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Learning by Doing  

Practicum: PEC 1102 course 

Health-care professionals are given the responsibility to make tough decisions, which usually have grave 

ramifications, for their clients. This means that independently, they must act in the service of their 

clients and be an advocate for them with the relevant authorities. As future health-care professionals, 

you need to be prepared to accept this responsibility: to be guided by the primary responsibility of 

acting in a client’s best interests, without being influenced by any personal consideration. This 

preparedness comes through actively engaging with the community to address its needs, hopes and 

concerns, in short, to solve real-life problems. This is what Practicum: PEC 1102 provides.  

This course will introduce you to the skills and tools needed to “be the change that you wish to see in 

the world”1 because Practicum: PEC 1102 students are service-learning2 students. You gain new skills – 

valuable academic skills, including communication, teambuilding, and critical thinking – build self-

esteem and develop a sense of responsibility for decision-making from working in the community. 

“Service-learning” therefore is more than just a buzzword for community service or volunteering; this 

course goes beyond what is learned in the classroom by building hands-on experience with making a 

difference in your future and our society.  

Eventually, you may discover – as a result of creating your Practicum: PEC 1102 projects – your 

contribution was not only personally and professionally enriching but your serving the community also 

helped to serve your need to be part of its growth. You can, therefore, expect Practicum: PEC 1102 to be 

demanding but if done right, to be fun, empowering, ultimately rewarding and consequently become 

the platform upon which is built the relationship of trust each health-care professional needs to meet 

the highest standards of professional practice and behaviour.  

 

                                                           
1
 Mohandas Karamchand Gandhi, commonly known as Mahatma Gandhi. 

2
 Service-Learning is a teaching and learning strategy that integrates meaningful community service with 

instruction and reflection to enrich the learning experience, teach civic responsibility, and strengthen 

communities. 

What is Service-Learning? [homepage on the Internet]. c2013 [updated unknown; cited 2013 July 20]. Available 

from: http://www.servicelearning.org/what-is-service-learning 

http://www.servicelearning.org/what-is-service-learning
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Welcome to the Practicum: PEC 1102 

Course Description 

This course, PEC 1102 Practicum is designed to help students to see the relevance of professionalism in 

their careers and develops further learning from Semester I, where the social contract and core 

principles of professionalism were introduced.  It is hoped that students will see the relevance of 

professionalism and will commit to uphold it in their careers.  PEC 1102 will be delivered in Semester II 

along with PEC 1101, Communication Skills in the Health Professions. Whereas PEC 1102 will be 

delivered online via myelearning, PEC 1101 will be delivered through 2-hour weekly workshops 

supported by online material.  However, the two courses will overlap in an important way.  

The tutor(*) who taught each class from Semester I will be teaching the same group for the duration of 

the 3 courses. Consequently by this time, there should be mutual familiarity between students and their 

tutors.  

The organization of PEC 1102, the Practicum will take the following structure:  

 Students will be organized into groups consisting of 4-5, assuming a class size of approximately 

20.   

 Each tutor will therefore be responsible for communicating online with 4 or 5 groups of 

students.   

 The internal organization of each group (leader etc) will be determined by the groups with 

guidance from tutors. 

The overlap between the 2 courses will occur during PEC1101 class time (Mondays or Wednesdays) 

where each tutor will allocate time during the PEC 1101 to deal with questions and concerns that arise 

with respect to the PEC 1102 Practicum. This will be an informal arrangement where each tutor will 

determine the frequency and length of time to be spent on the Practicum. Remember Communication 

Skills is a demanding course in itself and finding time to fit slots for the Practicum can be challenging.  

*Every effort is made to have the same tutors teach students for the duration of the academic year.  At 

times, however, this may not be possible. 

PEC 1102 General Aims 
This course will help students to: 

 Understand the significance of professional development and ethics in a practical context; 

 Gain exposure to the process of serving society and gain experience in interacting with the other 

parties of the social contract; 

 Develop a sense of responsibility  for the national well-being as it pertains to health; 

 Devise innovative ways to positively impact society through an area of personal interest. 
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Specific Learning Objectives 
This course will specifically help students to: 

 Explore various ways to positively impact society; 

 Design a project that can provide benefit to society and foster national development; 

 Understand and apply the basics of project implementation, maintenance and evaluation; 

 Demonstrate crucial leadership, record keeping, writing, teamwork and oral skills for the health 

professions. 

Instructional Strategies 

TEACHING/LEARNING OPPORTUNITIES 

This course is focused on presenting real world practical experience.  Students will be required to 

commit to designing and implementing a project that engages the wider society.  There will be 

periodical seminars to set the context and give overall guidance. 

ASSESSMENT STRATEGY 

Assessment will be based on the process behind the chosen project and its actual implementation.  

Regular status updates will be required.  A final written report and group presentation detailing the 

impact on society and students’ learning experience will form part of the assessment. 

ASSESSMENT MODALITIES 
 

Modes of assessment Weight 

Proposal 30% 

Group Presentation 20% 

Final Report and Portfolio 40% 

Participation 10% 

Total 100% 

 

UNIVERSITY GRADING SCALE/POLICY   

This course will not be graded on the GPA system but will be assessed on a pass/fail basis.  

Pass/Fail: 50%. 
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UNIVERSITY ACADEMIC INTEGRITY   

Please adhere to the etiquette of academic integrity and observe the rules and regulations regarding 

cheating, plagiarism, academic misconduct and misinterpretation of facts. Violations of academic 

integrity stipulations will be dealt seriously. 

UNIVERSITY POLICY ON ATTENDANCE   

Involvement in the projects is in accordance with the attendance of educational activities policy of the 

Faculty of Medical Sciences, department of Medicine. 

Suggested Readings/Texts  
 Bailey N. Educating Optometry Students to Engage the Community: Learning Professional 

Identity. [Internet] Houston TX, USA: University of Houston School of Optometry; 2013 [updated 

unknown cited 2013 23 July]. Available from: 

http://www.uh.edu/hcpp/Educating%20Optometry%20Students%20to%20Engage%20the%20C

ommunity-submitted%20text.pdf 

 Berman, S. Service Learning: A Guide to Planning, Implementing and Assessing Student 

Projects. 2nd ed. Thousand Oaks, Calif.: Corwin Press; 2006 

 CCPH - Service Learning Resources. [Internet] Washington D.C., USA: University of 

Washington - Community-Campus Partnerships for Health; 2013 [updated unknown cited 

2013 24 July]. Available from: http://depts.washington.edu/ccph/servicelearningres.html 

 Community Dental Healthcare Project. [Internet] Maui, Hawai’i: University of Hawai’i, Maui 

College; 2013 [updated unknown cited 2013 24 July]. Available from: 

http://maui.hawaii.edu/mauiedconsort/LC_GSL_Comm_dentalCare.pdf> 

 Gilbert A, Filmer T, Barry L. Pharmacy Honours Student Rural Projects: Expanding student 

horizons and assisting local communities. Australia: Central Australian Rural Practitioners 

Association 36; 2008  

 Joffe M, Farrant W. Medical student projects in practical health promotion. Journal of Public 

Health 11, no. 1 1989: 35-40.  

 Jones KV, Hsu-Hage BH. Health promotion projects: skill and attitude learning for medical 

students. Medical Education 33, no. 8 1999: 585-591.  

