
C-More Detaile d Consideration s 
SECTION 1 

THE CASE NOTE 

Don't sto p whe n you have finished preparing your case. 
More will be got out of your case, by more facilitators, 
if you go on to prepare an instructor's guide (which may 
be referred to also as a teaching note, trainer's note, 
case guide, etc., etc.). 

The teaching note can help 
a) i n the selection of cases when they are 

being reviewed for possible use, by giving 
the purpose and range of the case; 

b) i n using a case, particularly i f it is 
being used by someone other than the case 
originator. Suggeste d uses , possibl e 
questions (either to or from the trainer) 
and analyses may appear. 

c) i n showing how a  case relates to other 
cases should they be in a group with an 
overall purpose. 

d) i n helpin g ensur e unifor m coverag e i f 
several facilitators have t o operateo n 
a shared teachin g basis . 

Any case whic h i s prepare d fo r us e a s trainin g or 
teaching materia l wil l benefi t fro m additiona l notes. 
These can be much more of a chore tha n doin g th e case 
itself, but are vital to the effective use of your case. 
It has been suggested that some think the term (teaching 
note) should be used solel y i n its strictest sens e of 
teaching emphasis and contain informatio n on possible 
teaching approaches only. It may be historical in form:'we 
tried this, and the case was a great success'...It may be 
suggestive, directiv e o r predictive. I t could propos e 
assignment questions . A  furthe r requiremen t migh t b e 
suggesting where to use the case in a particular course 
with a specific audience. 

Essentially, though, the trainin g or teaching note is a 
guide. There is no set way of laying i t out - format, 
style, content or degree of detail are all aspects for you 
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t o decid e on . A s a  guide , i t shoul d hel p yo u whe n yo u ru n 
t h e ca se , an d a l s o he l p anybod y e l s e wh o migh t mak e us e o f 
your c a s e : i t s purpos e i s no t n e c e s s a r i l y t o p rov id e a 
s o l u t i o n , no r n e c e s s a r i l y t o g iv e a  d e t a i l e d a n a l y s i s o f 
i s s u e s whic h migh t com e ou t o f a  cas e s tudy . 

The cas e t r a i n in g not e ca n includ e a  wid e rang e o f topic s 
i n a d d i t i o n t o th e a n a l y t i c a l p roces s an d t h e answe r o r 
range o f p o s s i b l e answers . I t ma y dea l wi t h t h e optimu m 
amount o f exper i enc e an d competenc e t h e p a r t i c i p a n t 
should hav e t o ge t th e maximu m benef i t fro m th e case ; 
t h e i d e a l grou p s i z e ; ho w muc h t im e i t t a k e s ; t h e i n t e r -
r e l a t i o n s h i p o f t h e cas e wi t h o t h e r c a s e s ; an d s i m i l a r 
mat te rs o f ass i s tanc e t o th e f a c i l i t a t o r . 

The mor e comple x t h e cas e yo u hav e p repa red , t h e mor e 
v a l u a b l e i t i s t o hav e a s f u l l a  s e t o f no t e s a s p o s s i b l e 
t o g o wi t h i t -  eve n t o th e e x t e n t o f t h e no te s bein g 
longer tha n t h e case . You r cas e ma y o f f e r t h e chanc e fo r 
i t t o b e use d i n a  rang e o f d i f fe ren t way s -  ro l e playing , 
n e g o t i a t i o n s , games , compute r a n a l y s i s , e t c : goo d no te s 
w i l l giv e suggestion s o n usin g thes e d i f fe ren t ways , wit h 
perhaps som e commen t o n an y actua l experienc e yo u ma y hav e 
of usin g the m i n thes e ways . 

Merging v a r i o u s s u g g e s t i o n s a s t o wha t e x a c l y i s 
a p p r o p r i a t e t o g o i n t h e n o t e g i v e s t h e f o l l o w i n g 
composite recommendations : 

I t s o b j e c t i v e s an d p lac e -  t h e o b j e c t i v e s o f t h e case : 
how i t f i t s i n w i t h o t h e r c a se s be for e i t an d a f t e r 
i t i n a  p a r t i c u l a r top i c an d i t s r e l a t i onsh i p wit h 
the overa l l t r a i n i n g course . 

