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Introduction
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1.

What is the task?

2.

What data/information 
is needed?

3.                              
Where to get 

data/information?

4.                             
Getting and checking 
the data/information

5.                     
Processing the 

data/information

6.                       
Drawing conclusions 

and reporting

The better you 

understand the task 

and identify WHAT 

you need to solve the 

problem – the easier 

your task will be 

Arrows show the flow, 

but we constantly need 

to reflect on the process 

and refine it 



Scenario based.

Study the scenario and describe in your own words exactly what 
the problem is and what needs to be done.

Explain also why and when the problem occurs. 

This depicts the task definition.
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Task Definition
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Task Definition break down

A clear description of  your understanding of  the task or 

problem as depicted in the given scenario.

 A detailed description of  how you will go about 

investigating and sourcing information as required.

 Detailed explanation of  how the problem will be solved.

 Detailed explanation of  how the information will be 

analysed and presented.



1. What the task is?

2. Who the information is for?

3. What information is needed?

4. How and where you will find the information?

5. What the possible outcome will be?

6. How the information will be presented?
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Questions to ask when drafting a 

Task Definition



Formulating a task definition
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• Create a clear definition of  the task

• If  you do not fully understand the task 

you will end up with a solution that does 

not match or satisfy the requirements
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Activity 1 



In order to solve the problem and answer the focus 

question, you need to ask good quality questions to 

help you find appropriate data and information. 

This is the foundation of  the entire PAT and a good 

foundation will ensure a good quality in the subsequent 

phases
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Introduction



Read the focus question very carefully so that there’s a 

clear understanding of  what needs to answered.

The focus question should guide you to identify 

additional quality questions that will help to find the 

data and information that will be needed to answer the 

question.
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Focus Question



Data and information which can be processed using a 

spreadsheet and manipulated using a database by means of  

queries and reports.
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Type of  data and information
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Evaluate the questions

A variety of  question types that show different levels of  

thinking is recommended. 

Arrange list of  questions according to headings and sub 

headings.
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Levels of  Questions
Level 1

Provide facts (who, when, where, what, how many, etc.) questions give direction 

to the investigation (why, how, etc.) 

Level 2

Questions that give direction to the investigation (why, how, etc.)

Level 3

Questions that Support predictions or help with adjustments (what if, if, etc.) 

Level 4

Questions that Support judgement or help to evaluate critique review or find 

meaning (would it be better if, what recommendation, what would be best, etc.)
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Two broad types of  questions

Closed

• Answered 
with facts

• What?  
Where? 
When?
Who? etc.

Open-ended

• Require 
exploring, 
brainstorming, 
judgement

• Why? How? 
What if ?

Determining what data and 

information is needed 
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Different levels help shape the best solution! 

Closed

• Lower level 
questions

• Facts only

Open-ended

•Higher level 
questions

•Help to make a 
judgement or 

recommendation
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General tips on setting questions

 Talk to people with first-hand experience of  the topic

 Try to imagine yourself  in the situation

 Don’t assume anything

 Brainstorm ideas with a friend 

 Reflect on your questions – this will often lead to other 

questions, and help with ordering the questions

 Is the question helpful for the task in hand?

 Don’t confuse key questions with survey-type questions
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Activity 2



Surveys for collecting data
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• Quick and easy to get information from a group

• Can generalise the findings if  the sample group is 

representative and large enough

• Data from surveys can be captured and analysed easily 

and quickly – if  the questionnaire is well designed

Sometimes the ONLY way to get certain types of  

information – people’s like and dislikes on topics, etc.

Benefits of  using surveys to gather information



Different ways of  conducting surveys
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Postal Mail

Phone

Visiting people at home 

Approaching people in the street

Electronic questionnaires (email)

Web-based forms 

In person

Electronically
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Types of  survey questions
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• Avoid irrelevant questions – personal 

information

• Don’t use jargon / technical terms

• Avoid ‘double questions’

• Provide an ‘other’ option if  necessary

• Avoid asking questions in the negative

• Avoid using vague terms like ‘sometimes’

• Test your survey on a friend

Setting questions for a questionnaire
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• Aim of  the questionnaire must be clear

• Give clear instructions 

• Emphasise important words 

• Be concise – check spelling and grammar

• Leave enough space for answers

• Use white space wisely – avoid clutter

• Number questions clearly

• Thank the respondent

Effective layout of  a questionnaire
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Activity 3



Checking the quality 

of  information
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• Find information in websites and other sources that will 
be utilized in task.

• Find information in websites and other sources that will 
be utilized in task. Explain that resources should be 
reliable and free of  any bias and it is crucial to compare 
different sources of  information in order to get an

• Objective view of  the issue at hand
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Information
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Quality control techniques:

Authority - Who created the information?

Accuracy - Can the statement in the resource be 

substantiated? 

Currency - Is the information up to date or relevant?

Objectivity - Resource or author show any bias?

Coverage - Coverage of  topic.



• Find information in websites and other sources that 

will be utilized in solving the problem as stated in the 

Task Definition.

• Resources should be reliable and free of  any bias.

• It is crucial to compare different sources of  

information in order to get an objective view of  the 

issue at hand.
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Information in Resources



• Affiliation

Indicates who supports the website

• Audience

Who the target audience is

• Authority

Credentials of  person who created the resource

• Author

Who created the website
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Criteria to evaluate the reliability of  

websites continues …



• Content

Is the content relevant and well organised

• Current

Is the content still relevant and up to date

• Design

Relative easy to navigate

• Objectivity

Does it show any evidence of  preconceptions

• Trustworthy

Do you trust the evidence enough to use it
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Criteria to evaluate the reliability of  

websites continues …



Authority, objectivity & affiliation
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A source’s affiliation with organisations, institutions or 

interest groups can indicate whether the source is an 

authority in its field or is likely to be biased (not objective)
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Cross-check information with other sources, especially if  

you find conflicting information in different sources 

Accuracy
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Some information is age-sensitive – it changes at a rapid 

rate – and getting outdated information does not help

Currency
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How ‘in depth’ is the source?
(This depends on your needs)

Coverage
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• Age group / type of  audience?

• Language pitched at right level?

• Evaluation of  audience also linked 

to coverage.

Target audience



Also consider how easy it is to USE the site

– website layout and design
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 readability

 consistency of  design

 ease of  navigation

 speed of  loading

 whether all the links work

Aspects include
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Activity 4



Do:

1. Written module 

activity
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