
B-Preparing &  Compiling You r Cas e 

SECTION 1 

BEFORE YOU START 

Preparation o f case s i s commonl y referre d t o a s cas e 
writing, (thoug h a variety of other terms is also in use), 
but you should not assume that all cases consist entirely, 
or even mainly, of written material. Audio, visual an d 
computer-based materials can be included and may sometimes 
form the great majority of the material i n a particular 
case. We shall use the term case writing, though, to cover 
all the formats in which the case may eventually appea r 
for use. 

You need not necessarily writ e the entire case: you could 
find one alread y existin g whic h meet s your requirements ; 
you could find one which you can adapt to meet your needs; 
you might be lucky enough to have some material broadcas t 
on radio or television which you could use as the basis 
for your case - and so on. The possibilities are wide, but 
don't get too fond of the material you prepare yourself; 
always look at it with a critical eye, and be prepared to 
take th e sometime s necessar y bu t alway s hard decisio n to 
discard an y parts which aren't appropriate. 

As is emphasised in the section on cultural effects (see 
p. 52), cases tend to be written in different ways and for 
different purpose s i n differing educationa l cultures , and 
some suc h bia s wil l n o doub t als o b e eviden t i n thi s 
booklet. 

Cases are most commonly used in managerial, medical o r 
legal studies , but they ar e applicable fo r an y are a o f 
study whic h involve s th e solvin g o f problem s -  more 
usually, creative problem solving . 

Cases are one way of providing a  simulated environment in 
which to practice and develop these problem-solving an d 
decision-making skills . Being simulated , participant s are 
under littl e pressure ; a  wron g decisio n ha s n o mor e 
realistic effect than a right one, which has been a major 
weakness of the case method , an d gave rise to the liv e 
case method . 
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The degre e o f r e a l i t y o f case s i n a  simulate d environmen t 
can var y dependin g o n th e techniqu e fo r developin g cases . 
As yo u chang e you r method s fro m co l l ec t io n an d orderin g o f 
p u b l i s h e d m a t e r i a l ; t o o b s e r v a t i o n ; t o r e s e a r c h , o r 
c o n s u l t a n c y , o r th e l i v e cas e method , t h e i n c r e a s i n g 
amount o f i n s i g h t s t h a t t h e s e g i v e yo u ca n hav e 
considerable benef i t s o n you r cas e wr i t ing . 

Case w r i t i n g ca n b e regarde d a s a  s k i l l whic h i s 
s i m i l a r t o o t h e r k i n d o f w r i t i n g . Mos t w r i t i n g i s 
underpinned b y som e for m o f b a s i c s t r u c t u r a l des ig n an d 
shape whic h t h e w r i t e r w i l l i n p a r t fo l low , i n p a r t 
devia te fro m accordin g t o a b i l i t y , need , o r th e unexpecte d 
events t h a t g o wit h th e ac t o f wr i t ing . Planning , though , 
must b e a  de l ibe ra t e forerunne r o f th e wr i t ing . 

The mai n c o n s t r a i n t g e n e r a l l y emphasise d i s t h e nee d t o 
ensure t h a t a l l t h e m a t e r i a l inc lude d i s a s f a c t u a l a s 
p o s s i b l e , an d doe s n o t i n c l u d e t h e w r i t e r ' s i d e a s , 
thoughts, percept ion s o r i n t e r p r e t a t i o n s o f events . 

Whether th e cas e i s invented , o r forme d fro m th e co l l a t i o n 
of publishe d mate r ia l , fro m observation , fro m research , o r 
from consultancy , i t i s genera l l y assume d t h a t ther e i s a 
need t o m a i n t a i n a n o b j e c t i v e r a t h e r tha n a  s u b j e c t i v e 
s t a n c e . A s t h e s e t y p e s o f d e r i v a t i o n t e n d t o g i v e 
i n c r e a s i n g r e a l i t y t o c a s e s , t h e maintenanc e o f t h i s 
o b j e c t i v i t y ca n caus e considerabl e d i f f i c u l t y : th e cas e 
a lso tend s t o becom e mor e an d mor e c u l t u r a l l y spec i f i c , ( a 
fac tor whic h i s mentione d agai n o n pag e 52) , an d perhap s 
l i m i t e d i n t h e s u b j e c t s an d l a n g u a g e c o n s i d e r e d a s 
s u i t a b l e : 

