A Literature Review

Critically Analysing Information Sources

Prepared by: Romie F. Littrell
IBW-Fachhochschule Aalen, Germany
(Now at Auckland University of Technology, New Zealand)
[Offered only as a help to students, summarising information compiled from various sources, sometimes directly quoted without fully cited acknowledgement; check Internet link sources for more information. A major source and one you should take a look at yourself is the excellent information at http://campusgw.library.cornell.edu/services/guides.html]
Email: romielittrell@yahoo.com
A useful quote to remember: “Some of the research literature on almost every topic is misleading or trivial.” --http://www.gwu.edu/~litrev/
Good tutorial concerning literature reviews are available at these websites:

http://www.gwu.edu/~litrev/
http://campusgw.library.cornell.edu/services/guides.html
Good information with examples are provided at:

http://ecdev.hku.hk/acadgrammar/litrev/
THIS SECTION IS PRIMARILY A COMPILATION OF INFORMATION FROM THE VARIOUS, SOMEWHAT FRAGMENTED, CORNELL WEB SITES: 

INTRODUCTION: WHAT IS A LITERATURE REVIEW?
A literature review summarizes, interprets, and evaluates existing "literature" (or published material) in order to establish current knowledge of a subject. The purpose for doing so relates to ongoing research to develop that knowledge: the literature review may resolve a controversy, establish the need for additional research, and/or define a topic of inquiry.

This guide generally outlines the steps in preparing a literature review. It is assumed that a library search has been performed or is about to be performed.

Be sure to check with your professor about instructions that may differ from this guide.

1. Start the Introduction by Describing the Problem Area.  Gradually Shift Focus to Specific Research Hypotheses, Purposes, or Questions.

Example: Topic Outline for Introduction

1. Importance of question asking by Learning Disabled students

a. As a functional skill in everyday life

b. As a skill used in everyday life

2. Introduction to two types of questions

a. Requests for factual information (who, what, and when)

b. Questions about causation (why)

c. Functions of the two types in school

3. Relationship between parents’ verbal behaviour and children’s behaviour

a. On other verbal activities

b. On questions asking behaviour: quantity and type

2. The Significance of a Topic should be Explicitly Stated in the Introduction to a Paper, Thesis, or Dissertation.

Example: 1. The need to investigate the training needs of counsellors who work with gifted students is important because

a. The numbers of students identified as gifted is increasing

b. Counsellors tend to be uniformed about the needs of gifted students

c. Information on counselling of the gifted was likely not available in the training received by counsellors

d. Counsellors are well placed to deal with both academic and effect elements of a gifted student’s life.

3. A Statement of Significance Should be Specific to the Topic Investigated

Example: Human resource is one of the greatest resources of this country, and education plays a major role in mainstreaming, nurturing, and protecting that resource. It is imperative that we find, evaluate, and use systems that yield the results that are necessary for the country’s progress

4. Use of the First Person is Acceptable; It Should be Used When it Helps the Smooth Flow of the Introduction

Example: I began to speculate on the origins of this problem during my three years in a resource room where I worked primarily with learning disabled children.

5. The Literature Review Should Be Presented as an Essay -- Not As An Annotated List.

Example: ". . . as it appeared in Smylie (1993), "Historically, the enhancement function of staff development has not been very successful" (p. 2). Guskey (1986) reports that virtually every major work on the subject in the last thirty years has emphasized its general lack of effectiveness. Indeed, as practiced in most school districts, staff development for the improvement of practice plays a small and ineffectual role in the professional lives of teachers (Hawley & Rosenholts, 1984; Howley & Vaughn, 1993; Joyce, Bush, and McKibbon, 1981).

6. The Literature Review Should Emphasize the Findings of Previous Research -- Not Just the Methodologies and Variables Studied

POOR Example: Smith (1995) studied the classroom dynamics of inclusion settings in an intense two-year case study.

BETTER Example: Smith (1995) found that the quality of interactions between teachers and students decreased significantly after adopting inclusive strategies. This study is important because, being based on a two-year case study, it is the most intensive study to date of the effects of inclusion on regular and special education students.