 Berger Kaye C. The complete guide to service learning: proven, practical ways to engage 

students in civic responsibility, academic curriculum, & social action. Minneapolis, MN: Free 

Spirit Pub.; 2004. 

http://www.uh.edu/hcpp/Educating%20Optometry%20Students%20to%20Engage%20the%20Community-submitted%20text.pdf
http://www.uh.edu/hcpp/Educating%20Optometry%20Students%20to%20Engage%20the%20Community-submitted%20text.pdf
http://depts.washington.edu/ccph/servicelearningres.html
http://maui.hawaii.edu/mauiedconsort/LC_GSL_Comm_dentalCare.pdf
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 Mills, P. Group Project Work with Undergraduate Veterinary Science Students.  Assessment 

& Evaluation in Higher Education 28, no. 5 2003: 527-538.  

 Rhoads, R A. Community service and higher learning explorations of the caring self. Albany: 

State University of New York Press; 1997 

 

 

 

http://www.ingentaconnect.com/content/routledg/caeh;jsessionid=b94h434go5app.victoria
http://www.ingentaconnect.com/content/routledg/caeh;jsessionid=b94h434go5app.victoria
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Course Schedule  

Week Component Delivery Assessment Value % 

# 1 

Jan 20 - 24 

Develop your proposal – aim, 

objectives, purpose, rationale 

   

# 2 

Jan 27 - 31 

Feasibility – speak to your target group 

Methodology 

   

# 3 

Feb 3 - 7 

Assignment 1 Proposal 5-7 pages Submitted online 30 

# 4 

Feb 10 - 14 

Field work , create content    

# 5 

Feb 17 - 21 

Event happens    

# 6 

Feb 24 - 28 

Assignment 2 

Coverage of event or ‘deliverable’ 

Group pres – YouTube, PP etc Coverage of event – online or 

in-class 

20 

# 7 

Mar 3 - 7 

Carnival Monday. No Monday Class.  

Survey target group to asses impact i.e. 

questionnaire, observation etc 

   

# 8  

Mar 10 - 14 

    

# 9 

Mar 17 - 21 

    

#10 

Mar 24 - 28 

Complete portfolio Additional 2-4 pages   

# 11 

Mar 31- Apr 4 

Engagement and Participation   Continuous 10 

# 12 

Apr 14- 18 

Assignment 3 

Submit portfolio 

 Submitted in class 40 

PEC Practicum Schedule
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Evaluation 

Course Assessment 

Graded Course Assignments  
Coursework constitutes 100% of the final grade.  

Participation – Outlook, enthusiasm, commitment 10% 
Assignment 1 – Proposal    30% 
Assignment 2 – Presentation    20% 
Assignment 3 – Report and Portfolio   40% 

Each member of the group receives the same grade. 

Assignments Description 
Due Date Policy 

Unless otherwise indicated, all assignments will be due on Mondays or Wednesdays (depending on 

which workshop you attend). Assignments must be submitted either online via myelearning.sta.uwi.edu 

or at workshop sessions. Guidelines for each assignment are stipulated below.  

PARTICIPATION – OUTLOOK, ENTHUSIASM, COMMITMENT                 10% 
You may positively affect your participation grade by:  

1. Actively supporting, engaging and listening to peers  

2. Arriving fully prepared whether online or face-to-face 

3. Playing an active role in the group and completion of project tasks where contributions advance 

the level and depth of work submitted  

4. Group dynamic and level of discussion are often better because of candidate’s presence  

You may negatively affect your participation grade if: 

1. Preparation is inconsistent 

2. Comments are vague if given and candidate frequently demonstrates a lack of interest in 

contributing to the group and completion of project tasks  

3. Group dynamic and level of discussion are often disrupted by candidate’s presence 
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ASSIGNMENT 1 – THE PROJECT PROPOSAL          30% 
Due:  

Week 3: Monday 3 February, Wednesday 5 February 

Length:  

5-7 pages total 

Description: 

You are required to create a proposal for your PEC Practicum: PEC 1102 project and submit it to your 

tutor via the PEC course container on myelearning.sta.uwi.edu  

This document must be 5 - 7 pages and will contain, importantly, a ‘feasibility study’. This perhaps 

sounds loftier than it is. Rather, it is a conversation with your chosen community to see that your project 

fits their needs. To assess feasibility you will have to justify why you spoke to those you did and indicate 

your method for sifting through their responses. You must then determine what is achievable. This 

process is worth 30 percent of the overall mark for the practicum and is, therefore, intended to be 

content-rich. 

Task:  

Write a 5-7 page proposal for your PEC Practicum: PEC 1102 project using the following guidelines: 

1. Use a font from the Arial, Tahoma, Trebuchet, Calibri, Verdana typeface or the Times, 

Garamond, Cambria font family – no more than 12pt in size with 1.5 line spacing and 1” top, left, 

right and bottom page margins.  

2. Headings should be clearly differentiated from body text. Use bold, underline or caps but not all 

at once. Do not use italics on your headings.  

3. Your proposal sections should be as follows: 

a. The cover letter. (Do not give your cover letter a heading; follow the instructions presented 

in the cover letter section of the Writing for a good cause: Methodology for Implementation 

chapter). 

b. Cover-page with names of the team members and their UWI identification numbers, project 

name and a one sentence description of what the project intends to do, the due? date and 

contact information. 

c. Contents  

d. Executive Summary 

e. Rationale 

With sub-sections: 

□ Problem Statement 

□ Goal  

□ Objectives 

f. Deliverables 

g. Overall Cost/ Cost Breakdown 

h. Evaluation 
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See myelearning for template. 

4. Your proposal must be 5-7 pages. This length includes the cover letter, cover page and contents.  

The chapter: Writing for a good cause: Methodology for Implementation on pages 22 - 34 of this manual 

describes (with examples) how to write the proposal in detail.  

 

ASSIGNMENT 2 – PRESENTATION            20% 
Due:  

Week 6: Monday 24 February, Wednesday 26 February 

Length:  

8-10 minutes total 

Description: 

You are required to deliver a group presentation on your event; the implemented project. You must 

share an account of your event for 8-10 minutes in class as well as upload the media used to create the 

presentation to the PEC course container on myelearning.sta.uwi.edu 

In your group presentation (8-10 minute audio-visual presentation (video clip, powerpoint/prezi etc…)) 

you will showcase your event, talk to the community, present to the camera and generally highlight 

what you achieved. It is intended that the presentations be watched in class. If your presentation is of 

still shots and content to be explicated, then you will have 8-10 minutes to convey the work you have 

carried out. You will be assessed both on the content (the content of the event; using vox pops, 

interviews etc…) and your delivery (presenting to camera and how fluent it is). This presentation is 

worth 20 percent. 

Task:  

Create an 8-10 minute audio-visual presentation of the implementation of your project; the main event. 

Using images (video or still) you will give an account of your event to the class. Your media must be able 

to stand on its own as a presentation but you are allowed to also give a verbal account of the event and 

field questions. Be sure to bring/include your project deliverables in the presentation, for example: a t-

shirt, if you printed t-shirts or your project’s website, if you designed a website.  

