Conclusions Dissected
We have discussed Terms of Reference, Procedures, and Findings. We move on to Conclusions. What are Conclusions? How do you write (phrasing/wording) Conclusions?

· [bookmark: _GoBack]Conclusions are your own comments/opinions on what you think the findings mean/imply/lead to. I need to hear your voice here. Offer comments, explanations, and interpretations in relation to the findings.
· Discuss/comment/interpret/analyse the significance and implications of the factual information in your Findings. What, according to you, do the Findings suggest or mean?
· State what you think the facts in the Findings mean or suggest.
· Do not hesitate to offer your opinion here. Remember that you were commissioned to investigate because you are a specialist. Your professional opinion is valued. State it.
 
What should be clear from this is that Conclusions are inevitably linked to Findings. Conclusions should be based on the results of the Findings. It is Findings that inform the conclusions you make. Understood?
Whereas Terms of Reference are instructions given to you, Procedures speak to the method used to gather information, and Findings reveal the information obtained from Procedures. As already discussed in preceding posts, Procedures and Findings are written in the past tense. Furthermore, Procedures and Findings are objective. Conclusions, however, are subjective because they communicate your opinion/summation/deduction. Conclusions are current and can be written in the present tense.  We shall return to the tenses later in this document.
It is at the Conclusions stage that you begin to answer the assignment/exam question, that is; the question or problem that is being investigated. You look at the Findings and ask yourself “What, as revealed by the Findings, contributed to the decline in employees’ morale?” “Are the company’s health and safety policies well written and implemented” “Do staff members know about protective wear?” For each Finding you should ask yourself such probing questions. The results of these questions can then be written down as your Conclusions.  
Let us return now to the issue of tenses. Whereas Procedures and Findings are written in the past tense, Conclusions can be written in the present tense. Conclusions are current, they are the views you hold, and continue to hold up until you submit your report. Now, imagine that you are standing in a boardroom full of company executives and you are asked to read your report to them. You would not say “I concluded that 1,2, and 3 contributed to the decline in employee morale” Instead, you would say “I conclude that 1,2, and 3 contributed to the decline in employee morale”. The reason for this is twofold:
1. You still believe that this is the case, hence the present tense. This is your summation, your opinion, and remains thus.
2. Until resolved (as per your Recommendations) the situation at this company remains the same. Employees still feel demotivated, hence the present tense.
Ensure correlation between your Findings and Conclusions by offering a Conclusion for each Finding made. Keep with the numbering order and sequence. That is; for Finding 3.1 there should be Conclusion 4.1. We shall return to this by means of an illustration at the end of this document.
Let us discuss issues of wording/phrasing. How do you phrase Conclusions? Just because Conclusions are your opinion does not mean you can go wild. They are ‘informed opinions’ and should remain within the scope of the investigation. This means you cannot offer your opinion on the ANC election race, for example, whilst investigating a decline in employee morale at this company. A few pointers:
· [bookmark: _Hlk510589442]Try not to repeat Findings at the Conclusions stage. Instead of saying “74% of the interviewed staff members expressed dissatisfaction with the working conditions”. Therefore, improving the working conditions can result in more satisfied employees, leading to an increase in production.

· At face value, this is a good Finding with superb correlation to the Finding from whence it stems. However, repeating the Finding in toto (red) adds wordiness and obscures your Conclusion. The second part (green) of this statement is your Conclusion proper: improving the working conditions can result in more satisfied employees, leading to an increase in production.

· Your conclusion should simply contextualise your findings. As soon as you say something “will be”, “needs to”, “could”, "should" or "must" be done, you are making a recommendation. Do not make recommendations in this section.
· Note that Conclusions in a report differ from conclusions in an essay. Where conclusions in an essay aim to sum up the arguments made in preceding paragraphs, Conclusions in a report are your opinions or inferences based on what you think the Findings mean or lead to.
· Your Conclusion should remain within the scope of the investigation. Resist the temptation to go off-topic. Ask yourself: How does each Finding relate to the question/problem under investigation? What do you think led to the problem or exacerbated it? Do the Findings support or refute this assertion?
We return now to the correlation issue. That is; ensuring correlation between Findings and Conclusions. Every finding should have a corresponding Conclusion. Conclusions should flow from the findings. The two (findings and conclusions) should correspond with each other in both content and form/structure (numbering). This means that, for example, Finding 3.1 should have a corresponding Conclusion 4.1. Here is an illustration: 


Title: Report on an investigation into …
1. Terms of Reference
2. Procedures
The procedures followed in order to collect the necessary information were:

2.1 Interviews were held with …
2.2 A meeting was held with …
2.3 Observations were conducted at the …
2.4 A site visit by a team of …

3. Findings
Based on the procedures used above, the following was found/ the following findings were made:

3.1 74% of the interviewed staff members stated/expressed/revealed that …
3.2 The meeting with Mr Baloyi, an occupational therapist at WorkSafely Consultants, revealed that 8 in 10 employees are demotivated and …
3.3 During observation of the manufacturing factory, the health officials discovered that the company’s health and safety policy was last updated in 1999 and staff members were not trained in …
3.4 The tasks team that conducted the site visit reported that the employees do not have appropriate and adequate personal protection equipment.

4. Conclusions
From the evidence in the Findings above, we can conclude that:
Alternatively, The following Conclusions were reached:

4.1 Staff members are overworked and this leads to poor production.
4.2 Staff members are demoralised. Establishing an onsite employee wellness programme can alleviate this problem. Mr Baloyi’s firm can help establish such a facility.
4.3 The company does not have effective health and safety policies. Obtaining the services of a specialist in this field can result in improved health and safety standards 
4.4 Training staff on appropriate usage of personal protection equipment (PPE) can reduce the incidents experienced in that division. Employing a supervisor to monitor such usage will result in safe operations.
	