The p a r t i c i p a n t s -  th e leve l a t whic h the y shoul d b e i n 
o r d e r t o ge t t h e maximu m fro m th e ca se ; wha t 
they shoul d lear n fro m th e case . 

Ways o f usin g i t -  suggestion s a s t o th e wa y t o us e th e 
case, wit h a l t e r n a t i v e s , an d c r i t i c a l evaluat ion s 
of t h e way s i n whic h i t ha s bee n use d -  whe n i t 
worked wel l , whe n i t d idn ' t , an d suggestion s a s t o 
what helpe d toward s th e s u c c e s s / f a i l u r e . 

Q u e s t i o n s -  i s s u e s , t e a c h i n g q u e s t i o n s , s t u d y 
ques t ions ; f ac t s re levan t t o thos e quest ions;usefu l 
s e q u e n c i n g o f q u e s t i o n s ; p r o b a b l e r e s p o n s e s ; 
a n a l y s i s an d commentar y o n t h e q u e s t i o n s . 
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Other useful information - background; difficulties with 
presentation, concepts , analysis , whic h ar e 
anticipated o r hav e bee n found ; particula r 
theoretical bases, or analytical techniques, of use 
or significance ; usefu l calculations ; technica l 
notes for students to study. 

At th e end -  a model answer (there is disagreement over 
this, particularly as there ma y well in many cases 
be severa l appropriat e answers , o r none) ; th e 
outcomes, o r sequel , or what happene d next ; an y 
final comments. 

When to write the case note? 

When should you write your training note? Thoughts on this 
vary; for example, Rotch note s that 'on e experienced cas e 
writer has said that the time to write a case's outline is 
in the company car park as you leave i f possible the 
outline should be started even earlier and the analysis 
should be outlined at the same time. That analysis form s 
the hear t o f th e teachin g note s tha t wil l continu e t o 
evolve as the case is completed an d taught several times.' 

Arguments fo r preparin g th e note s afte r th e cas e 
discussion are given by Simmons , who claims that "th e 
note coul d b e prepare d eithe r before or after the case 
discussion. Bu t t o meaningfull y provid e helpfu l 
information it would be more useful to prepare the note 
after the event. Th e preparation of the note after th e 
class discussion is advantageous on several grounds. 

"In the first place, as the case and note are written from 
the viewpoint of the case writer, and hence to suit the 
writer's own pedagogical objectives, there may be other 
educational perspectives which may not be highlighted when 
the teaching note is prepared. 

"Secondly, subjectio n of the case to classroom discussio n 
has the tendency to reveal a range and variety of insights 
which, perhaps , th e case writer would not have thought of 
and which, once included in the note, would be extremely 
beneficial t o subsequent users of the case. 

"Thirdly, an d followin g fro m th e second consideration , 
from th e various perspectives resulting fro m classroo m 
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discussion, the teacher would be in a better position to 
establish the areas of learning in which the case could be 
most effectively utilised. 

"Fourthly, it provides the teacher with the opportunity to 
gauge the competence and capability of the participants in 
the learning session and thus determine what inclusions 
should be made in the teaching note." 

Thus it i s perhap s best to regard the preparation as a 
continuous process, which starts while the case is in 
preparation, an d never really stops - training thoughts, 
perspectives, ideas and values change with time, with the 
result tha t som e o f th e thoughts , suggestion s an d 
considerations which are in the note may become outdated 
or irrelevant. The contents of the note should never be 
regarded a s being unchanging , no r a s unchangeable o r 
unchallengeable. 

At all times, you as the facilitator involved with running 
a particular case must regard yourself as being at liberty 
to allow th e class discussion to go in the directions 
which yo u thin k wil l b e o f mos t benefi t t o th e 
participants. Don't restrict discussion to predetermined 
lines, merely because the way in which the case seems to 
be going is not in accordance with the training note, or 
because you seem to be moving towards a proposed solution 
to the case problem which is not among the possibilities 
which may have been mentioned in the note. 