 

ASSIGNMENT 3 – REPORT and PORTFOLIO          20% 
Due:  

Week 11: Monday 14 April, Wednesday 16 April 

Length:  

8-10 pages total 

Description: 
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You are required to create a portfolio of your Practicum: PEC 1102 project and submit it to your tutor in 

class. This portfolio will include: 

a. Project Proposal (updated) with corrections using tutor feedback 

b. Your audio-visual presentation on DVD  

c. Report  

Having conducted your event or delivered your content, your portfolio will additionally contain ‘impact’ 

data. This document will be an additional 3 - 5 pages to your proposal and outline (the entire document 

will be no longer than 10 pages) of what you learned in terms of your group interactions, the community 

and implementation of your project. It will also contain the limitations to your study i.e. what it was 

never intended to show, and what hindrances you encountered. A third component might be on the 

sustainability of your research in terms of the lasting impact on the community or how they might build 

upon your service-oriented work. Additionally, an info-graphic or poster-type document must be 

included in this portfolio to give a graphical presentation of all that emerged from this work. The info-

graphic and impact data section of this practicum is worth 40 percent. 

Task:  

Create an 8-10 page portfolio using the following guidelines: 

1. Use a font from the Arial, Tahoma, Trebuchet, Calibri, Verdana typeface or the Times, 

Garamond, Cambria font family – no more than 12pt in size with 1.5 line spacing and 1” top, left, 

right and bottom page margins.  

2. Headings should be clearly differentiated from body text. Use bold, underline or caps but not all 

at once. Do not use italics on your headings.  

3. Your portfolio sections should be as follows: 

a. Proposal. (Include an updated proposal using tutor feedback.)  

b. Report 

With sub-sections: 

□ Limitations (hindrances to completion; what the project could not do) 

□ Info-graphic of Impact/Data (a visual representation of project analysis. See 

appendix for example) 

□ Sustainability (recommendations for continuity and/or growth)  

□ Lessons Learned (group interaction; community involvement; personal and 

professional enrichment in implementing the project etc...)  

c. DVD of group presentation attractively labeled with Project Name, Date, Course Title, 

Tutor and Group Members. The DVD must be securely fastened in a DVD jacket to the 

portfolio.  
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The Practicum Process  

In 4 Steps: Decide and Plan | Implement | Assess Impact | Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Decide & Plan 

Your proposal should contain 

a feasibility of the project 

and a plan to carry out the 

project 

Implement 

Event happens.   

Minister’s speech written. 

Taste testing. Done. 

Assess impact 

How were you of service to 

the community?   

What did you learn for this? 

Complete portfolio 

A proposal; one or two 

online presentations – one of 

the event; and a group 

presentation and final paper 

that outlines the results. 

Annotation 

Each project is unique and so this process sheet gives guidelines for 

implementation highlighting the 4 key stages where you will be 

assessed. 

 

Initially you will need to decide what your project is and decide with 

your supervisor if it is implementable in 12 weeks.  What is the value of 

this project to the community and would you be able to l measure how 

you fulfilled your ‘social contract’. 

 

You may be doing a clean-up on campus, a T-shirt health sensitisation 

project in a community, writing a government position paper on school 

meals or creating a phone app for diabetics. Whatever your project by 

week 6 you will need to have operationalised the event. 

 

Having held your event – let’s say it was a community football 

tournament that set out to educate youth about the benefits of good 

diet and exercise – you will now need to show how this impacted the 

community.  Do not worry if things didn’t go perfectly to plan – all 

projects are processes with many variables.  What is important is that 

you show what you achieved; say what you learned and figure out how 

this exercise was of mutual benefit for you and your community. 

 

You will be supervised by your tutor at various points in the process 

and will receive continuous online feedback.  Ultimately you will have 

a group portfolio of work to submit.  This will be a mix of documents 

you have created, multi-media presentations and in-person 

presentations.  Each component is important, but overall the emphasis 

is on justifying what you have chosen to do and showing how the 

application worked or didn’t work for various reasons. 

 

If you end up producing a facebook health page with followers, as the 

catalyst of a clean-up campaign or get your message into the media – 

good job. If you did not totally achieve your objectives, do not 

conclude you have failed. The goal is, through this project, to show 

team work, how you played your part and demonstrated a 

commitment to creating a better society. 
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Important Self-Reflection Questions 

DECIDE AND PLAN 

 What are my group’s strengths and interests? 

 How often can we meet? 

 What type of project do we want to do?  A virtual project or one that involves research rather 

than community visits? 

 What is our output going to be?  A government paper, app, event? 

 What is our process for getting this completed and being of service?  

 If we are going to a community, who will speak on that community’s behalf?  Is the project 

useful and appropriate to their resources? 

 What are our goals and rationale for this project? 

 What resources do we need?  This needs to be do-able with minimum expenses. 

 We have to assess whether our project is feasible – how can we do that? 

 What will our group timeline be? 

 What will my role be and what am I responsible for in order to support this group? 

 

IMPLEMENT   

 Our event has a lot of different components – how will we manage those? 

 What is our event timeline? 

 How is the event to be structured? 

 When and how will we assess how the community has benefited? 

 We need to collect media of this event happening – what will we capture? Who is responsible 

for that? 

o We’re writing a government white paper (i.e. school feeding programme) 

□ Whom will we interview from our participant group?    

□ Is this group balanced and sufficient in numbers? 

□ Are we talking to the right people? 

□ We need to get a component of the paper into the public domain – how? 

o We’re doing a social study of attitudes (i.e. attitudes toward low-calorie foods) 

□ Are we getting the results we expected? 

□ What are the limitations of this study? 

□ Is participation high enough? 

□ How will we take this data and demonstrate our service to the community? 
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RESULTS 

 What is our output? 

 What did we discover? 

 We need to show the output and create a final paper – do we have results to cover these 

components? 

 How can we structure this data? 

 What was the community reception of this event? 

 Are there short-term benefits and longer-term implications of note? 

 What evidence do we have of our service and the benefit to the community? 

 What were the projects limitations? 

 What did we not achieve? 
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Practicum Projects  

Get Practical 

The group communications projects contained in this manual are suggestions for the practicum 

component of the Health Professionalism and Society course.  You are encouraged, therefore, to reflect 

on them and see if they fit your group interests, and to come up with your own ideas if they do not – 

anything from producing a smartphone app, to organising a clean-up campaign, to creating a 

government think-tank can become a project. 

The objectives of this component are outlined elsewhere, but just to focus your attention a little, the 

intention of this experience is to strengthen your understanding of your relationship with society.  As 

healthcare professionals you are naturally interested in your own development, and through this, you 

will be serving society.  It is intended for this practical experience to give you an understanding and 

experience of society and its healthcare needs in ways that you can make an impact – both immediately 

and later on in your careers.  As such you will be marked on the report that you produce from this 

experience, and the practical outcomes of it. Do not let that limit your aspirations: you never know what 

is possible until you try, and what emerges from this experience may just be the seed of a new passion 

for you to develop in time.   

The projects are grouped into four categories: 

1. Corporate – focuses on experiences within an institution; supporting a particular professional 

community structured by their work environment;  

2. Community – projects that target particular social groups that have specific needs as a 

community; 

3. Media – experiences using tools to reach groups of individuals through social tools; creating 

media ‘products’ that work through the particular platform, and  

4. Government – tools of social relevance to help shape thinking in an area of public need; forming 

organisational structures to advance broad-spectrum needs.  