7. Point Out Trends and Themes in the Literature

Example: Taken together, previous research suggests that clinicians are hesitant to report suspected abuse unless they are fairly certain that abuse is occurring. However, this conclusion is speculative, as previous studies have not presented cases in which abuse is likely to be occurring. In addition, previous research has been limited by including only a small number of noninteracting variables, and thus did not reflect the complexity of abusive situations. Finally, no study has investigated the relationship between psychologists’ tendencies to report and previous reporting experiences.

8. Point Out Gaps in the Literature

Example: Despite the psychological problems associated with binge eating and the likelihood that dyscontrol associated with binge eating deleteriously affects weight, to our knowledge no controlled treatment studies of this syndrome have been published. . . Therefore, our study was intended to provide a preliminary investigation of the short -term efficacy of cognitive behavioural treatment for binge eating. For this purpose a randomized, controlled trial of subjects assessed before and after treatment was conducted.

9. Use the Review to Establish the Need For The Current Study Or to Suggest Possible Studies.

Example: Our review of the empiric research literature has revealed a gap in our understanding of how high levels of intellectual functioning interact with behavioural problems in children diagnosed with ADHD.

10. The Author(S) Should Feel Free To Express Opinions About the Quality And Importance Of The Research Being Cited.

Example: As would be hoped, studies using comparable research strategies have generally yielded comparable estimates of the prevalence of nightmares and nightmare problems. However, all such studies have shared one methodological shortcoming: Invariably they have relied on retrospective self-reports for their information, typically asking subjects to estimate the number of nightmares they have had during the past year. The exclusive reliance on such reports is problematic because estimates regarding the frequency of an event can be biased by a variety of factors.

11. Use Direct Quotations Sparingly in Literature Reviews.

This principle holds for three reasons.

1) Direct quotes often do not convey their full meaning without context; quoting context is usually less efficient than paraphrasing the main idea(s) of the author.

2) Frequent quotations may disrupt the flow of the review because of varying writing styles of the authors.

3) Quotations often bog the reader down in details that are not essential for the purpose of providing an overview of literature.

12. Report Sparingly the Details of the Literature Being Cited. The research is already published. The reader can get copies on any about which they wish to learn more details.

Some Final Points for Guidance

1) Read several reviews of literature, paying attention to how they organize them and how the authors make transitions from one topic to another

2) After writing your first draft, have it reviewed by friends and colleagues. Even if they are not experts on your topic, their insights are helpful. Ask them to point out elements that are not clear. Effective introductions should be comprehensible to the intelligent lay reader.

3) Leave time to review and rewrite. Don’t turn in your review after the first draft; don’t be obsessive about revisions; after the 1st revision, when your revisions start making the paper longer, stop.
THE PROCESS

You can begin evaluating an article even before you have the complete item in hand. Appraise a source by first examining the bibliographic citation. The bibliographic citation is the written description of a journal article that appears in a catalogue or index. 

Bibliographic citations characteristically have three main components: author, title, and publication information. These components can help you determine the usefulness of this source for your paper. (In the same way, you can appraise a Web site by examining the home page carefully.)

I. INITIAL APPRAISAL

A. Author
1. What are the author's credentials--institutional affiliation (where he or she works), educational background, past writings, or experience? Is the book or article written on a topic in the author's area of expertise? You can use the various Who's Who publications for the U.S. and other countries and for specific subjects and the biographical information located in the publication itself to help determine the author's affiliation and credentials.

2. Has your instructor mentioned this author? Have you seen the author's name cited in other sources or bibliographies? Other scholars cite respected authors frequently. For this reason, always note those names that appear in many different sources.

3. Is the author associated with a reputable institution or organization? What are the basic values or goals of the organization or institution?

B. Date of Publication
1. When was the source published? On Web pages, the date of the last revision is usually at the bottom of the home page, sometimes every page.

2. Is the source current or out-of-date for your topic? Topic areas of continuing and rapid development, such as the sciences, demand more current information. On the other hand, topics in the humanities often require material that was written many years ago. At the other extreme, some news sources on the Web now note the hour and minute that articles are posted on their site.

