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THE OCR ENTRY LEVEL GUIDE TO FINDING OUT

This guide on ‘Finding out’ has been produced by OCR to help you understand the skills and techniques
you will need to develop, practice and use in studying for your chosen qualification. This guide has not

been written to go with any one qualification but focuses on research skills that are in many areas of both
education and work environments. Other skills guides are available at

Contents

How can | find out things? 3
Stages of collecting information 3
The internet 4
What is research? 5
Primary research 6
Secondary research 7
How can | present my work? 8
Activity 8

(G \

Would you prefer a Word
DOC version?
W____ Didyouknow that you can save We value your feedback
this pdf as a Word file using Acrobat We'd like to know your view on the resources
Professional? we produce. By clicking on the icon above
Simply click on File > Save As Other . .. you will help us to ensure that our resources

and select Microsoft Word work for you. J

© OCR 2019



http://www.ocr.org.uk

THE OCR ENTRY LEVEL GUIDE TO FINDING OUT

How can | find out things?

These days it is very easy to find all kinds of information
using a computer, mobile telephone or tablet, as the
internet makes finding information very easy, so long as
you know what you are looking for.

The internet was invented by several people over many
years but in 1980 Sir Tim Berners-Lee developed a piece
of software that would give people who were researchers,
a way of sharing information. He called the software
Enquire. In 1991 Berners-Lee and another colleague wrote
a programme which used hypertext and the World Wide
Web (www) was born. The first website was Info.cern.ch

and now there are more than 227 million websites in the
world which have 65 billion web pages. The internet has
transformed our lives, but how useful is it?

http://www.telegraph.co.uk/culture/qi/8419186/Ql-Quite-
interesting-facts-about-the-Internet.htm|

Before the internet was widely available we would find
things out from books and go the library. Books and
libraries still exist, but when was the last time you went to
the library to find out some information?

Stages of collecting information

You may have to find out some information for your
course at school or college, so how can you do this?

Firstly it is important to be sure exactly what information
you are looking for. If you do not do this then you may
research the wrong topic, so be clear what information
you actually need.

Once you are sure what you are looking for, think about
the different ways you can find out the information.
Could you:

Talk to someone? Is this person a family member? A
teacher? A tutor?

Get the information from a book?
Go to the library?

Look in a newspaper or magazine?
Look in a leaflet?

Search on the internet?

You need to have a plan which will help you get the most
out of all the information that you are finding.

Once you have thought about the different ways you
could find the information, you should be ready to start,
but will you:

Take notes?
Photocopy the information?
Print out the information?

Save it on a USB?

These are things that you must think about as you may
need some equipment such as a USB stick if that is how
you are going to store and use the information at a later
time.

You now have lots of information, but what should you do
with it? This is the time to read all of it and decide which
parts are good and which parts are not good and are not
needed.

The final stage is to write up your work using the
information you have found and hand in to your tutor/
teacher on time. Then you just have to wait for the result
of all your hard work!

Stages of collecting information
Find out what you need to know

{

Discover the different ways to
gather the information

{

Have a plan in place

d

Decide what equipment/storage you need

{

Review the information collected
— do you need more or less?

!

Write up your work

d

Wait for your result!
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The internet

The internet is like a massive book with lots of different
chapters that we can read. Some information is old and
some is very new so how can you decide which to use?

Using a search engine such as Google or Yahoo will mean
that you can type in a keyword or topic that you want to
research and it will search the internet to find the closest
match to the words. You could also put in a question such
as ‘when was the internet invented?’ and the internet
search engine will come up with several welbsites that you
could look at.

How can you trust the information? The best way to see
if the information is correct is to look at a few different
websites and then see how different the information

is. Check who has written the information. You can not
always be 100% certain that everything on a website is
correct. Websites that end .gov.uk are good to check as
these belong to UK Government organisations.

The good things about the internet are that:

There is information on more subjects that you could
ever imagine

You can research at home instead of having to go to
the library (unless you don't have the internet at home)

Different websites are aimed at children and adults
You can email people to find out information
- Information can be found very quickly
There are however some disadvantages to the internet:
- Some information can be wrong or misleading

You can waste time searching for the wrong
information

You have be careful not to give out personal
information online. Never give out your passwords or
other personal information. Do not trust anyone you
do not know.

Be careful when using the internet. If you want
more advice on keeping safe on the internet go

to: http://safe.met.police.uk/internet safety/get
the facts.html or http//www.thinkuknow.co.uk/
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What is research?