the writer s o f case s ar e usuall y draw n fro m th e 
in te l l igents ia th e effec t case s whic h ref lec t 
humanistic values,responsibl e busines s ethic s an d 
suitably seriou s an d comple x subject s fo r analysis . I t 
i s onl y o n re la t ivel y rar e occasions , however , tha t 
cases ar e writte n o n th e subject s o f allege d unethica l 
behaviour b y organisations....or o f suppose d graf t an d 
corruption. Bu t thes e case s ar e usuall y writte n fro m 
secondary sources , wit h academi c cautio n an d selectivit y 
on th e issue s include d i n th e text . O n issue s 
which ar e considere d indelicate , suc h a s blackmail , 
fraud, grossl y immora l behaviour , th e pres s assume s th e 
role whic h th e cas e write r coul d perfor m i f h e wanted t o 
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portray a representative range of all the many facets of 
business. Also the language and format of cases reflects 
such values of high mindedness: the reality of a 
business deal might well be not dispassionate prose, or 
well ordered polished factual exposition. (Tixier) 

Despite the interest that some of the above types of case 
might create, they do pose especial problems for anyone 
coming new to case writing. Th e difficulties of avoiding 
bias, separatin g fac t fro m rumou r an d gossip, an d if 
necessary getting agreement from contributors to use such 
a case make it probably much better and simpler for you to 
stick to the conventional type of case. 

Before the writing can start, though, the planning must be 
done. You will have considered the training needs of your 
participants, and the ways in which these can best be met. 
No doubt you will consider a variety of techniques, one of 
which is the use of the case method. 

Cases require the participant to do a lot of hard work. 
But, because involvement is usually very high, far more 
effort is often put into cases than is devoted to other 
training methods -so great care must be taken not to waste 
this effort. Participants mus t be helped to learn the 
skills necessar y t o analys e cases , bu t mus t als o 
understand why the case method is being used, and what 
they shoul d ge t out of each cas e a s fa r as their own 
development is concerned. 

If this stage is neglected, som e participants will learn 
some of the necessary skills, and some none at all - they 
may becom e bored, frustrated, angry, and unable or not 
willing to recognise the very real benefits which can come 
from using the case method. 

Thus, you have a responsibility to those participating not 
only to prepare your cases as well as possible, but also 
to use them as effectively as possible. 

When planning your case, then, you should be clear as to 
what the participants are to get out of it. Then you can 
start work on how you are going to devise a case which 
meets your, and their, needs. 
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PREPARING AND COMPILING YOUR CASE - SECTION 2 

GETTING YOUR MATERIAL 

The process of researching situations or problem areas for 
the purpose o f creating case s involves developin g cas e 
ideas, and then obtaining the relevant information. This 
can come from man y source s such as from organisations , 
from interviews , fro m you r own activitie s an d researche s 
in th e field , fro m archiv e materia l (e.g . reports , 
journals, newspapers , books, and other print material ; 
off-air recording s fro m radi o o r television ; fil m an d 
video; promotiona l materials ; etc.) , fro m informa l 
discussions wit h friends , colleagues , consultant s -  your 
sources ar e reall y onl y limite d b y your ingenuity . Th e 
only sourc e whic h it is probably advisabl e t o avoi d i s 
yourself. Don't write a case from your own experiences -
at least, not until you have had a considerable amoun t of 
experience in case writing - and don't put yourself in a 
case. 

The personal intervie w i s one commonly use d techniqu e t o 
obtain the information that you need for your case, but in 
using it , ther e ar e some difficulties whic h ca n occur. 
Perhaps the main one is that the information derived fro m 
the interview ma y have some bias, an d this can arise from 
two sources. 