C. Books: Edition or Revision

Is this a first edition of this publication or not? Further editions indicate a source has been revised and updated to reflect changes in knowledge, include omissions, and harmonize with its intended reader's needs. Also, many printings or editions may indicate that the work has become a standard source in the area and is reliable. If you are using a Web source, do the pages indicate revision dates?

D. Publisher

Note the publisher. If a university press publishes the source, it is likely to be scholarly. Although the fact that the publisher is reputable does not necessarily guarantee quality, it does show that the publisher may have high regard for the source being published. 

E. Title of Journal

Is this a scholarly or a popular journal? This distinction is important because it indicates different levels of complexity in conveying ideas. If you need help in determining the type of journal, see below.  Or you may wish to check your journal title in the latest edition of Katz's Magazines for Libraries (Uris Ref and Olin Ref Z 6941 .K21) for a brief evaluative description.

Distinguishing Scholarly Journals from Other Periodicals

Journals and magazines are important sources for up-to-date information in all disciplines. With a periodical collection as large and diverse as Cornell's it is often difficult to distinguish between the various levels of scholarship found in the collection. In this guide we have divided the criteria for periodical literature into four categories:
· Scholarly 

· Substantive News/General Interest 

· Popular 

· Sensational


DEFINITIONS:
Webster’s Third International Dictionary defines scholarly as:

1) Concerned with academic study, especially research,

2) Exhibiting the methods and attitudes of a scholar, and

3) Having the manner and appearance of a scholar.

Substantive is defined as having a solid base, being substantial.

Popular means fit for, or reflecting the taste and intelligence of, the people at large.

Sensational is defined as arousing or intending to arouse strong curiosity, interest or reaction.

Keeping these definitions in mind, and realizing that none of the lines drawn between types of journals can ever be totally clear cut, the general criteria are as follows.



SCHOLARLY

Scholarly journals generally have a sober, serious look. They often contain many graphs and charts but few glossy pages or exciting pictures.

Scholarly journals always cite their sources in the form of footnotes or bibliographies.

Articles are written by a scholar in the field or by someone who has done research in the field.

The language of scholarly journals is that of the discipline covered. It assumes some scholarly background on the part of the reader. 

The main purpose of a scholarly journal is to report on original research or experimentation in order to make such information available to the rest of the scholarly world.

Many scholarly journals, though by no means all, are published by a specific professional 

organization. 

EXAMPLES OF SCHOLARLY JOURNALS:

American Economic Review
Archives of Sexual Behavior
JAMA: The Journal of the American Medical Association
Journal of Marriage and the Family (published by the National Council on Family Relations)

Modern Fiction Studies
Sex Roles: A Journal of Research


SUBSTANTIVE NEWS OR GENERAL INTEREST

These periodicals may be quite attractive in appearance, although some are in newspaper format. Articles are often heavily illustrated, generally with photographs.

News and general interest periodicals sometimes cite sources, though more often do not. 

Articles may be written by a member of the editorial staff, a scholar or a freelance writer.

The language of these publications is geared to any educated audience. There is no specialty assumed, only interest and a certain level of intelligence.

They are generally published by commercial enterprises or individuals, although some emanate from specific professional organizations.

The main purpose of periodicals in this category is to provide information, in a general manner, to a broad audience of concerned citizens.

EXAMPLES OF SUBSTANTIVE NEWS OR GENERAL INTEREST PERIODICALS:

Christian Science Monitor
Economist
National Geographic
New York Times 
Scientific American
Vital Speeches of the Day


POPULAR

Popular periodicals come in many formats, although often somewhat slick and attractive in appearance. Lots of graphics (photographs, drawings, etc.).

These publications rarely, if ever, cite sources. Information published in such journals is often second or third hand and the original source is sometimes obscure.

Articles are usually very short, written in simple language and are designed to meet a minimal education level. There is generally little depth to the content of these articles.

