undergraduate student, University of Manchester 
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© 2010 Ketso, provided on an 'as-is' basis, with no warranty or guarantee. Plan may have been modified by the user. See www.ketso.com for open source and approved workshop plans and updates. Plans are ‘work in progress’. 
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