The firs t sourc e o f bia s i s th e perso n who m yo u ar e 
interviewing. Th e distortio n o f fact s ma y b e totall y 
unconscious - people often tend to provide either a better 
or a worse picture of a situation than that which actually 
exists, particularly if they are not in a position to have 
a gras p o f th e entir e picture . Thi s ma y als o b e a 
deliberate effect, for reasons of their own. You must be 
alert to the possibilities, and equipping yourself with as 
much background knowledge as possible before the interview 
can help in this. Using that can provide questions which 
allow yo u t o probe furthe r shoul d you suspect tha t th e 
responses you ar e getting d o not agree with you r prio r 
information. 

Alternatively, yo u ma y hav e forme d opinion s abou t th e 
person, topi c and/o r organisatio n fro m you r sources ; yo u 
may take a dislike to the person you are interviewing, or 
suspect tha t yo u ar e deliberatel y bein g give n fault y 
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i n f o r m a t i o n , b o t h o f whic h ca n c o l o u r y o u r a p p r o a c h , 
q u e s t i o n i n g , i n t e r p r e t a t i o n an d r e c o r d i n g ; an d u n l e s s yo u 
do you r w r i t i n g u p immedia te l y a f t e r t h e i n t e r v i e w , you r 
memory ma y b e s e l e c t i v e -  a s t i m e t e n d s t o d i s t o r t 
i n f o r m a t i o n , t h e c a s e w r i t e r a l w a y s h a s t o a s s e s s t h e 
r e l i a b i l i t y o f t h e r e p o r t i n g . D a t a ma y b e a f f e c t e d 
i n t e r n a l l y an d e x t e r n a l l y b y i m p r e s s i o n s , assumpt ion s an d 
b i a s e s o f t h e cas e w r i t e r o r t h e perso n bein g i n t e r v i e w e d . 

Simmons h a s g i v e n som e u s e f u l h i n t s t o b e b o r n e i n min d b y 
anyone wh o i n t e n d s t o us e i n t e r v i e w i n g a s on e o f t h e da t a 
c o l l e c t i o n t e c h n i q u e s : 

1. Arriv e a t th e intervie w o n tim e an d b e prepared . 
Prior informatio n o n th e operation s o f th e organisatio n 
i s i m p o r t a n t s i n c e i t p r o v i d e s a  b a s i s fo r ask in g 
intel l igent an d carefull y worde d questions . 

2. Infor m th e interviewe e o f th e purpos e o f th e interview . 
Since th e interviewe e ma y not b e i n a  positio n t o suppl y 
a l l th e informatio n yo u require , t h i s w i l l giv e th e 
chance t o refe r yo u t o other s withi n th e organisatio n wh o 
may b e o f greate r assistance . 

3. Giv e th e assuranc e tha t th e interviewee ' s comment s 
wil l no t b e use d o r publishe d withou t writte n 
permission. 

4. As k you r interviewe e whethe r yo u ca n tak e note s o r 
use a  recorder . 

5. Whe n takin g notes , don' t b e s o engrosse d tha t yo u fa i l t o 
give you r ful l attentio n t o th e interviewee . Th e recordin g 
of ke y point s surroundin g th e issu e i s advisable . 

6. Giv e you r fu l l a t t en t io n t o th e in terviewe a 
Make i t eviden t t h a t yo u ar e doin g so . Yo u ar e ther e t o 
l isten, no t t o sa y wha t yo u need . 

7. Alway s remembe r no t t o expres s you r feel ing s o r t o 
offer suggestions . Repor t wha t i s actuall y bein g sai d 
r a the r tha n wha t yo u thin k ha s bee n sa i d o r wha t yo u 
want t o hear . 

8. Don' t argu e wit h th e interviewe e -  t h i s ma y bring a n 
abrupt en d t o th e interview , an d a ls o spoi l you r 
chance o f obtainin g anothe r intervie w i n th e future . 
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9. Liste n -  don' t tal k -  unles s on a point o f clarification , 

10. Summaris e what the interviewe e ha s sai d an d present 
i t bac k for clarification . Thi s is usefu l sinc e i t 
not only provides you with a clear picture , bu t may 
give th e interviewe e a n opportunity to includ e any 
further importan t detail s tha t ma y hav e bee n 
overlooked the first tim e around. It als o provides 
you with a  chance to as k key questions pertinent t o 
the underlyin g issue s whic h ma y no t hav e bee n 
touched on , orwereevadedby , the interviewee . 