To repeat, then, the training note or teaching note is 
only a guide: you are the person running the case, and 
while the guide may be extremely helpful, don't let it 
control you and the way you operate. 
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MORE DETAILED CONSIDERATIONS - SECTION 2 

SPECIFIC WRITING PROBLEMS 

The need for local cases 

The mos t effectiv e case s ar e thos e t o which audience s 
relate mos t closel y -  with th e likelihoo d tha t 'good' 
cases correlat e wel l wit h th e indigeneit y o f thei r 
content. 

Case stud y application s ma y wel l not evolve until good 
cases ar e researche d an d writte n locally . Type s o f 
problems, legislation , culture , etc. , ten d t o b e ver y 
specific to particular regions, with the consequence tha t 
cases incorporating the m ar e not readily transferrable to 
other countries or cultures. 

Advocates o f th e cas e metho d i n smalle r countrie s 
experience greate r difficult y i n promoting case s a s a 
medium fo r learnin g tha n thei r counterpart s i n large r 
nations wher e nativ e cas e materia l i s mor e readil y 
available. Where case s have not been used, factor s such as 
the format and style of the educational/training syste m 
may not be aligned to the possibility of using cases, by 
being knowledg e acquisitio n oriented , o r b y ther e no t 
being tim e i n th e centrall y fixe d curriculu m fo r th e 
necessary analysis. 

Further difficultie s aris e because, thoug h e.g. companie s 
may be very willing to provide speakers for courses, they 
are often far more reluctant to have situations writte n 
down in case form. 

So, the problem feeds on itself, and though new materia l 
is likely to be welcomed by the small group of trainer s 
specialising i n that particular aspect , the low deman d in 
volume terms due to the small siz e of the market make s 
potential supplier s thin k twic e befor e venturin g int o 
extensive casewriting commitments. 

Most cas e producer s writ e case s fo r us e i n thei r ow n 
organisations an d so  have definit e objective s an d targe t 
audiences i n mind. I n the absence of either a  suitable 
indigenous case, or the time in which to write one, users 
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may b e tempte d t o adop t a  cas e whic h wa s create d i n 
another country, fo r another culture. 

Most case writers are exposed at an early stage of their 
training to the comment by more experienced colleague s 
that the cases they write are not neutral. As a result of 
this requirement, they attempt at all times to avoid the 
inclusion o f any opinions, impressions, prejudices an d 
value judgements , unles s specificall y expresse d b y a 
person in the case. The ultimate goal which is held up as 
the ideal to all case writing beginners is the so-called 
'neutral' case. 

It migh t wel l b e asked , though , ho w neutra l ar e thes e 
cases? Because we try to be impartial, does that mean that 
we actually produce an impartial case? Can there ever be 
such a thing? Even if there is, does this necessarily mean 
that the learning of participants is any greater than it 
would be if no attempt was made to make the case neutral -
or if it were even deliberately biased? I t has never been 
clearly shown that case neutrality has any advantageous or 
disadvantageous effec t on learning. 

Any communication, i n whatever area, is likely to be made 
from a  particula r viewpoin t whic h ha s biase s almos t 
unconsciously included in it; these may be linguistic, but 
are just as likely to be gender or cultural biases - and 
with th e last , particularly , bein g unlikel y t o b e 
recognised and allowed for. There is a need to develop a 
recognition and an understanding of these biases, which 
are often built in as part of a case writer's upbringing 
and environment . Cultural assumptions , particularly, nee d 
to be specificall y recognised , especiall y i f a case is 
being used in a culture different from that for which it 
was written. 

Gender neutrality 

There ha s bee n a n increasin g awarenes s abou t gender bias 
in written materials over the past few years. This has led 
to a  variet y o f attempt s t o ge t roun d it , som e mor e 
successful tha n others. 