These categories are not mutually exclusive, meaning that they are just labels for areas that your 

practical project may fall within: if you were to create a facebook campaign that targeted Government 

policy groups that used T-shirts to promote healthy living, which category would you be working within?  

The answer is debatable; so no need to get hung-up on the label, or to restrict your consideration of an 

area because initially you do not like the thought of working on a particular grouping. Policy can be fun 

too – if you decided that you wanted to interview school-children about their concerns about school 

lunches, you could then create a youth position-paper for the Ministry of Health.  
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Some group concerns to talk about now: 

1. Audience – who is our project intended to target? 

2. Roles – how are we going to divide the work within the group?  There will be data collection; 

project writing; implementation of the project itself etc. 

3. Product - what are we going to produce?  Alongside the report itself, are we going to produce a 

calypso, a facebook campaign, a magazine, t-shirts, conduct a clean-up etc. 

4. Impact – how are we going to demonstrate the impact of what we have done?   

Corporate 
 Within the corporate environment you might look at people, processes or the environment.  There may 

be a complex mix of variables in your project that seem too complex overall – can you separate these 

out in some way?  When considering issues like ‘wellness’ you might be looking at a psychological 

measure of health or a physical state that someone is in.  It is possible to be ‘happy’ but unfit.  What 

specifically do you wish to examine? 

  

Things you could measure: how enjoyable is the work environment?  Does this depend on services 

provided by the company? i.e. canteen, crèche, flexi-hours, regular promotions etc. The physical 

environment?  i.e. the condition of the offices, working a/c units, available parking, prayer room etc.  Is 

there an issue with staff morale? i.e. no company vision, wasteful practices, too few tasks or too many 

tasks within the working day, no way to increase paid holiday etc.  

 

Wellness needs defining, but could be correlated to productivity, staff turn-over or happiness (see 

above).  You may be interested in staff stress-levels; individuals may be ‘happy’ but have gotten used to 

a stressful environment that requires them to take work home; they may have come up with creative 

ways to use limited resources or get used to practices that are probably detrimental to their health or 

relationships.  Maybe you can impart coping mechanisms for existing stress or staff may need training in 

certain areas in order to reduce stress. 

 

Look at notions of health, what employees do, what would they benefit from?  Would organising a 

group-class be practical?  Are the problems more about diet or stress? Smoking or alcohol-drinking 

levels?  Is a family events day enough?  Could you introduce a weight-loss programme with measureable 

goals?  What about a hike? 

HAPPINESS SURVEY 

WELLNESS INDEX 

GET FIT 
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Community 
 What are the health needs of this social group? Are they grouped by location, or are you looking at a 

group within the community i.e. youth?  Students on campus might be considered a community. Is this a 

virtual group that can be worked with via a chatroom, fb, whatsapp, twitter or other social media? How 

will you measure the impact of your communications project if this is a virtual group? How easy is your 

access to this group? 

 

The physical environment needs to be tidied but will you do this as a group?  Will you recruit members 

of the community? Is this a project to just clean-up or is there an education component? Is the clean-up 

related to assisting biodiversity i.e. plant life or nesting birds on a beach or by a swamp? Is it related to 

specific health concerns such as mosquito breeding grounds or more generally to appearance? Is there 

an on-going problem that needs addressing i.e. stray dogs in the area that you can help with? 

 

Encourage a community to create a garden space or play area for children.  Develop facilities for special-

needs within the community i.e. a disability ramp.  Maybe there is a useful space already, but it may 

need park benches or plants. Can you maneuver the community to produce these or donate 

resources/skills that could be put to use?  Are there already facilities, but these don’t function? i.e. does 

a community need recycling bins?  Does an area need painting creatively?  Could you mobilise an artist 

to help with an ‘abandoned wall’ project?  Maybe the community needs assistance in writing letters to 

local government or accessing financial aid that is already available.   

 

Certain groups have ‘group mentalities’ around ideas that can be examined and changed: diet-drinks 

taste bad; getting fit requires expensive equipment; youth have no concern for the environment etc. 

Can you set up tests and measure the results to intervene in this dynamic?  Set-up a blind taste test with 

diet coke and regular coke, see if these are noticeable.  Demonstrate the direct link between littering 

and flooding.  Show how exercise can lead to improvements in school-children’s physical and emotional 

health.  Does this project require you to highlight a problem in a specific area of the community?  Is your 

project a stepping stone to a bigger goal? 

 

Could you set yourselves up to ‘consult’ for a particular social process?  i.e. Be a group of medical voices 

who get quotes from lecturers for particular science or health stories.  What about your interest in 

football, exercise, design, music – could you create a space or service that can be connected to health? 

CLEAN-UP 

FACILITIES 

TEST-IT 

BE A COMMUNITY 
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i.e. create an inter- or intra-community football tournament; start a ribbon campaign for a health 

concern; create music packages available online for relaxation, exercise, meditation etc. 

Media 
Media is a means for reaching particular groups through campaigns, but it can be used to create 

products that are useful, such as diet plans, smartphone apps (which are free to create), chatrooms etc. 

that focus on a particular need or bring people together.  Different media are useful for different ends 

and by virtue of their users would reach different people.  Can you use media in a way that creates a 

new audience?  Can you piggyback on an existing channel and create something innovative within it? i.e. 

a  film that would go on an existing health blog.   

 

Blog, newsletter, fb page, twitter campaign, smartphone app, podcast, website, youtube series, vlog, 

whatsapp community.  

Create a meme-campaign on fb or twitter and see how far it reaches.  Introduce comedy to address a 

health need.  Could you create an app for pre-diabetic youth suggesting a diet, or create a database of 

restaurants in T&T that serve low-fat or vegetarian foods?  Would a film or vlog better reach your 

audience?  Is this the space to address safe sex or answer sex health related questions?  Do you want to 

reach youth through a puppet show, reach adults and talk about how food can affect moods, or tell the 

stories of those with disabilities and how they cope in our environment? 

  

Magazine, newsletter, newspaper article, short film, radio or television package, comic, brochure, 

poster, short-story, book, essay 

Is the campaign going to be yours or will you create a competition to get a community involved? i.e. 

short-story, comic, essay writing.  Your media could be part of your project accompanying a visit to a 

community but here will be a deliverable that you are taking to a community group or school, for 

example.  Can you use media to foster co-operation between groups or identify social needs to address 

i.e. benefits of halal meat, the power of prayer, or addressing disability, LGBT, domestic violence, rape, 

autism etc. 

 

Are you interested in social activism?  Is there a way of addressing an issue through a physical drama?  

Perhaps you don’t need a stage i.e. it could be a social performance within an unexpected space, or a 

flash mob.  This ‘performance’ whether it be wearing a slogan on a T-shirt, or an improvised drama in a 

social space, is guerrilla marketing and is expected to promote a call to action i.e. encouraging cleaner 

drains, safe sex, changing perceptions around sexual equality etc. 