The main purpose of popular periodicals is to entertain the reader, to sell products (their own or their advertisers), and/or to promote a viewpoint.

EXAMPLES OF POPULAR PERIODICALS:

Ebony
Parents
People Weekly
Readers Digest
Sports Illustrated
Time
Vogue


SENSATIONAL

Sensational periodicals come in a variety of styles, but often use a newspaper format.

Their language is elementary and occasionally inflammatory or sensational. They assume a certain gullibility in their audience.
The main purpose of sensational magazines seems to be to arouse curiosity and to cater to popular superstitions. They often do so with flashy headlines designed to astonish (e.g. Half-man Half-woman Makes Self Pregnant). 

EXAMPLES OF SENSATIONAL PERIODICALS:

Globe
National Examiner
Star
Weekly World News


FOR MORE INFORMATION ON INDIVIDUAL PERIODICAL TITLES

There are reference books that describe and evaluate periodicals. For evaluations of specific periodicals, use:

Katz, Bill, and Linda Sternberg Katz. Magazines for Libraries. 9th ed. New York: Bowker, 1997.

(Uris Ref Z 6941 K21 1997; also Olin) 

An annotated listing by subject of over 6,000 periodicals. Each entry gives name of periodical, beginning publication date, publisher, editor, address, price and such information as indexing, size, and level of audience. Short abstracts describe the scope, political slant, and other aspects of the publication. Arrangement is topical, bringing magazines and journals on like subjects together. To find an individual title, use the title index at the end of the volume.


II. CONTENT ANALYSIS
Having made an initial appraisal, you should now examine the body of the source. Read the abstract to determine the author's intentions. For books, scan the table of contents and the index to get a broad overview of the material it covers. Note whether bibliographic references are included (if they are not, then it is not a scholarly publication). Read book chapters that specifically address your topic. Scanning the table of contents of a journal or magazine issue is also useful. As with books, the presence and quality of a bibliography at the end of the article may reflect the care with which the authors have prepared their work.

A. Intended Audience
What type of audience is the author addressing? Is the publication aimed at a specialized or a general audience? Is this source too elementary, too technical, too advanced, or just right for your needs?

B. Objective Reasoning
1. Is the information covered fact, opinion, or propaganda? It is not always easy to separate fact from opinion. Facts can usually be verified; opinions, though they may be based on factual information, evolve from the interpretation of facts. Skilled writers can make you think their interpretations are facts.

2. Does the information appear to be valid and well researched, or is it questionable and unsupported by evidence? Assumptions should be reasonable. Note errors or omissions.

3. Are the ideas and arguments advanced more or less in line with other works you have read on the same topic? The more radically an author departs from the views of others in the same field, the more carefully and critically you should scrutinize his or her ideas.

4. Is the author's point of view objective and impartial? Is the language free of emotion-arousing words and bias?

C. Coverage
1. Does the work update other sources, substantiate other materials you have read, or add new information? Does it extensively or marginally cover your topic? You should explore enough sources to obtain a variety of viewpoints.

2. Is the material primary or secondary in nature? Primary sources are the raw material of the research process. Secondary sources are based on primary sources. For example, if you were researching Konrad Adenauer's role in rebuilding West Germany after World War II, Adenauer's own writings would be one of many primary sources available on this topic. Others might include relevant government documents and contemporary German newspaper articles. Scholars use this primary material to help generate historical interpretations--a secondary source. Books, encyclopaedia articles, and scholarly journal articles about Adenauer's role are considered secondary sources. In the sciences, journal articles and conference proceedings written by experimenters reporting the results of their research are primary documents. Choose both primary and secondary sources when you have the opportunity.

D. Writing Style

Is the publication organized logically? Are the main points clearly presented? Do you find the text easy to read, or is it stilted or choppy? Is the author's argument repetitive?

E. Evaluative Reviews
1. Locate critical reviews of books in a reviewing source, such as Book Review Index, Book Review Digest, OR Periodical Abstracts. Is the review positive? Is the book under review considered a valuable contribution to the field? Does the reviewer mention other books that might be better? If so, locate these sources for more information on your topic.