The use o f artificiall y constructe d pronoun s (s/he ) or 
duplicated pronoun s (her/his ) create s rathe r clums y 
writing effects, while notes inserted at the beginning may 
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e i t h e r no t b e n o t i c e d , o r ma y g iv e o f fence : 

"the mal e pronou n ha s bee n use d throughou t th i s wor k 
for s t y l i s t i c reason s only : i t include s bot h 
masculine an d feminin e genders.' ' 

or "whe n usin g pronouns , th e mal e shoul d b e regarde d a s 
embracing th e female , an d vic e versa. " 

Rather t ha n us in g an y o f t h e abov e methods , i t i s probabl y 
p r e f e r a b l e t o r e p h r a s e s e n t e n c e s s o a s t o g e t r i d o f an y 
g e n d e r - s p e c i f i c examples . I n s t e a d of , fo r example , 

"In r o l e play , a  playe r receive s a n ou t l in e o f th e 
ro l e t h a t h e ha s agree d t o assum e an d i s the n fre e t o 
develop th e cha rac te r i sa t io n o f th e r o l e a s h e see s 
f i t onc e h e develop s th e cha rac te r i sa t io n o f th e 
ro le , h e canno t chang e h i s 'character ' whil e th e gam e o r 
role i s i n progress. " 

t h i s ca n b e r e w r i t t e n s o a s t o e l i m i n a t e t h e g e n d e r 
r e f e r e n c e s , e .g . a s 

" a  playe r receive s a n outlin e o f th e 
ro l e t h a t ha s bee n agree d w i l l b e assumed , and th e 
cha rac te r i sa t ion o f th e r o l e i s the n develope d a s th e 
player see s f i t . I t i s t o b e stressed , though , tha t onc e 
the characterisatio n o f th e rol e i s developed , i t canno t 
be change d whil e th e gam e o r rol e i s i n progress. " 

S i m i l a r way s ca n b e foun d r o u n d mos t s i t u a t i o n s wher e a 
p e r s o n a l p r o n o u n woul d onc e hav e bee n u s e d ; a l l t h a t i s 
n e e d e d i s commo n s e n s e an d a  w i l l i n g n e s s t o t r y t o 
r e p h r a s e . 

Cultura l ly s p e c i f i c c a s e s 

I t i s n o t a l w a y s a s e a s y t o r e c o g n i s e an y s p e c i f i c a l l y 
c u l t u r a l a s p e c t s i n c a s e s . T i x i e r an d B e r r i d g e hav e 
i d e n t i f i e d fou r p r i n c i p a l c u l t u r a l c o n s t i t u e n t s o r a r ea s 
a s e s p e c i a l l y r e l e v a n t t o t h e us e o f t h e cas e method , eac h 
of whic h ca n hav e a  c o n s i d e r a b l e e f f e c t : 

a) impute d national characteristics; 
b) typica l corporate values; 
c) prevailin g economic systems; 
d) th e values of the case writers and trainees 

themselves. 
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In general, they say, the more realistic a case is, the 
more difficult it is to adapt or transpose into another 
culture - its realism is often due to its cultural depth 
and specificity. 

Cases are often translated into another language, and this 
can cause difficulties even if the language in which it 
was originally written is understood by those using the 
case. Despite any translational abilitie s linguistically, 
this is not often accompanied by any attempt to ensure an 
adequate cultural translation . Th e translation may even, 
because of this, be regarded as unhelpful by those who 
have a good command of the original language, and who may 
prefer to use the original version so as to get a better 
understanding of both linguistic and cultural aspects. 

The way in which a case is constructed - structure, style, 
amount and format of information, etc . - affects both 
facilitator's and participant's responses to it. These, in 
turn, are affected by the educational culture in which it 
is written. Some educational cultures favour the maximum 
possible accuracy, order and structure in the so-called 
facts presented to the reader, so that the analysis then 
becomes a  fairly mechanica l process . The sam e cas e 
prepared in a different educational culture might well be 
very differently presented - with much less order, or even 
with disorder, and where the skills being fostered may be 
those of differentiation and creative interpretation of 
the material rather than dispassionate analysis. 

Because of the different approache s to the solving of 
cases, dependent on the cultural value put on each method, 
the techniques of case writing may vary considerably. This 
cultural aspect of the writing stage, and its implications 
for that and for all subsequent stages, should be always 
borne in mind. 

As was mentioned on p.32,the writers of cases typically 
are academics, administrator s or functional experts in a 
company. Th e effect o f thi s narrownes s ma y b e the 
production o f case s whic h ar e somewha t stereotype d -
serious, complex, high-minded, reflecting the culture and 
work ethic of the writer, rather than cross-cultural, or 
unethical, indelicate, or written in the much more racy 
language which tends to be used in everyday life. The lack 
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of variet y instil s i n th e trainee s attitude s an d 
approaches which reflect solely the educational, political 
and busines s syste m i n whic h an d fo r whic h the y wer e 
written. A conscious effort needs to be made to overcome 
this limitation . 