ELECTRONIC MEDIA 

TRADITIONAL MEDIA 

T-SHIRT/DRAMA CAMPAIGN 
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Media can be used in some way as the creative product of a project.  Are you interested in making a 

social statement?  Are you encouraging youth to engage with notions of wellness, social equality, 

cleanliness?  Is this about producing individual pieces that stand alone, or are they part of a mural?  Will 

you engage the services of an artist, photographer, sculptor, graphic artist, graffiti artist or are you 

creating the art that tells a story from the works of others?  You could put an exhibition together that 

explores the human senses or impact or pictures of childbirth to tell a particular story, but how do you 

plan to attract an audience?  Your project could involve youth creating journals or scrapbooks that then 

go on display. 

 

Music can be a powerful medium to tell a story.  What is the message and how will you engage with 

others through it in a measureable way?  The calypso is the message and must be delivered and seen to 

have an impact in some way.  Will you write to Calypsonians to have them deliver your message, or are 

you getting a community to produce a calypso about their perspectives on health?  Is this a message you 

plan to put on or integrate into a vlog?  

Government 
The institutional political structures exist to create society-wide mandates to improve social 

circumstances.  While we might be aware of political leaders, Cabinet and Opposition, what feeds into 

their proclamations are think-tanks, position papers, policy documents, speeches, commissions, advisory 

committees, stakeholder meetings etc.  Is your project going to create a document from research 

through focus groups, or be a speculative document about the benefits of a particular healthcare 

position?  Will you be synthesising theory and research after interviews with experts in the field or look 

for gaps in our current knowledge of a problem to promote closer scrutiny by political minds?  How will 

you then engage this work with the existing political processes and measure the response?  

 

You could create an organisation that seeks to delve into a particular problem from numerous angles.  

The healthcare curriculum at UWI, for example, lacks a distinct programme in medical ethics, so how do 

students go about considering these issues?  The HPV vaccines debacle became a media led discussion, 

but how accurate was reporting and what were the final actions taken?  How did the public feel about 

these actions and, therefore, feel about the role of the ministries of health, education, youth affairs? 

Etc. 

 

ART PROJECT 

MUSIC 

THINK-TANK 
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What a Minister says in his or her speech is the result of research by a speechwriter who has to 

assimilate research into a ‘country position’. However, Ministers themselves make statements that must 

then be integrated by civil servants into Government programmes. If you plan to create a speech, is this 

for an existing ministry or do you wish to create a new role? What is the basis for your country position, 

and how will you get this work noticed by the relevant political body? Could you submit it to the 

newspaper as a ‘letter to the editor’ to give it a public airing, or place it on facebook, and how will you 

measure its impact? 

 

An enquiry calls together experts to discuss a particular problem. It examines the status quo and 

suggests remedial action to promote a new way.  What is T&T’s current position on HIV and AIDS, or the 

budget for cancer care, or heart disease? How much money is put into advertising to impact the 

problems at the root and how much is put into treatment? In this commission, who will be your experts 

and how will you get information from them? Are they lecturers on campus, or can you e-mail these 

individuals? Once you have produced your document as concerned citizens, who will you send it to in 

Government to ensure it is seen? 

 

A white paper, or green paper in some jurisdictions, is a government consultation document of policy 

proposal for consideration. It is considered an authoritative report on a particular issue in the process of 

‘participatory democracy’. A white paper might be on youth and sex education, the nutritional value of 

school meals, effectiveness of prostate cancer treatment, the role of guidance counsellors in school, 

sexual abuses in children’s homes etc. How will you go about collecting information for this document 

and what short-term and long-term goals can you achieve from it? 

Remarks 
Having read through the various possibilities for your group communications project, you are 

encouraged to meet as a group and decide what your interests are. You will need to consult with your 

tutor, who will have the role of a supervisor of this 12-week project. Be mindful that different projects 

have different emphases and that your work is being graded at various points in the process. An 

effective project may come together in the final weeks, but you will have had to demonstrate its coming 

together before this time. A supervisor’s role is to offer guidance, but these projects are yours and you 

are responsible for their content and delivery. We live within communities that need the efforts of 

socially responsible partners in community service and volunteering. Change comes when we each play 

our role – not when we look to others with an expectation of change. Be sensitive to the needs of your 

society for you have a hand in shaping it.  

SPEECH 

COMMISSION OF ENQUIRY 

WHITE PAPER 

COMMISSION OF ENQUIRY 
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Writing for a Good Cause 

Methodology for Implementation 

Goal for this Lesson 
Students will understand the development of a winning proposal.  

Learning Objectives for this Lesson 
At the end of this lesson students will be able to: 

1. Identify the rules of proposal writing with style.  

2. Write a persuasive cover letter.   

3. Justify the need/problem.  

4. Compose a goal. 

5. Create related and specific objectives from the goal. 

6. Design a plan of action (the capacity to get the job done) 

7. Prepare a project budget 

8. Evaluate the impact of the project.  
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INTRODUCTION 
To be successful at proposal writing, you will need to 

have certain “understandings” that illuminate and 

clarify the project management process. You will also 

need to think of the proposal in terms of its advantage 

to the overall process of project planning, 

development and evaluation. But one element that 

writers often neglect is actual writing style.  

We often busy ourselves with attempting to flesh out 

our projects while stressing over its fast approaching, 

immovable deadline. We write, hoping that what is 

written is accurate, in appropriate language with 

adequate spacing and the required number of words 

and pages and neglect style. Yet, a proposal written 

with style is necessary because proposals are meant to 

both describe and persuade.  So yes, make your 

proposals enjoyable to read but do note that the reason for writing them is not to entertain because no 

matter how sound your project is or how highly regarded you/your team happens to be, if your proposal 

is sloppy, grantors will think that you/your team are equally inept.  

The following sections are guides on the basics of writing a proposal for the PEC Practicum: PEC 1102. 

They provide “rules” describing the effective qualities of and approaches to proposal writing as well as 

explain the requirements of your PEC Practicum Project Proposal.  

  

Chapter Overview 

This chapter describes the requirements and process of writing a project 

proposal for the PEC Practicum: PEC 1102 course. It discusses specific areas in 

the methodology for implementation of a PEC Practicum project. The chapter 

also provides a practical model for writing the project proposal which includes 

examples that students can emulate.  

The proposal is worth 30% of your overall grade. 
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THE COVER LETTER 
You must always include a cover letter 

when you send a proposal; it is polite but 

more than ever, good business etiquette. 

A well-written cover letter not only 

delivers a solid first impression, it can 

actually influence a grantor before the 

proposal is reviewed. It is therefore 

essential that you avoid generic cover 

letters with template-like language. But 

don’t overdo. Proposals, you see, can be 

likened to a chess piece. A chess piece’s 

power is tied to its mobility. The more 

mobile a piece is, the more powerful it is. 

Every move is precious and must be 

leveraged to position the writer as the 

perfect solution for the problem/need. 

Wasting moves with pitches that appear 

on almost every other cover letter is self-

defeating and often leaves a grantor 

wondering if she should consider reading 

your proposal at all. Another mistake that 

many proposal writers make is to 

summarize the proposal in the letter. The summary appears in the section `The Executive Summary’. 

Therefore, avoid summarizing your proposal in the cover letter.  

The purpose of the cover letter is to introduce the proposal and it should be placed before your cover 

page, however, “Beverly A. Browning, author of Grant Writing for Dummies, suggests that you write the 

cover letter after you've completed the entire proposal, and when you are in a reflective mood. 