2. Do the various reviewers agree on the value or attributes of the book or has it aroused controversy among the critics?

3. For Web sites, consider consulting one of the evaluation and reviewing sources on the Internet.



The Process of Analysis

The results of a literature review should not be a report, but an analysis of the issues or research topic you have chosen, complete with justification of your conclusions.  See Appendix A for highly structured techniques for analysis.



Learning how to determine the relevance and authority of a given resource for your research is one of the core skills of the research process. For more assistance with the research process, consult your instructor or a reference librarian.
Reasons for Developing Skills in Literature Review
According to Cooper (1988) '... a literature review uses as its database reports of primary or original scholarship, and does not report new primary scholarship itself.  The primary reports used in the literature may be verbal, but in the vast majority of cases reports are written documents. The types of scholarship may be empirical, theoretical, critical/analytic, or methodological in nature. Second a literature review seeks to describe, summarise, evaluate, clarify and/or integrate the content of primary reports.' 

The review of relevant literature is nearly always a standard chapter of a thesis or dissertation. The review forms an important chapter in a thesis where its purpose is to provide the background to and justification for the research undertaken (Bruce 1994). Bruce, who has published widely on the topic of the literature review, has identified six elements of a literature review. These elements comprise a list; a search; a survey; a vehicle for learning; a research facilitator; and a report (Bruce 1994). 
  
Why do a Literature Review? 

A crucial element of all research degrees is the review of relevant literature. So important is this chapter that its omission represents a void or absence of a major element in research (Afolabi 1992).  According to Bourner (1996) there are good reasons for spending time and effort on a review of the literature before embarking on a research project.  These reasons include: 
· To identify gaps in the literature

· To avoid reinventing the wheel (at the very least this will save time and it can stop you from making the same mistakes as others)

· To carry on from where others have already reached (reviewing the field allows you to build on the platform of existing knowledge and ideas)

· To identify other people working in the same fields (a researcher network is a valuable resource)

· To increase your breadth of knowledge of your subject area

· To identify seminal works in your area

· To provide the intellectual context for your own work, enabling you to position your project relative to other work

· To identify opposing views

· To put your work into perspective

· To demonstrate that you can access previous work in an area

· To identify information and ideas that may be relevant to your project

· To identify methods that could be relevant to your project

As far as the literature review process goes, ultimately the goal for students is to complete their review in the allocated time and to ensure they can maintain currency in their field of study for the duration of their research (Bruce 1990). 

http://www.deakin.edu.au/library/search/endnote/ ENDNOTE Reference Management Software 

EndNote is a reference database that enables you to create your own list of bibliographical references. EndNote is a bibliography maker that can locate cited works in its databases and build and format appropriate lists automatically. It can be used in conjunction with a word processing package. 

Links to Other Sites 

Writing and Presenting Your Thesis or Dissertation – There are English, Spanish, Portuguese, and Arabic versions.
How to Write a PhD Thesis – There are English, Spanish, and French versions
An extensive list of websites discussing writing and presenting; I have not thoroughly checked and verified the sites, but for those I have, some are excellent, some are useless:

http://www.csc.ncsu.edu/faculty/xie/advice.htm
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Appendix A

Structured Techniques for Analysis

Relations Diagram (or Interrelationship Digraph)

· Relations Diagrams are drawn to show all the different relationships between factors, areas, or processes. Why are they worthwhile? Because they make it easy to pick out the factors in a situation which are the ones which are driving many of the other symptoms or factors. For example, a relations diagram of urban poverty might start out something like this:
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Instead of one item following another in a logical sequence, each item is connected to many other pieces, showing that they have an impact on each one. Once all the relevant connections between items have been drawn, the connections are counted. Those with the most connections will usually be the most important factors to focus on.  I in a fairly tangled situation, this is a powerful means of forcing a group to map out the interactions between factors, and usually helps bring the most important issues into focus.