Even th e balanc e o f emphasi s an d perceived importanc e 
between cas e analysi s an d decision-makin g ma y var y 
considerably accordin g to  th e value attache d to  decisio n 
making in different cultures; the mechanism of decision 
making will be different, according to the decision making 
structure employed , whethe r a t th e genera l leve l o f 
structures o f societies , o r at the particular leve l of 
organisational configurations . The need for a solution to 
the cas e o n th e par t o f th e student s wil l vary ; th e 
preference fo r a type of solution ca n display cultura l 
influences. 

If there is a need to disguise names in a case, an item 
which gives no problems in e.g. European or U.S. cultures, 
difficulties ca n aris e wher e trib e o r cast e play s a 
significant part in a culture. Instead of just changin g 
site and names of company and workers, the cast list must 
have names appropriate to the area, and to the relative 
status. 

Tixier an d Berridg e thu s sugges t tha t th e substantia l 
cultural content of both the case itself and of the case 
method argue for explicit treatment of culture as one of 
the essential components of the whole case process. They 
regard i t a s insufficient t o trea t cultur e implicitl y o r 
incidentally, bu t propos e tha t cultura l awarenes s shoul d 
be fostered at the level of the case writer, the design of 
courses incorporating cases, and the classroom process. 

The case writer needs to keep in mind that the case bein g 
created i s i n par t a  cultura l document , wit h variou s 
facets of culture included both implicitly and explicitly. 
These could be questioned an d analysed i n the teachin g 
note along with the technical aspects, and there may well 
be advantages in adding a cultural note, particularly if 
foreign students are likely to deal with the case. 

Course design can include a range of cases illustratin g 
cultural parameters , i f only by a representative coverag e 
of cultural variations. Group composition can also help, 
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by con t ro l l in g i t s o a s t o ai d th e grou p member s learnin g 
c u l t u r a l awarenes s fro m eac h othe r an d th e grou p proces s 
re in forces th e learnin g experienc e abou t cu l tu re . 

F ina l ly , the s tudent s ca n b e encourage d alway s t o includ e 
c u l t u r e i n t h e i r a n a l y s i s s chemes . I n e v a l u a t i n g 
s o l u t i o n s , t h e t e a c h e r ca n c u s t o m a r i l y i n c l u d e t h e 
c u l t u r a l dimension s a s a n e s sen t i a l element , o n a n equa l 
footing wit h mor e conventiona l technica l analyses . 
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MORE DETAILED CONSIDERATIONS - SECTION 3 

COPYRIGHT 

C o p y r i g h t i s t h e nam e g i v e n t o t h e p r i n c i p l e t h a t t h o s e 
who c r e a t e work s o f t h e i n t e l l e c t s h o u l d hav e a  s p e c i a l 
r e l a t i o n s h i p wi t h them , i n s h o r t t h a t the y shoul d ow n the m 
as p r o p e r t y . I f t h o s e wh o c r e a t e o r produc e m a t e r i a l s ca n 
c o n t r o l t h e u s e whic h s o c i e t y make s o f the m an d can , b y 
i m p l i c a t i o n , mak e a  charg e fo r t h e va lu e whic h i s de r ive d 
from them , t h e y w i l l b e e n c o u r a g e d t o p r o d u c e mor e 
m a t e r i a l s an d s o b e n e f i t , e s p e c i a l l y , e d u c a t i o n an d t h e 
a r t s an d s c i e n c e s . 

The U.K . i n commo n w i t h a l l develope d c o u n t r i e s whic h a r e 
l a r g e p r o d u c e r s o f p u b l i s h e d m a t e r i a l , h a s a  s t r o n g 
p r o t e c t i o n i s t c o p y r i g h t la w w h i l e t h o s e wh ic h p r o d u c e 
l i t t l e b u t u s e t h e p r o d u c t s o f o t h e r s t e n d t o hav e l e s s 
r e s t r i c t i v e l e g i s l a t i o n . Yo u w i l l nee d t o b e c l e a r abou t 
t h e c o p y r i g h t s i t u a t i o n i n y o u r ow n c o u n t r y , b u t i t i s 
u n l i k e l y t o b e mor e r i g i d t h a n i n t h e U.K . s i t u a t i o n , 
which i s t ake n a s a n i l l u s t r a t i o n i n t h e nex t paragraph . 

