HONG KONG INSTITUTE OF VOCATIONA EDUCATION (TSING YI)
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General Guideline for Training Log Book Writing

Practical Training is fundamental in developing your understanding of the theoretical knowledge in Engineering. It also gives you practical experience in the use of equipment and the practical application and techniques in your field.

Training log book should follow a set format and use appropriate language. This resource explains the tasks involved in doing a log book and covers some important points you should keep in mind. 

(a) Points to remember:

1. No loose-leaf attachment is allowed
2. The log book content is a means of assessing your practical skills and your understanding of the application of theory.

3. The presentation of the log book is very important. Results have to be presented logically and systematically in figures or tables so that it is easy for you to compare the outcomes of different approaches. 

4. Using an impersonal style in log book writing
(b) Structure:

Your log book should include the following sections:

1. Title of assignment

2. Aim

3. Method

4. * Results and Discussion

5. * Conclusions

 * Optional for individual assignment but is compulsory for the whole training element.

(c) Aim
This section states the aims of the assignment.  In any assignment, you aim to do something.For example, you aim to verify, to investigate, to measure, to determine, to compare or to calculate. 

· Use the verb form starting with “to” (eg. to investigate)

· Avoid the noun form which often ends in “-ion” ( eg. investigation )

· Aims can be written either in point form or in complete sentences. However, it would be better to be consistent for the whole section

(d) Method

This section describes what was actually done and so the verbs are usually written in the past tense, passive voice ( for example, were connected, was measured, was calculated).

(e) Results and Discussion

You need to :

· identify any discrepancies 

· explanation of the possible reasons for the discrepancy and the possible sources of error in the assignment
(f) Conclusions

This section states whether the aims of the assignment were achieved or not, and briefly summarizes the key findings.

You need to :

· Summarize the main reasons for any discrepancies

· Briefly describe what you have learnt in areas of technology, application and safety aspects. 
(g) Practical Training Logbook submission
· Deadline for logbook submission is one week after completion of all training components. Class representatives are responsible to collect all the logbooks and submit to Mr. Raymond Kwok (Room B324, Tel: 2436 8763, e-mail: ctkwok@vtc.edu.hk). Individual submission will not be entertained. 
·  Please note : 
> Late submission is NOT accepted after the dispatch of logbook circulation. 
> 100% attendance and completion of good quality logbook are the two of critical factors for getting a “Pass” for this module.
 (e) Assessment

	Item assessed 
	Max. Mark

	1. Record of scope 
	10

	2. Description of tasks
	40

	3. Self-reflection
	40

	4. Application
	10

	Total  
	100


(f) Grade and mark conversion table

	Range of marks and criteria of assessment
	Grade

	75-100    Outstanding or excellent performance
	A

	65-74      A good performance
	B

	50-64     A satisfactory performance
	C

	40-49     A marginal performance 
	D

	20-39     A inadequate performance
	E

	0-19     Totally inadequate level of performance
	F