Browning notes: 

"As you consider your great achievement [the finished proposal], let the creative, right side of your brain 

kick in and connect your feelings of accomplishment to the person who will help make your plans come 

true."”3 

Recommendations for your PEC Practicum cover letter: 

 It must be brief. Not more than half a page. 

                                                           
3
 Fritz, Joanne How to Write a Cover Letter for Your Grant Proposal: Make It Brief but Inviting [Internet]. c2013 

[updated 2013; cited 2013, 29 June]. Available from:  

 http://nonprofit.about.com/od/foundationfundinggrants/a/coverletters.htm 

PROPOSAL WRITING RULES 
Adapted from Lesson 6: Writing With Style. In: Karsh, E. and 

Fox, A. S. The Only Grant-Writing Book You’ll Ever Need 2
nd

 

ed. Philadelphia, USA: Basic Books, A Member of the Perseus 

Books Group, 2006; p. 109-124.  

Rule 1: Create an outline 

Rule 2: Write in Standard English 

Rule 3: Never use slang, imprecise or insensitive 

terminology 

Rule 4: Do not exaggerate 

Rule 5: Buy a grammar book, a dictionary and a 

thesaurus and use them 

Rule 6: Use the active voice 

Rule 7: Keep value judgments, political points of view 

and sense of humor out of the proposal 

Rule 8: Limit the use of adjectives 

Rule 9: Abbreviations and ACRONYMS have no place in 

a proposal  

Rule 10: Substantiate information with evidence.  
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 It must get to the point quickly. It should give no more than a 2 sentence statement of what 

your proposal covers and 1 or 2 reasons for doing your particular project.   

 Do not simply repeat the information that is in the proposal. But do tell the reader how well 

you understand the problem and how your project fulfills the requirements. 

N.B. Keep the letter short, to the point and ensure the tone is polite.  

 

FORMAT 

The following tips are useful pointers for good cover letter formatting:  

1. Use a font from the Arial, Tahoma, Trebuchet, Calibri, Verdana typeface4 or the Times, 

Garamond, Cambria typeface. [Calibri is the font used in this chapter]   

2. Your address goes at the top of the letter followed by the date. Skip a line and place the name, 

title and address of the organization/person to whom you are sending the proposal below. 

Double check this information with a telephone call or an email. Such information changes 

frequently, so make sure you have the current name and address. 

3. In your salutation, use "Dear" plus the personal title (Mr., Ms., Mrs., Dr., Messrs., etc), followed 

by the last name. It is very important that the letter be addressed to a particular person. Call the 

organisation or corporate office to make sure you have the right person and the right personal 

title. These things may seem trivial, but this letter is akin to a first impression, make it a good 

one.  

4. Your first paragraph should be short and focused. Introduce your team and project: Include a 

sentence or two about what you do, and then include one research-based point that shows 

there is a need for what you propose to do. Remember your thesis statement (the purpose for 

writing) should be stated here – preferably as the last sentence.  

5. Write one or two more paragraphs that are very brief and succinct. State your team’s purpose 

and how it fits with your course requirements. Include the fact that your school is in full support 

of the project. 

6. End your letter with a final, summarising paragraph. Include a thought about what this project 

can mean for your target audience. 

7. Use a closing such as "Sincerely", “Regards”, “Kind regards” or “Warm regards”.  

8. The letter should be signed by the team leader. Below the signature, type the signer's first 

name, middle initial, last name, and job title. Although the team leader should sign the letter, if 

the contact person's name and contact information differs from the leader it can be included at 

the end of the last paragraph. 

9. At the bottom of the letter, include the word, "ENCLOSURE" (in all caps). 

 

See Appendix for sample letter.  

                                                           
4
 A typeface, also known as a font family, is a grouping of fonts that share common design features. 

http://en.wikipedia.org/wiki/Font
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THE EXECUTIVE SUMMARY 
The Executive Summary is a sales pitch; it should be designed to sell your project. As its name suggests, 

it is a summary of your entire proposal –– no longer than 2 pages. It is meant to be quickly read and to 

give its reader a general idea of who you are, why you are doing this project, the need/problem the 

project resolves, the goal, objectives and the cost of the proposed project. Within this limited space you 

must cover the subsequent information – I suggest no more than 3 sentences for each of the following:   

1. A description of your team. Who are you? Where are you? What do you do? 

2. The compelling need/problem you are addressing in your proposal. If you have the space, give 

an example of the research/statistical information included in your narrative section.  

3. An outline of the project, explaining that it will address the identified problem by targeting a 

specific population/audience and achieving a brief summary of the objectives in order to fulfill a 

particular goal. Outline your activities or whether you have entered into any partnerships.  

4. A brief explanation of your evaluation. 

5. The overall cost of the project; your contribution to the project cost and other funders who are 

supporting the project with cash or kind.  

At the end, your executive summary should function as the introduction to your proposal as well as 

stand on its own as an overview.  

N.B: 

 Follow the same flow of ideas in your executive summary as in your proposal. 

 Paragraphs should be no more than three sentences. Longer blocks of text are more difficult to 

read. 

 Use bullet-lists, bold, italics and underlining to highlight key phrases, headings and subheadings. 

 Add graphics and charts to emphasize key points and statistics. 
 

THE NARRATIVE 

THE PROBLEM STATEMENT 

How do I prove there is a compelling problem that deserves tackling? 

Many proposal writers assume that the existence of the problem (and, the wisdom of the solution) is 

obvious, but common sense does not always persuade. A problem statement is a clear description of an 

issue that faces a group or individual. Its function is to make the existing problem more concrete in 

order to develop a potential solution.  

Steps to writing your project problem statement: 

1. The Thesis Statement:  

The thesis or opening statement must identify the problem.  

2. Identify the Solution: 

The solution is presented as fact after the problem has been clearly identified. 

3. Apply the 5 Ws: 
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The five Ws are who, what, why, when and how. This will keep the focus on the facts.  

4. Include a Vision: 

The desirable outcome; what you or rather the team wants out of the situation.  

5. Conclusion: 

Think of the conclusion as a short summary of the existing problem. It can also be useful for 

making a final appeal to the reader by including a sense of urgency, especially if you are taking 

an advocacy approach to the problem.  

 

See Appendix for sample Problem Statements.  

 

THE RATIONALE 

Addressing the Need: The Components of a Strong Rationale 

This portion of your proposal is not much different from a research paper. Here you will illustrate that 

you are informed about the problem and include evidence to make a case for the identified need. 

Descriptions of the community to be served, strong justification for the proposed project as well as 

resources necessary for project completion are also to be detailed here. It is also important to include 

the following: 

1. Data that demonstrate the existence and extent of the problem in the community  

2. Full understanding of the theories, practices or activities put forward in an attempt to solve the 

problem 

3. Knowledge of relevant solutions that have worked in your community and elsewhere, especially 

when some elements of these efforts are incorporated into your proposal 

4. Explanation of why there is still a need for your project if solutions already exist.  

5. A plan of where and how you will access the resources you need to implement your project.  

 

N.B: Be sure to cite all sources according to the Vancouver Reference Style.  