Data collectio n als o involve s th e us e o f a l l sort s o f 
print material . Thi s provide s a  vas t resource , whic h ma y 
often b e th e mai n sourc e fo r man y cas e wr i t e r s , 
part icularly i n countrie s wher e cas e writin g ha s n o 
established basi s o r i s a n unusua l teaching/trainin g 
technique. Som e example s are : 

Daily newspapers , loca l an d national ; 
Weekly newspapers , loca l an d national ; 
General interes t magazine s an d journals ; 
Specialist magazine s an d journals ; 
The cutting s librarie s o f al l th e above ; 
Cuttings services ; 
Encyclopaedias; 
Books; 
Government reports; 
Annual reports of organizations; 
Prospectuses; 
Special reports; 
Theses; 
Advertisements; 

etc. 

but again this is not intended to be a comprehensive list 
and you should add your own ideas to it. 

Many of these types of sources will need to be cross-
checked i f at all possible, as they may have been edited 
or presented so as to give a particular angle, and thus 
will contain bias or distortion. Further, it may often be 
advisable to find out whether the material you gather from 
these sources can be used by you - check either with the 
(e.g.) newspaper whose report you are using, and/or the 
organisation that the report is about. 
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Observations ca n b e made , an d informatio n gathered , 
directly by you being present and recording in one or more 
of a  variet y o f way s whateve r take s place . Thi s i s a 
flexible but difficult technique to use. The flexibility 
arises from your ability to note subtleties and nuances in 
behaviour o r events , an d t o concentrat e o n particula r 
aspects. Against this , though , ther e may be either to o 
little happening , o r to o much , s o tha t yo u mis s 
information and you are left with an imperfect record that 
you try to complete at some subsequent time. 

As with the interview, though, there is often no objection 
to making some sort of audio and/or visual record of the 
event. Thi s ma y be , fo r example , a  photographic , 
audiotape, film , or a videorecording technique, each of 
which can provide a less biased but two-dimensional record 
of the part of the event that they focus on, but which do 
not giv e a  complete indicatio n o f everythin g whic h 
occurred. I n fact , bia s ma y b e introduce d becaus e o f 
imbalance betwee n wha t the y record and what they miss ; 
they are dependent on what their operators regard or are 
told is important, unles s a multi-unit or multimedia unit 
is arrange d whic h wil l giv e a s complet e a  recor d a s 
possible. 

Providing some form of record other than that dependent on 
an observer' s writte n note s an d memor y doe s hav e 
considerable advantage s no t onl y fo r allowin g yo u t o 
analyse the events at leisure, but also for allowing your 
participants th e sam e opportunity . Recording s ca n for m a 
part of your case for them to work on, with the advantag e 
of increasin g th e involvement . Suc h us e i s no t ye t 
common, bu t is certainly increasing -  either on audiotap e 
or, more commonly, on videotape. 

Other advance s i n technologica l aid s ar e increasingl y 
being used when developing an d running cases, and these 
are touched upon in the relevant section (see p.67). 
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PREPARING AN D COMPILIN G YOU R CAS E -  SECTIO N 3 

PUTTING YOU R MATERIA L I N ORDE R 

Your c a s e p r e s e n t s a  p r o b l e m t o t h e p a r t i c i p a n t , w i t h t h e 
i n t e n t i o n t h a t t h e p a r t i c i p a n t s o l v e s t h a t p r o b l e m . Ther e 
may b e o n e ' r i g h t ' a n s w e r , o r t h e r e ma y b e " b e t t e r " 
a n s w e r s amon g a  v a r i e t y o f p o s s i b l e s o l u t i o n s . So , a s w i t h 
a n y o t h e r t y p e o f p r o b l e m yo u p r e s e n t , y o u m u s t e n s u r e 
t h a t t h e r e i s s u f f i c i e n t i n f o r m a t i o n i n y o u r c a s e f o r t h e 
p a r t i c i p a n t t o d e c i d e w h a t i s t h e ( m a i n ) p r o b l e m w h i c h 
n e e d s s o l v i n g , an d wha t i n f o r m a t i o n t h e p a r t i c i p a n t n e e d s 
i n o r d e r t o a n a l y s e t h e s i t u a t i o n an d r e a c h a  d e c i s i o n . 