Research is a way of finding out new information, so
that you are able to understand and learn a new topic.
It is a skill that is very important and useful and can be
used at school, college, work and in your personal life. It
is important that when you are researching you ask the
right questions so that you do not discover the wrong
information and have to start all over again!

-+ You are going on holiday next week but don't
know what clothes to take with you and how much
spending money you will need. How could you find
out?

Jenny’s aunt wants to buy a new mobile phone. She
cannot decide which model she should buy. What
research could Jenny do to help her aunt decide which
phone is best for her?

You have some coursework to complete on
researching the Falklands War in the 1980s. You have
a relative who served in the Falklands War but he lives
far away. How could you research this topic? What
methods could you use?
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Primary research

There are two main ways that you can find information.
Primary research means that you find all the information
you need yourself. Often people will use a questionnaire
to try and ask as many people as possible certain
questions to find out what they think about something.

It could be:

A number of questions on a new chocolate bar that a
business is selling

A new mobile telephone that is going to be launched
and the company want your opinion on the new
technology

Your tutor/teachers may want you to answer some
questions on life as a student.

These are all types of Primary research that you could use
to investigate and come to a decision using the research
collected. In your studies you may need to write a
questionnaire, so here are some tips to help you.

Think about who will answer the questionnaire — will

it be children? If so, make sure the questions are easy
for them to read. Will it be for adults or older people?
Maybe it will be for anyone? You will then know

who to approach when asking the questions in your

guestionnaire.

How many people do you need to ask to get an
overview of opinions, so that your research will help
you find the answers you need.

Having thought about the points on the previous
page, here are some handy hints to create the perfect
guestionnaire.

Make sure you have a clear title at the top and some
instructions for the person filling in the questionnaire.

If you want your questionnaire to be filled in quickly,
you should use closed questions. A closed question
is one that has a yes or no answer, for example — does
4 + 4 =87 or, have you finished your homework?

Give people options to circle for their answers. It

will make it easier when you review the completed
guestionnaires.

If you would like longer answers you should use open
questions, these are questions which need more than
one word to answer, for example — why do some
leaves change colour in autumn? Or, what are you
planning on buying at the supermarket today?

Try to keep your questionnaire to one or two pages
(10-15 questions) which should be typed so it looks
professional. If it is too long, people might be put off
and may not want to help you with your research.

Proof read your work before you hand out your
questionnaire, as spelling mistakes do not give a good
impression.

Test your questionnaire on a friend first to check all
the questions get the right responses and they make
sense.

Add ‘Thank you'at the bottom of your questionnaire as
someone is helping you out as part of your studies.

Here is an example questionnaire:

4 Vegran is a company that has recently developed a )
healthy cereal bar made from carob and oats.

Please circle your honest answers

Do you like cereal bars?

Yes No
Do you like chocolate biscuits?
Yes No

How many times a week do you eat a cereal bar?
0 12 34 5-6 morethan?

How much do you pay for your cereal bars?
None 30-50p 51-70p 71-90p more than 90p

Do you like oats?
Yes No

Have you ever tried carob which looks like chocolate
but is a healthier alternative?

Yes No
Would you try a carob bar?
Yes No

How much do you spend on snack bars a week?
None £1-2 £2.01-£3 More than £3

Thank you for your time.

- /

Now you have completed your questionnaire, you can
now check the results to gain the opinions of the people
that you asked. Did anything surprise you? Was it helpful?
What could have been done differently?

How will you present your findings? Will you use graphs,
pictures, tables or write up the results in words? What
would be most useful and easiest to understand?

Other examples of primary research are:

Tests — a person could be watched (or observed)
completing a number of activities or tasks and the
results compared to others.

Experiments which scientists or mathematicians use to
find out something new or to test information that is
already known.

Let’s Find Out!
John needs to find out for his marketing
assignment if a new drink would sell to 13-17 year

olds. Think of 5 questions that he could ask people
if he was to create a questionnaire. Discuss your
questions with your group.
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Secondary research

Secondary research is information that has already been
written and collected by someone else. We are then able
to read about it and maybe use it for coursework if it is
suitable.

As we said earlier in this guide, you should always

check that the information you use is correct. The most
frequently used secondary resource these days is the
internet and earlier in this guide we have identified the
good and bad points about the internet. It is however a
great sources of information. Other secondary sources of
information are:

Newspapers
- Magazines

Books

Reports

DVDs/CDs.

Let’s Find Out!
Look at these four different images.