To create a Relations Diagram:

1. Agree on the issue or question. 

2. Add a symbol to the diagram for every element involved in the issue. 

3. Compare each element to all others. Use an "influence" arrow to connect related elements. 

4. The arrows should be drawn from the element that influences to the one influenced. 

5. If two elements influence each other, the arrow should be drawn to reflect the stronger influence. 

6. Count the arrows. 

7. The elements with the most outgoing arrows will be root causes or drivers. 

8. The ones with the most incoming arrows will be key outcomes or results.

Affinity Diagramming

· Affinity diagramming is designed to sort a raw list, using "gut feel" to begin to categorize the raw ideas. It is a next step beyond you initial literature search where you have found a vast collection of ideas, results, and opinions.

· The affinity diagram, or KJ method (after its author, Kawakita Jiro), diagram was developed to discovering meaningful groups of ideas within a raw list. In doing so, it is important to let the groupings emerge naturally, using the right side of the brain, rather than according to preordained categories.

· Usually, an affinity diagram is used to refine an initial literature review into something that makes sense and can be dealt with more easily.

In Seven New QC Tools, Ishikawa recommends using the affinity diagram when facts or thoughts are uncertain and need to be organized, when preexisting ideas or paradigms need to be overcome, and when ideas need to be clarified.

A sample affinity diagram is show below. On the left side of the window is a list of ideas. On the right side is the affinity diagram, in which ideas have been grouped into affinity sets. In this case, the sorting is in an advanced state, and affinity sets have already been given titles. It's important not to add the titles early in the sorting process.

[image: image2.png]Fle Edt Vew Branstorm Colaborate Window Help

pmve@lsmm|pplass £

== WD

Erier dea

[ Je Central Question of the Brainstarm here] BmFeedbackiresponse
2 |V qood fesdback | no mistakes

5 [ comect observation good feedback

& [etimly doses | EmAcciiracy

5 M no mistakes correct records

B _|@no adverse reactions | correct observation

7/ correct records.

| (Tt of Affinity Set )

TT30PHPoR @ c\a0pP:

For Help, press F1

w4




Affinity Diagramming: Steps

To create an affinity diagram, you sort your ideas from your literature search list, moving ideas from the brainstorm into affinity sets, and creating groups of related ideas.

As you sort ideas: 

1. Rapidly group ideas that seem to belong together. 

2. It isn't important to define why they belong together. 

3. Clarify any ideas in question. 

4. Copy an idea into in more than one affinity set if appropriate. 

5. Look for small sets. Should they belong in a larger group? 

6. Do large sets need to be broken down more precisely? 

7. When most of the ideas have been sorted, you can start to enter titles for each affinity set.

Cause & Effect Diagram

· The cause & effect diagram is the brainchild of Kaoru Ishikawa, who pioneered quality management processes in the Kawasaki shipyards, and in the process became one of the founding fathers of modern management.  

· The cause and effect diagram is used to explore all the potential or real causes (or inputs) that result in a single effect (or output). Causes are arranged according to their level of importance or detail, resulting in a depiction of relationships and hierarchy of events. This can help you search for root causes, identify areas where there may be problems, and compare the relative importance of different causes.

 Causes in a cause & effect diagram are frequently arranged into four major categories, these categories can be anything.  The categories you use should suit your needs.  We often create the branches of the cause and effect tree from the titles of the affinity sets in a preceding affinity diagram.

The C&E diagram is also known as the fishbone diagram because it was drawn to resemble the skeleton of a fish, with the main causal categories drawn as "bones" attached to the spine of the fish, as shown below.
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Cause & effect diagrams can also be drawn as tree diagrams, resembling a tree turned on its side. From a single outcome or trunk, branches extend that represent major categories of inputs or causes that create that single outcome. These large branches then lead to smaller and smaller branches of causes all the way down to twigs at the ends. 