T h i s i n f o r m a t i o n s h o u l d b e p r e s e n t e d i n s u c h a  wa y a s t o 
a l l o w t h e s i t u a t i o n t o b e c l e a r l y u n d e r s t o o d : t h e o p e n i n g 
p a r a g r a p h s a r e i m p o r t a n t s i n c e t h e y s e t t h e s c e n e f o r t h e 
c a s e . Man y c a s e w r i t e r s s t a r t w i t h a  s t a t e m e n t o f t h e 
i s s u e ; i f t h e r e i s n o c l e a r i s s u e , g i v i n g a  l e a d i n t h e 
f i r s t p a r a g r a p h t o t h e t h e m e o f t h e c a s e w i l l a c t a s a 
u s e f u l g u i d e t o w h a t t h e c o m p l e t e c a s e i s a b o u t , a  p o i n t 
o f r e f e r e n c e t o g i v e m e a n i n g , d i r e c t i o n an d r e l e v a n c e t o 
w h a t f o l l o w s . A n e x a m p l e f ro m Luc k a n d Wal sha m m i g h t b e 
t h e i r i n t r o d u c t i o n t o t h e i r " E a s t A f r i c a n R a i l w a y s " c a s e , 
wh ich s t a r t s ; 

The Mombas a Are a Manage r o f t h e Eas t Afr ica n Rai lway s 
Corporation i s concerne d abou t th e delay s i n th e Mombas a 
m a r s h a l l i n g yard . H e c o n s i d e r s t h i s t o b e a  c o s t l y was t e 
of t im e an d resources . H e ha s ra i se d h i s concer n wit h th e 
Chief Enginee r wh o i s responsibl e fo r th e desig n o f a  ne w 
m a r s h a l l i n g yard . The y hav e agree d t h a t t h e Opera t iona l 
Research u n i t shoul d loo k a t t h e p lanne d des ig n an d g i v e 
t h e i r advice . 

The O.R . un i t ha s bee n requeste d t o produc e a  prel iminar y 
r e p o r t base d o n t h e e x i s t i n g sys tem . Th e r e p o r t shoul d 
examine area s o f concer n an d shoul d advis e whethe r fur the r 
de ta i l ed wor k an d dat a co l l ec t io n an d analys i s i s neede d 
t o improv e th e desig n o f th e marshallin g yard . 

The O.R . manage r ha s a s s i g n e d yo u t h e t a s k o f p r e p a r i n g 
and present in g th e prel iminar y repor t t o th e Mombas a Are a 
Manager an d th e Chie f Engineer . 
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You s h o u l d y o u r s e l f b e v e r y c l e a r a s t o wha t t h e 
fundamental i ssu e i s , an d whethe r ther e ar e an y secondar y 
i s s u e s whic h hav e a  bea r in g o n th e mai n problem . Unles s 
you ar e c l ea r yoursel f wha t th e mai n an d sub-problem s are , 
so t h a t yo u a r e ab l e t o ensur e t h a t the y a r e a l l inc lude d 
c l ea r ly , usefu l analys i s an d ef fec t iv e so lu t ion s ar e l e s s 
l i k e l y . 

The mai n proble m an d an y sub-problem s ca n the n ac t a s foc i 
for th e var iou s item s o f informatio n needed . Th e proble m 
may no t b e p r e s e n t e d q u i t e s o p l a i n l y a t t h e s t a r t a s i t 
i s i n t h e "Eas t Afr ica n Railways " quote d above : fo r 
example, anothe r cas e fro m th e sam e sourc e opens : 

Walimu Consultants , managemen t consultant s base d i n 
Nairobi, Kenya , hav e been aske d t o carr y ou t a  study fo r 
the Wagen i Agricultural Cooperativ e int o th e potentia l fo r 
horticultural developmen t o f th e Chakul a Estate . 