If you do use any of these examples of secondary research
for information then they will have other people’s
comments and views on the topics which you may or
may not agree with. If you use a picture or image or
words from a website, it is important that you say where
you got it from. You do this by putting in the web address
from where you have copied the information in your work
or at the very end of the assignment. If you do not do
this, then you are saying that all the written words and
pictures are your own which it will not be. This is known
as PLAGIARISM which is not allowed and could result in
you failing your course.

What do you see? Discuss with your friend. You will discover that not everyone
shares the same opinion just like with secondary sources of information.
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How can | present my work?

Before you start to write up your work, double check if
your coursework or assignment says how it should be
presented. If you are in any doubt ask your tutor/teacher.

Here are some tips to make sure that your work is
presented well which will make a good impression:

- Think about who will be reading your work and make
sure that the words and style is suitable. Only use
words that you understand.

Have a clear introduction to your work saying what it
is about.

- Think about the font and size of the text you will use
and keep it all the same throughout your document.

Make sure you write in paragraphs leaving an amount
of space between the paragraphs so it is easy to read.

Activity

Write in full sentences or if you have a number of
points to say, use bullet points or numbers to show
the different parts.

If you include images from the internet remember to
say which website you got them from.

End your work with a conclusion which should briefly
explain what you have discovered in your work.

Take pride in your work and allow time to make sure it
looks professional.

Proof read your work before handing to your tutor/
teacher — you could get a family member to help you
with this or a friend.

Hand in to your tutor/teacher on time and not late, as
this does not create a good impression.

See if you can answer the following questions about Finding Out Information from the information you have learnt in

this guide.

Circle your answer.

. An example of primary research is a book?

True False

. If you quote something from a newspaper you do not need to state the source.

True False

. Secondary data already exists?

True False

. Proof reading is important?

True False

. An experiment is an example of primary research.

True False

. Research is a way of discovering new information.

True False

. Information on the internet is always true

True False

Compare your results with a friend.
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OCR Resources: the small print

OCR'’s resources are provided to support the delivery of OCR
qualifications, but in no way constitute an endorsed teaching
method that is required by OCR. Whilst every effort is made

to ensure the accuracy of the content, OCR cannot be held
responsible for any errors or omissions within these resources.
We update our resources on a regular basis, so please check the
OCR website to ensure you have the most up to date version.

This resource may be freely copied and distributed, as long as
the OCR logo and this small print remain intact and OCR is
acknowledged as the originator of this work.

Our documents are updated over time. Whilst every effort is made
to check all documents, there may be contradictions between
published support and the specification, therefore please use the
information on the latest specification at all times. Where changes
are made to specifications these will be indicated within the
document, there will be a new version number indicated, and a
summary of the changes. If you do notice a discrepancy between
the specification and a resource please contact us at:
resources.feedback@ocr.org.uk.

OCR acknowledges the use of the following content: Cover; Girl
siting an examination, Igor Kardasov/ Shutterstock.com: Page 4; Girl
on laptop, Antonio Guillem/Shuttestock.com: Page 5, Girl looking at
mobile phones, Monkey Business Image/Shutterstock.com

.

Whether you already offer OCR quialifications, are new to OCR, or
are considering switching from your current provider/awarding
organisation, you can request more information by completing the
Expression of Interest form which can be found here:
www.ocrorg.uk/expression-of-interest

Please get in touch if you want to discuss the accessibility of
resources we offer to support delivery of our qualifications:
resources.feedback@ocr.org.uk

Looking for a resource?

There is now a quick and easy search tool to help find free resources
for your qualification:

www.ocr.org.uk/i-want-to/find-resources/

Answers to‘Let’s Find Out!"activity on page 7:

Do you see an older lady or a young woman; A baby or a tree
scene; Pillars or people; a horses face or a frog (if you turn the
image around).

Answers to activity on page 8:

1. False 2. False 3.True 4.True 5.True 6.True 7. False

www.ocr.org.uk

OCR Customer Support Centre

General qualifications

Telephone 01223 553998

Facsimile 01223 552627

Email general.qualifications@ocr.org.uk

OCR is part of Cambridge Assessment, a department of the University of
Cambridge. For staff training purposes and as part of our quality assurance
programme your call may be recorded or monitored.

© OCR 2019 Oxford Cambridge and RSA Examinations is a Company
Limited by Guarantee. Registered in England. Registered office

The Triangle Building, Shaftesbury Road, Cambridge, CB2 8EA.
Registered company number 3484466. OCR is an exempt charity.
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