For the complete guide to the Vancouver Style, you can consult this online book:  

Patrias K, author; Wendling D, editor. Citing Medicine: The NLM Style Guide for Authors, Editors, and 

Publishers [Internet]. 2nd edition. Bethesda (MD): National Library of Medicine (US); 2007 - . Available 

from: http://www.ncbi.nlm.nih.gov/books/NBK7256/?amp=&depth=2.  

It provides very detailed examples for almost any type and variation of resource: conference papers, 

wikis, journal articles with a supplement, etc. 

 

GOAL AND OBJECTIVES 

Beginning with the end in mind 

A goal is a broad statement of intention. Objectives are outcomes that can be expected from the 

project. The goal and objectives of your project must be Specific, Measurable, Achievable, Results 

http://www.ncbi.nlm.nih.gov/books/NBK7256/?amp=&depth=2
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Focused and Timely (S.M.A.R.T). The creation of S.M.A.R.T goal and objectives is necessary for the 

development of an appropriate evaluation.  

N.B: There is one (1) goal and many objectives.  

TIP: Because each section of the proposal is interconnected, they cannot be divided among team 

members. In short, one person cannot write the goal and objectives, another the evaluation and yet 

another the budget, independently.  

 

The following on S.M.A.R.T is adapted from: Writing S.M.A.R.T Goals [homepage on the internet]. c2013 

[updated unknown; cited 2013, 29 June] Available from: 

http://www.hr.virginia.edu/uploads/documents/media/Writing_SMART_Goals.pdf 

Below is a definition of each of the S.M.A.R.T. criteria using the following goal as an example: 

By August 1, 2014, implement a new performance management system for Classified Staff, A&P Faculty, 

and University Staff using clearly defined processes and guidelines so employees and managers can more 

competently evaluate performance and develop their careers.  

Specific:  Goals should be simplistically written and should clearly define what you are going to 

do. 

Specific is the What, Why, and How of the S.M.A.R.T. model. 

Explanation of Example:  

“Implement a new performance management system for Classified Staff, A&P  

Faculty, and University Staff” = what  

“using clearly defined processes and guidelines” = how  

“so employees and managers can competently evaluate performance and develop their 

careers” = why 

Measurable: A goal should be measurable so that you have tangible evidence of accomplishing it. The 

entire goal statement is a measure for the project, and the objectives are the short-term 

or smaller measurements built from the goal.  

Explanation of Example:  

The essential metric is whether or not the system is operational by August 1st.  

Achievable:  Goals should be achievable; they should stretch you slightly so you feel challenged, but 

defined well enough so that you can achieve them. You must possess the appropriate 

knowledge, skills, and abilities to achieve the goal.  

You can meet most any goal when you plan your steps wisely and establish a timeframe 

that allows you to carry out those steps. As you carry out the steps, on the one hand, 

you can achieve a goal that may have seemed impossible when you started. On the 
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other hand, if a goal is impossible to achieve, you may not even try to accomplish it. 

Achievable goals motivate. Impossible goals demotivate.  

Explanation of Example:  

In order for you to reach this goal, you must have a skill set, in this case, performance 

management. Your skill set allows you to understand the nature of the goal, and the 

goal must present a large enough challenge for you to remain interested in and 

committed to accomplishing it.  

Results-focused:  Goals should measure outcomes, not activities.  

Explanation of Example:  

The result of this goal is a process that allows employees and managers to more 

competently evaluate performance and develop their careers, not the individual 

activities and actions that occur in order to make the goal a reality. Those 

individual activities and actions are objectives. 

Time-bound:  Goals should be linked to a timeframe that creates a practical sense of urgency, 

or results in tension between the current reality and the vision of the goal. 

Without such tension, the goal is unlikely to produce a relevant outcome.  

Explanation of Example:  

August 1, 2014 provides you with a time-bound deadline. 

 

TIP: To create objectives begin by listing the individual activities and actions that are necessary to 

accomplish the goal. Make each activity and action S.M.A.R.T and you will have created your 

objectives. 
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The following questionnaire will assist you in creating a S.M.A.R.T. goal. Begin by writing your goal as 

clearly and concisely as possible. Then answer the related questions. Conclude by revising your goal, in 

the space allotted. 

S.M.A.R.T. Goal Questionnaire 
 

1. Specific. What will the goal accomplish? How and why will it be accomplished?  

_____________________________________________________________________________________

___________________________________________________________________________________ 

2. Measurable. How will you measure whether or not the goal has been reached (list at least two 

indicators)?  

_____________________________________________________________________________________

____________________________________________________________________________________ 

3.  Achievable. Is it possible? Have others done it successfully? Do you have the necessary knowledge, 

skills, abilities, and resources to accomplish the goal? Will meeting the goal challenge you without 

defeating you?   

_____________________________________________________________________________________

_____________________________________________________________________________________ 

4. Results-focused. What is the reason, purpose, or benefit of accomplishing the goal? What is the 

result (not activities leading up to the result) of the goal?  

_____________________________________________________________________________________

___________________________________________________________________________________ 

5. Time-bound. What is the established completion date and does that completion date create a 

practical sense of urgency?  

_____________________________________________________________________________________

___________________________________________________________________________________ 



PEC PRACTICUM 1102: THE PROPOSAL 

32 

 

Revised Goal: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

TIP You can also include a timeline that shows that you have made an appropriate structure in which 
to complete the project. 

 

DELIVERABLES 
This is a short paragraph describing the tangible products from your project.  

For example: 
If your project is a facebook campaign that targets Government policy groups by using T-shirts to 
promote healthy living then your deliverables will be the facebook page as well as a sample t-shirt.  

OR 
If you decided that you wanted to interview school children on their concerns about school lunches in 
order to create a youth position-paper for the Ministry of Health then your deliverable will be the youth 
position-paper.  

These tangible products are evidence of project completion. Photographs, a scrapbook, video, a blog 
etc... documenting the project implementation are also required; be sure to also include which in this 
section.  

 

CALCULATING YOUR COSTS 
Calculating your project expenses is necessary for proficient management. You should determine how 
members will allocate or secure the funds needed to cover project costs within the group.  

Students are encouraged to seek sponsors to cover their project expenses. If sponsors require a letter 
from the department endorsing your project, one will be provided for you upon request.  

 

EVALUATION 
How can you be sure your project worked? 

An evaluation of your PEC Practicum project can come from the collection of information on indicators 

such as attendance; audience participation; demonstrated improvement in skill etc…. There are 2 types 

of evaluations: process and outcome evaluation.  



Semester 2 2013-2014 

33 

 

The Process Evaluation (a.k.a Formative Evaluation) is a qualitative method of evaluating your project, 

while the Outcome Evaluation (a.k.a Summative Evaluation) is a quantitative method. Your specific data 

collection methods therefore depend on the questions you want answered. Questionnaires, 

observations and other techniques may be employed.  

In this section of the proposal, you will describe which evaluation method you will employ and how you 

will garner the information on your project. At the end of the project, this Evaluation will be submitted 

as part of your written Recommendation Report and Portfolio due on Week 12 [See Course Schedule on 

page 8].  