Further aspect s ar e introduce d gradually , increasin g th e 
complex i ty o f t h e cas e an d p rov id in g p o s s i b i l i t i e s fo r 
a l t e r n a t i v e p r o p o s a l s whic h nee d t o b e compare d an d 
evaluated. 

Probably you r mos t d i f f i c u l t d e c i s i o n whe n w r i t i n g you r 
case i s ho w muc h i n f o r m a t i o n t o i n c l u d e , an d th e wa y i n 
which i t i s t o b e presented . Havin g perhap s take n a  grea t 
dea l o f t im e an d t r o u b l e t o g a t h e r you r i n f o r m a t i o n , yo u 
are understandabl y r e luc t an t t o discar d an y o f i t , bu t i t 
i s v i t a l t h a t yo u ar e s e l ec t i v e wit h you r provision . 

I t i s ver y unusua l i n an y r e a l - l i f e s i t u a t i o n t o hav e 
a v a i l a b l e onl y t h e f a c t s whic h a r e nece s sa r y t o so lv e a 
p a r t i c u l a r problem . Ther e ar e general l y fa r to o man y fact s 
a v a i l a b l e , no t a l l o f whic h a r e r e l e v a n t : o r , a  d e c i s i o n 
may hav e t o b e t ake n whe n t h e r e i s r e a l l y i n s u f f i c i e n t 
re levant informatio n e i t h e r ava i lab l e o r poss ib l e t o get , 
and a n i n t u i t i v e l ea p ma y nee d t o b e made . Avoi d th e 
l a t t e r wit h you r f i r s t cas e -  to o muc h information , thoug h 
t i m e - w a s t i n g i f c a r r i e d t o exces s , i s p r e f e r a b l e t o to o 
l i t t l e . Yo u ca n p r o g r e s s t o t ype s whic h nee d i n t u i t i v e 
l e a p s p e r h a p s onc e yo u -  an d mor e p a r t i c u l a r l y t h e 
p a r t i c i p a n t s -  hav e go t mor e accustome d t o t h e method . 
Part o f th e tas k whe n readin g you r cas e w i l l b e t o decid e 
which f a c t s a r e r e l e v a n t an d neede d fo r a  goo d d e c i s i o n 
and whic h ar e not . 

The f a c t s ca n b e p r e s e n t e d i n a  v a r i e t y o f way s -
verbal ly , numerical ly , s t a t i s t i c a l l y , v i sua l ly , aural ly , 
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using th e rang e o f p r i n t an d non-prin t medi a ava i lab l e t o 
you. Bu t no t onl y mus t t h e f a c t s d i r e c t l y r e l a t e t o th e 
problem b e inc luded : yo u w i l l g e n e r a l l y a l s o hav e t o 
provide p a r t i c i p a n t s wit h th e backgroun d informatio n tha t 
they nee d s o a s t o b e ab l e t o s e t t h e proble m i n t o i t s 
context . 

Again, ho w t h i s i s provide d i s fo r yo u t o dec ide , bu t to o 
much i n f i l l i n g ca n hav e a n offput t in g ef fec t o n th e reade r 
- yo u nee d t o kee p a  reasonabl e balanc e betwee n informin g 
and o v e r l o a d i n g . R a t h e r t h a n p r o v i d i n g w r i t t e n 
i n f o r m a t i o n , yo u ma y b e a b l e i n s t e a d t o g i v e som e 
r e f e r e n c e s whic h w i l l a l l o w t h e backgroun d t o b e 
researched b y th e reader . 