I n t h e U.K . t h e r e a r e e i g h t c a t e g o r i e s o f m a t e r i a l 
p r o t e c t e d : 

-Literary works . 
These includ e vi r tual l y anythin g i n writte n for m an d includ e 
such th ing s a s s t r e e t d i r e c t o r i e s , busines s l e t t e r s an d 
p r iva t e l e t t e r s a s wel l a s l i t e r a t u r e i n th e commonl y 
accepted sense . Als o protecte d a s l i t e rar y work s ar e compute r 
programs. 

-Dramatic works 
These includ e play s an d th e writte n instruction s fo r bal le t 
or mime . 

-Musical works 
There i s n o definition , probabl y becaus e o f th e difficult y o f 
devising one . 

-Artistic work s 
These includ e pa in t ings , drawings , diagrams , char t s , maps , 
engravings an d photographs , a l l i r r e spec t i v e o f a r t i s t i c 
merit, alon g wit h work s o f arr±iitectur e (building s an d model s 
for buildings ) an d work s o f a r t i s t i c craftsmanship , suc h a s 
pieces o f jewellery . 

-Sound recording s 
These includ e gramophon e record s an d cassettes . 
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-Films 
These includ e video s 

-Broadcasts 
This i s oppose d to , an d i n additio n to , th e materia l actuall y 
in th e broadcast . 

-Published edition s 
These ar e th e typographica l layout s whic h a publisher use s 
when setting a  literary , dramati c o r musica l work , e.g . a  new 
typographical layou t o f a  wor k whic h may have been publishe d 
many times previously . 

There ar e man y complicatin g fac tor s i n copyrigh t law , an d 
s p e c i a l i s t i n fo rma t io n shoul d b e ob t a ine d i f yo u ar e i n 
any doubt . 

By t h e ver y n a t u r e o f man y o f t h e i r sou rce s , ca se s w i l l 
incorporate mate r ia l s whic h hav e bee n publishe d b y others , 
and a r e t hu s p r o t e c t e d b y th e law s o f copy r igh t . I f yo u 
have a l s o inc lude d i n t e r v i e w s an d o t h e r i t em s ob ta ine d 
from organisa t ions , yo u w i l l nee d t o ge t clearanc e t o us e 
t h e s e ; thoug h no t n e c e s s a r i l y a l l covere d b y copyr igh t , 
t h i s i s a d v i s a b l e fo r bot h c o u r t e s y an d t o ma in t a i n goo d 
working r e l a t i onsh ip s . 

Copyright als o applie s to  th e cas e you produce. I f i t i s 
written a s par t o f you r job a s a n employee, the n th e 
copyright normall y belong s to  you r employe r unles s yo u 
have mad e a n agreemen t t o th e contrar y wit h you r 
enplcyer. 

Despite this , i f you r cas e stud y include s material s 
which ar e th e copyrigh t o f others , i t i s yo u a s th e 
author wh o has th e responsibilit y fo r ensurin g tha t 
copyright clearanc e ha s bee n obtaine d fo r thos e 
materials, regardles s of wh o actually owns the copyrigh t 
of you r case study , o r wh o might publish it. 

Thus, an y o f t h e sou rce s whic h wer e mentione d i n th e 
s e c t i o n o n w r i t i n g c a s e s shoul d b e regarde d a s bein g i n 
copyright, an d permissio n shoul d b e sough t i f usin g mor e 
than a  ver y smal l p a r t o f any . I n a d d i t i o n , a l thoug h a 
case ma y b e base d o n p u b l i s h e d m a t e r i a l , p a r t o r a l l o f 
t h a t m a t e r i a l ma y hav e bee n o b t a i n e d fro m unau thor i se d 
s o u r c e s . I n suc h a  c i r c u m s t a n c e , t h e cas e w r i t e r shoul d 
check th e v a l i d i t y o f th e source , i f poss ib le ; cross-chec k 
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t h e accurac y o f th e i n fo rma t ion , aga i n i f p o s s i b l e ; an d 
check t h a t th e mater ia l ca n b e used . 