The tree structure has an advantage over the fishbone-style diagram. As a fishbone diagram becomes more and more complex, it becomes difficult to   find and compare items that are the same distance from the effect because they are dispersed over the diagram. With the tree structure, all items on the same causal level are aligned vertically.
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To successfully build a cause and effect diagram:

1. Be sure everyone agrees on the effect or problem statement before beginning. 

2. Be succinct. 

3. For each node, think what could be its causes. Add them to the tree. 

4. Pursue each line of causality back to its root cause. 

5. Consider grafting relatively empty branches onto others. 

6. Consider splitting up overcrowded branches. 

7. Consider which root causes are most likely to merit further investigation. 

Force Field Analysis

Force Field Analysis is a simple but powerful technique for building an understanding of the forces that will drive and resist a proposed change. It consists of a two column form, with driving forces listed in the first column, and restraining forces in the second. 

The force field diagram is derived from the work of social psychologist Kurt Lewin. According to Lewin’s theories, human behavior is caused by forces - beliefs, expectations, cultural norms, and the like - within the "life space" of an individual or society. These forces can be positive, urging us toward a behavior, or negative, propelling us away from a behavior. A force field diagram portrays these driving forces and restraining forces that affect a central question or problem.

A force field diagram can be used to compare any kind of opposites, actions and consequences, different points of view, and so on.

In the context of process improvement, driving forces could be seen as pushing for change while restraining forces stand in the way of change. A force field diagram is used to analyze these opposing forces and set the stage for making change possible.

Change will not occur when either the driving forces and restraining forces are equal, or the restraining forces are stronger than the driving forces. For change to be possible, the driving forces must overcome the restraining forces. Usually, the most effective way to do this it to diminish or remove restraining forces. It can be tempting to try strengthening the driving forces instead, but this tends to intensify the opposition at the same time.

The balance sheet structure of the force field diagram makes it applicable to situations other than comparing driving and restraining forces as well. For example, you could use it to list possible actions and reactions, compare ideal situations and reality, or in negotiation, weigh what you want from someone with what they would have to face if they agreed.
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Setting up your force field analysis

1. Draw two columns, with one header running across both. 

2. Write the planned change in the header area. 

3. Label the left column "driving forces", and the right one "restraining forces". 

4. List the forces in the two columns. 

5. Encourage creative but realistic thinking. 

6. Forces seek equilibrium. To encourage change, create asymmetry between forces. 

7. Which of the restraining forces can be removed or weakened? 

Force Field: Other Uses

  You can also use a force field diagram to: 

1. List pro's and con's. 

2. List actions and reactions. 

3. List strengths and weaknesses. 

4. Compare ideal situations and reality. 

5. In negotiation, compare the perceptions of opposing parties. 

6. List "what we know" in the left column, and "what we don't know" in the right.

Tree Diagram

The tree diagram is one of the “7 Management and Planning Tools” described by Shigeru Mizuno.  It is used to figure out all the various tasks that must be undertaken to achieve a given objective. If you use it carefully and thoroughly, it will give you a better understanding of the true scope of a project, and will help your team focus on specific tasks that are needed to get something done.
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To successfully build a tree diagram:

1. Be sure everyone agrees on main goal before beginning. 

2. Be succinct. 

3. Think of the main tasks involved in accomplishing the goal. Add them to the tree. 

4. For each task node, think of the sub-tasks that will be required, and add them to the tree. 

5. Ask yourselves if there is anything that has been forgotten. 

6. As you work through the project, towards the goal, change the colors of nodes that are finished, so that you can see an indication of progress.

The author makes no warranty, expressed or implied, including the warranties of merchantability and fitness for a particular purpose, or assumes any legal liability or responsibility for the accuracy, completeness, currency or usefulness of any material displayed or distributed through this guide for students, or represents that its use would not infringe privately owned rights, and disclaims all warranties with regard to the information provided. Any reliance upon such information is at your own risk. In no event will the author be liable to you for any damages or losses whatsoever resulting from or caused by this document or its contents. DISCLAIMER OF ENDORSEMENT:  Reference herein to any specific commercial product, process, or service by trade name, trademark, manufacturer, or otherwise, does not necessarily constitute or imply its endorsement or recommendation by the author. The views and opinions of authors expressed herein do not necessarily state or reflect those of the author or his employer(s) and shall not be used for advertising or product endorsement purposes. 
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