Presenta t ion o f you r dat a w i l l b e eased , bot h fo r yo u an d 
for you r r e a d e r , i f yo u grou p you r i n f o r m a t i o n i n t o a 
l o g i c a l o r d e r . Ther e ca n b e n o comprehensiv e guid e t o 
t h i s , becaus e t h e groupin g w i l l b e ver y dependen t o n th e 
type o f problem , o n you r preferre d wa y o f wr i t ing , an d o n 
the typ e o f sequencin g yo u use . Becaus e wr i t in g i s suc h a n 
i n d i v i d u a l s k i l l , i t i s ver y d i f f i c u l t t o sugges t fir m 
ru l e s abou t th e orderin g an d presenta t io n o f a  case . 

Your cas e i s p robabl y b e s t w r i t t e n i n s e v e r a l s e p a r a t e 
sec t ions , eac h dealin g wit h a  p a r t i c u l a r aspect , whic h ar e 
t h e n welde d t o g e t h e r t o for m t h e c o m p l e t e c a s e . A 
s t r u c t u r a l un i t y shoul d b e aime d for , an d i n pu t t in g you r 
m a t e r i a l s i n t o o rd e r , t h e fo l lowin g type s o f sequencin g 
have bee n suggested : 

- h i s t o r i c a l , o r t ime , sequencing ; 
- even t sequencing ; 
- log ica l argumen t sequencing . 

Within an y o f thes e sequences , a  va r i e t y o f subs t ruc ture s 
has bee n propose d b y authors . Fo r example , Tow l mention s 

Time structure : becaus e a  cas e o r decisio n take s plac e 
in time , ther e mus t b e a  fairl y clea r perceptio n o n th e 
part o f th e studen t o f wha t th e tim e sequenc e wa s o f 
the event s takin g plac e i n th e case . 

Narrative structure : th e thing s tha t happene d an d th e 
circumstances o f the i r happenin g mus t be narrated i n 
some kind o f understandabl e pattern . 
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Expository structure : th e event s an d issue s containe d 
in a  case mus t b e explained s o that th e learner s wil l 
have a  comprehensiv e understandin g o f th e situatio n an d 
the meanin g of th e various concept s t o ass is t the m i n 
their analyses . 

Plot structure : th e cas e write r mus t be abl e t o captur e 
the imaginatio n o f th e audienc e withou t damagin g th e 
believability o f th e case . 

The issue o r issues : ther e mus t be a question o f wha t 
should somebod y do, wha t shoul d somebod y have done, wh o 
i s t o blam e fo r th e situation , wha t i s th e bes t 
decision t o b e mad e under th e circumstances... . etc . 

The mor e t h e s e ca n b e i n t e r r e l a t e d , t h e mor e the y w i l l 
con t r ibu te t o th e i n t e r e s t an d effec t ivenes s o f you r case . 

During a l l t h i s , remembe r t o kee p you r wr i t in g object ive . 
One purpos e o f t h e cas e i s t o a l lo w t h e p a r t i c i p a n t s t o 
make t h e judgements , no t fo r yo u t o g iv e yours . You r jo b 
i s t o p r e s e n t t h a t ca se , no t t o i n t e r p r e t i t o r p r e s e n t 
your ow n o p i n i o n s abou t i t . Us e a d j e c t i v e s s p a r i n g l y , i f 
a t a l l , becaus e the y ca n i n t r o d u c e a s p e c t s o f va lu e 
judgements b y you . 

This doe s no t n e c e s s a r i l y mea n t h a t t h e yo u shoul d avoi d 
having peopl e r e p r e s e n t e d i n you r c a s e ; o n t h e c o n t r a r y . 
I t i s o f t e n e a s i e r , an d make s fo r a  l i v e l i e r case , i f yo u 
can i n c l u d e som e convincin g c h a r a c t e r s wh o ma y wel l b e 
required t o giv e opinionate d informatio n i n th e cas e -  bu t 
t h e s e shoul d b e op in ion s c u l l e d fro m you r r e s e a r c h , 
quoting wha t yo u hav e gathere d fro m in terv iews , e tc . The y 
are no t include d t o b e mouthpiece s fo r you r opinions . 

