
 

 

 
 

HOW TO WRITE JRF FINDINGS 
 

 
Introduction 
 
Producing a draft Findings is usually part of your contractual agreement with JRF. JRF retains 

copyright of the Findings and reserves the right not to publish. The purpose of Findings is to: 

 

• provide a concise, clear summary for busy people in a position to influence policy or 

practice relating to that topic; 

• present genuinely new knowledge and/or contribute to an ongoing debate. 

 
Findings have a set structure and length, and a specific style. They should make sense as stand- 

alone documents and should sum up your project’s findings. They are not intended as a formal 

record of the research and how it was done. 

 

Format 
 

Findings have four pages. They can fit a maximum of 300 words on the front page and 

approximately 500 words per main page – 1,800 words in total. Figures, tables or photos can be 

included if they explain the findings better than words, but the space they take up ‘costs’ about 250 

words for smaller figures/tables, or about 350 words for more complex ones. Pages two to four 

include an introductory paragraph about the background to the project, the main text, a short 

conclusion, and a short paragraph about the project (methodology), with brief details of the source, 

scale and time limitations of the data used. JRF adds a note at the end about how to access the full 

report. See  examples on our website and an example Findings / Summary template with guidance. 

 

Language and style  

 

Use clear accessible language, in short sentences that are easy to scan online, and please avoid 

jargon. Use the ‘active’ not ‘passive’ voice. Explain any specialist terms that can’t be avoided in 

the text as you go along. Remember the audiences for your findings might not be specialists in 

your area. Read our Style Guide before writing your findings, but here’s some quick tips: 

 

• Write active not passive sentences: ‘Ben ate an apple’ not ‘an apple was eaten by Ben’. 
• Use the third person not the first-person plural: ‘the study found’, ‘the analysis showed’ not 

‘we found’, ‘our analysis showed’. 

• Be clear about the difference between findings and your conclusions. 
• Cite references only when absolutely essential and do not use footnotes. 
• Make sure information mentioned in the bullet-points on the front-page reflects the main 

text and full report. 

• Comment only on policy or practice that relates directly to the project. 

 

Framing 

 

‘Framing’ simply means being aware of the impact certain values and metaphors have on readers 

when you’re writing about poverty. Through research we’ve done with the Frameworks Institute we 

know that referencing particular values and using specific metaphors has a powerful and positive 

effect on the way readers take in our messages. This toolkit explains what framing is, why we’re  
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using it, and how you can put it into action yourself. Please read the toolkit and include appropriate  

framing in your blog. It’s more powerful to stick to one type of metaphor rather than mixing them. 

The ‘currents’ metaphor is best for explaining how people move into poverty, and the 

‘restricted/restrained metaphor’ works best when describing the state of being in poverty. You can 

find different words and phrases to use within these metaphors under ‘More words and phrases 

we can use’ at the back of the toolkit. Check with the Editorial Team (Paul Brook 

paul.brook@jrf.org.uk, Ann Crossley ann.crossley@jrf.org.uk) if you’re unsure. 

 
Process 
 

Your Project Manager at JRF will work with you on the draft Findings to ensure that it accurately 

reflects your project. They then send your Findings to the Editorial Team, who will co-ordinate the 

detailed editing and production. The Editorial Team allows four weeks to edit, print and deliver a 

Findings, so please work this into your schedule (work backwards from any preferred publishing 

date you may have - these are sometimes connected to events / meetings with key people). 

 
Drafts are edited by the Editorial Team or a freelance editor and can range from a light edit to a 

rewrite or restructure. We will discuss any changes with you and highlight any queries. You will 

always be sent the final draft of the Findings text for comment or approval. The team will work with 

you to ensure the title is clear, self-explanatory and will show up well in internet searches. Once a 

final draft has been agreed, our designer will lay out the proofs in JRF house style, including 

redrawing any figures or tables. Proofs of Findings are not sent to authors at this stage.  

 

Graphs, tables and pictures 

 

Please indicate where in your Word file the figures / tables should appear and send us an Excel file 

with the original data and the graph it creates, marked clearly so we can match it to the location in 

the Word file. Put each figure on a separate Excel sheet within the file and remove any unconnected 

data. Number captions consecutively (for example, Figure 1, Figure 2), describe what the figure is 

and the main point it makes: 

 
Get permission to use figures or images that are not yours before you send them to JRF (including 

the source) as high-resolution JPG or PNG files, at a minimum of 300 dpi. Do not copy from the 

internet: get permission from the content owner and ask them for a high-res version.  
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