Even wher e you r e n t i r e cas e i s base d o n f u l l y a u t h o r i z e d 
ma te r i a l s fro m a n organisat ion , yo u shoul d thin k severa l 
t imes abou t whethe r yo u shoul d sen d a  cop y o f th e cas e t o 
t h a t o r g a n i s a t i o n fo r c o r r e c t i o n o f an y e r r o r s , 
p a r t i c u l a r l y i f cont rovers ia l i ssue s ar e involved . 

If yo u hav e col lecte d informatio n b y mean s o f 
discussions an d interview s i n a n organisation , yo u 
should ensur e tha t th e situatio n wit h regar d t o thi s 
material i s clea r both to you and to the organisation . 
Before yo u start , indicat e tha t som e o r a l l o f th e 
material ma y be used in a  case study, subjec t to fina l 
approval b y th e organisation , an d have i t confirme d i n 
writing tha t thi s i s acceptabl e t o th e company. 

When yo u hav e complete d you r case , submi t i t t o th e 
o r g a n i s a t i o n i n whic h yo u di d t h e r e s e a r c h fo r t h e i r 
w r i t t e n approva l an d con f i rma t io n o f r e l e a s e . Ther e ma y 
sometimes b e problem s -  som e mater ia l ma y b e conf ident ia l ; 
the organisa t io n and/o r p a r t i c u l a r ind iv idua l s ma y no t 
wish t o b e i den t i f i e d o r i d e n t i f i a b l e i n th e case ; aspect s 
may b e su b j u d i c e -  bu t g e n e r a l l y t h e r e a r e no t problem s 
w i t h r e l e a s e . I n f a c t , o r g a n i s a t i o n s a r e o f t e n 
s u f f i c i e n t l y i n t e r e s t e d t o sen d someon e alon g t o observ e 
on, an d mayb e tak e pa r t in , th e us e o f th e case . 

Should you r cas e b e d e a l i n g wi t h problem s an d proble m 
areas whic h ar e ver y s e n s i t i v e , yo u ma y sugges t o r i t ma y 
be suggeste d t o yo u t h a t th e i d e n t i t y o f th e organisat io n 
and o f an y indiv idual s shou l b e disguised . Doin g t h i s ma y 
a f f e c t t h e i n t e r e s t an d involvemen t o f t h e t r a i n e e s 
because i t i s t h a t muc h f u r t h e r remove d fro m r e a l i t y . 
C o n s e q u e n t l y , c h a n g i n g a s p e c t s suc h a s t h e t y p e o f 
o r g a n i s a t i o n , i t s l o c a t i o n , t h e pe r son s invo lved , th e 
t i m i n g o f t h e problem , shoul d b e don e wi t h c o n s i d e r a b l e 
c a u t i o n an d c a r e . However , i f t h e r e q u e s t fo r d i s g u i s e 
comes fro m th e organisa t ion , yo u a s th e cas e wr i t e r mus t 
honour t h a t request . 

Copyright law s appl y a s muc h t o non-pr in t mater ia l a s t o 
p r i n t e d s o u r c e s . An y photograph , s l i d e , f i lm , aud io tape , 
videotape, o r o f f - a i r recordin g w i l l nee d clearance , an d 
p e r h a p s a  c o p y r i g h t f e e t o b e p a i d , b e f o r e yo u ca n 
lawfully us e i t . 
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Failure t o obtai n copyrigh t clearanc e an d forma l 
organisational releas e can resultin, at the least, loss 
of cooperation from the organisation which provided the 
information (an d probabl y fro m othe r organisation s a s 
well), or at the worst an expensive law suit for breach of 
copyright or the unauthorised publicatio n of confidentia l 
information - or both! 

To assist you in keeping within the law, sample letter s 
are reproduced in a number of publications, e.g. those by 
the Case Clearing House of Great Britain and Ireland. 

(The abov e informatio n i s based , with thanks, o n that 
contained i n th e Counci l fo r Educationa l Technolog y 
Information Shee t No. 6). 
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