I t i s g e n e r a l l y assume d t h a t c a s e s a r e w r i t t e n an d 
presented i n th e pas t r a the r tha n th e presen t tense . Don' t 
suppose fro m t h i s t ha t th e presen t tens e i s neve r used ; i t 
can b r i n g a  g r e a t s e n s e o f i m m e d i a c y , r e a l i s m an d 
vividness , p a r t i c u l a r l y whe n quotat ion s an d conversation s 
can b e inc luded . However , c a se s w r i t t e n i n t h e p r e s e n t 
t e n s e ma y soo n ag e an d l o s e t h e i r r e a l i s m , an d onc e t h i s 
happens t h e l ac k o f r e a l i s m ca n becom e s i g n i f i c a n t an d 
d ive r t p a r t i c i p a n t s fro m th e purpos e fo r whic h th e cas e 
i s be in g use d -  mor e t im e i s spen t t r y i n g t o f in d f a u l t s 
i n t h e i n f o r m a t i o n tha n i n us in g t h a t i n fo rma t io n 
for analys i s an d propose d so lu t ion(s ) . 
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PREPARING AND COMPILING YOUR CASE - SECTION 4 

GETTING IT RIGHT 

There is no edict, no hard and fast rule, about how lon g a 
case should be. If you aim fo r 

clarity, 
coherence, 
completeness 

and conciseness , 
you shoul d fin d tha t th e lengt h mor e o r les s control s 
itself. Case s can , though , var y fro m on e writte n pag e 
upwards, and the longer they become, the longer it takes 
the reader just to absorb in the material. Where writer s 
have given some indication of optimum lengths , this seems 
to be in the range 10-15 pages - above that, the feeling 
seems to be that their effectiveness decreases. 

Help participants to  sort out th e materia l i n your cas e 
by ensuring that every item has a reference number, and 
that a listing of all the items they should have or should 
refer to (e.g. a videotape which is held by the library) 
is included i n the case paperwork. In this way they can 
check that they have everything they are meant to have; 
you ca n put charts , tables, etc., in appendice s rathe r 
than bulking out the main part of the case; and you can 
indicate clearly what items they will need t o refer to 
which are not in the main case pack, and where those items 
are to be obtained. 

There is no merit in having unnecessarily long appendices: 
the function of these is to provide necessary informatio n 
which does not readily fit into the main body of the case, 
but which is essential to the understanding o f the case 
and the solving of any problems posed. 

Once you have written your case, put it aside for a while 
- a day or two, perhaps - and then read it again. Read it 
critically, pu t yoursel f i n th e position o f participant s 
and se e whethe r the y woul d ge t ou t o f i t wha t yo u 
originally intended. Does it meet your objectives? Mos t 
writers fin d tha t the y hav e t o revis e thei r origina l 
product, t o refin e it , an d a  second , thir d o r fourt h 
revision may be needed. This will pay off, though, when 
you try the case out for the first time, 
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So, kee p you r f i r s t cas e s h o r t . A s yo u an d p a r t i c i p a n t s 
g e t p r a c t i c e wi t h t h e t echn ique , yo u ca n becom e mor e 
a m b i t i o u s . Goo d w r i t i n g i s hard , an d need s a  l o t o f c a r e , 
and t h i s appl ie s t o wr i t in g case s a s muc h a s t o an y othe r 
s o r t o f w r i t i n g . U n f o r t u n a t e l y , t h e r e i s n o wa y o f 
improving you r cas e w r i t i n g o t h e r tha n b y w r i t i n g , an d 
then t ry in g out , you r cases . 

SUMMARY 

Know what you want to use your case for. Your information 
sources can include 

collecting and ordering published material 
observation 
research, e.g. interviewing, 
consultancy 
live cases. 

Start you r cas e b y settin g th e scen e an d theme ; giv e 
sufficient information to allow useful work an d learning ; 
present th e informatio n i n a variety o f way s but wit h 
coherent structure s an d sequences : mak e i t factual , 
objective, as unbiased as possible, and write it in the 
past tense. 

No particular type of style is needed other than to convey 
effectively the information, issue s and problems that are 
to b e deal t wit h i n a problem solving/decisio n makin g 
process. 

Use technologica l aid s in preparation an d presentation if 
they are helpful. Revise and refine as necessary. 
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