 

LAYOUT AND DESIGN 
The following is the required format for your PEC Practicum proposal:  

1. Use a font from the Arial, Tahoma, Trebuchet, Calibri, Verdana typeface or the Times, 

Garamond, Cambria font family – no more than 12pt in size with 1.5 line spacing and 1” top, left, 

right and bottom page margins. [11pt Calibri is the font used in this chapter]   

2. Headings should be clearly differentiated from body text. Use bold, underline or caps but not all 

at once. Do not use italics on your headings. [The headings in this chapter are Bold Calibri in 14 

pt caps.] 

3. Your proposal sections should be as follows: 

i. The cover letter. (Do not give your cover letter a heading; follow the instructions presented 

in the cover letter section of this chapter). 

j. Cover-page with names of the team members and their UWI identification numbers, project 

name and a one sentence description of what the project intends to do, the date and 

contact information.  

k. Contents  

l. Executive Summary 

m. Rationale 

With sub-sections: 

□ Problem Statement 

□ Goal  

□ Objectives 

n. Deliverables 

o. Cost Breakdown 

p. Evaluation 

See myelearning for template. 

4. Your proposal must be 5-7 pages. This length includes the cover letter, cover page and contents.  
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CHECKLIST 
Before you submit your proposal, review it against the following checklist to be sure you have addressed 
all the requirements.  

⃝ There is a compelling need/problem identified based on evidence substantiated by fact. 

⃝ The Rules of Proposal Writing were followed. 

⃝ Goal and objectives are S.M.A.R.T and clearly relate to the compelling need/problem presented.  

⃝ The calculated costs are reasonable (neither excessive nor underestimated) in relation to the 

project goal and objectives.  

⃝ A plan for finding the necessary resources to implement the project has been outlined. 

⃝ The proposal is organized as stipulated. I did not go over the page limit and I did not cheat on 

margins and font. 

⃝ I am submitting the proposal on time. 
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Appendix 

Samples etc…  

Sample Coverletter: 
Professionalism, Ethics and Communication Department 

The Faculty of Medical Sciences 

The University of the West Indies, St. Augustine 

16th September, 2013 

Mary Cornel, PhD 

Programme Officer 

Shady Pastures Senior Centre 

4 Fargo Lane 

Wells Village 

Hard Bargain 

Dear Dr. Cornel: 

As the largest senior centre in Wells Village, serving over 80 seniors every day, you and your staff have been 

committed to developing and adapting your centre to meet the rising needs of your clients, most notably 

dementia. My team of first year medical students and I are developing a project to help stave off the onset of 

dementia in elderly patients with the introduction of brain games. Our project, the Brain Gym, seeks to pilot 

a one-month effort to implement adult games (brain games) at your centre for older adults. This can 

effectively help attract senior citizens to your centre because it creates additional beneficial and fun activities 

for them to participate. This will make your centre the most inclusive and proficient centre for seniors in all of 

our communities that need these services. 

Our Faculty is enthusiastic about this project and eager to launch it in an effort to help us students become 

more ethically and professionally minded. Should we find at the end of our pilot month that this project is, in 

fact, successful our school is committed to recommending to the relevant authorities that Brain Gyms should 

be integrated into senior centres throughout the country. 

Thank you for your consideration of our request. I will follow up with you in the next week to answer any 

questions you might have, as well as to learn whether there is a possibility of meeting with you to discuss the 

merits of our proposal. Should you have any questions in the interim, please feel free to contact Lennox 

Jones, at (868)665-5555, or lennox.jones@uwi.sta.edu. 

Sincerely, 

 

_______________________________ 

Jane Smith 

Team Leader 

 

ENCLOSURE 

mailto:lennox.jones@uwi.sta.edu
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Problem Statement: 
Here are 2 sample problem statements: 

1. Overfill has been a serious problem facing Mt Hope’s waste facilities for the last decade. Our 

garbage receptacles are, on average, 30% above capacity. It is unsanitary and unsafe, especially 

for a hospital. 

Several methods have been proposed in order to combat this. The most popular is also the 

simplest: weekly disposal and washing of receptacles. Stronger recycling at the facility has also 

been proposed as a way to alleviate the potential harm from our waste situation. 

Mt Hope Medical Sciences Complex is drowning in trash. Action is needed if our hospital is to 

remain a clean, safe place to recover from illness.  

2. Taken from: Karsh, E. and Fox, A. S. The Only Grant-Writing Book You’ll Ever Need 2nd ed. 

Philadelphia, USA: Basic Books, A Member of the Perseus Books Group, 2006; p. 153-154  

All citations and information presented below are fictional.  

Many researchers have identified a lack of parental nurturing as a problem for children in 

today's economic and social environment. The absence of nurturing is, according to Ames 

(2005),5 Reese (2006), Bolger (2003), Uncles (2005), and others, the primary cause of student 

alienation and disenfranchisement, which can lead to violence, suicide, and other dangerous 

behaviors.  

In studies in Texas (Jones, 2006) and California (Smith, 2006) researchers have found that 75 

percent of teachers report that their students "practically seem to be raising themselves." 

Piazza (2005) indicates that 56 percent of fourth graders in his Pennsylvania research study do 

not see their parents until after dinner, and Wilson (2006) in Wisconsin, suggests that more than 

half of the state's seven year-olds go to day care centers for at least three hours after school.  

The lack of nurturing is both a national and a local problem in Indiana. For example, in 

Metropolis, Richardson (2005) found that more than 60 percent of elementary school children 

studied in a citywide project were "latchkey children" at least three days a week. In North 

Metropolis, the problem is even greater. A citywide study of what children do after school and 

on weekends (Johnson 2005) indicated that more than 80 percent either go to crowded day care 

centers or sit in front of their television sets watching programs in an unsupervised manner. And 

in the target neighborhood of Meridian Mews, Johnson found the situation even worse. Ninety 

percent of the children under the age of 16 who live in the neighborhood served by the 

Meridian Mews Elementary School do not see their parents until after 9 P.M.  

                                                           
5
 This form of documenting sources is from the American Psychological Association, and we use it because it 

doesn't clutter the text or take up room for footnotes at the bottom of the page. We would put an alphabetized 
reference list at the end of the grant proposal, giving the authors' names, date of publication, city of publication, 
publisher's name, and page of a quotation, if any. But any other reference system can be used (e.g., putting all of 
the reference information into a footnote), as long as it is consistent throughout the proposal. 
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Example Infographics 
References for the following infographics: 

 Infographic of Infographic [image on the Internet]. c2013 [updated unknown; cited 2013, 26 

July]. Available from:  

http://www.wired.com/design/wp-content/uploads/2012/07/infographic_of_infographics.png 

 The 36 Rules of Social Media [image on the Internet]. c2013 [updated unknown; cited 2013, 26 

July]. Available from:                                                                                                                  

https://mail-

attachment.googleusercontent.com/attachment/u/0/?ui=2&ik=90f6359afe&view=att&th=1401c268bc57

d31a&attid=0.2&disp=inline&safe=1&zw&saduie=AG9B_P-

e8JXycHPqaThRriZhBOYU&sadet=1374871172699&sads=r2Nmc42L-7OMz9zjD2CjArIHWzQ 

 Why do freeways come to a Stop? [image on the Internet]. c2013 [updated unknown; cited 

2013, 26 July]. Available from:  

http://www.infographicsshowcase.com/wp-content/uploads/2010/01/freeway-infographic.png 

http://www.infographicsshowcase.com/wp-content/uploads/2010/01/freeway-infographic.png
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