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AN Graduate
Na—7 SChool

Instructions for Completing and Submitting

Assignments

Updated: May 2020

Assignments allow students to assess their progress, while the feedback examiners provide
when marking submissions, enables each student to identify aspects that they may need to

focus or spend more time on before writing their examinations.

You must follow this updated guideline, “Instructions for Completing and Submitting

Assignments” and “Technical Instructions for Completing Assignments”.

The instructions for completing and submitting assignments and the technical instructions are

available on the eLearn platform http://elearn.immgsm.ac.za/ as well as in the Yearbook.
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1. Important tips to remember

e The IMM Graduate School reserves the right to alter the format of its

assignment question papers at any time.

e |tisrequired that the assignment is typed as marks will be awarded for presentation
(excluding specified modules).

e Students should ensure that they password protect their assignment on their
computer, tablet, smartphone or memory stick to prevent other students from
accessing and copying their work.

e Students may work together but may not submit similar or identical assignments.
Students must be able to prove that they worked independently in compiling the
submission.

e Students must keep copies of their assignments in the event that the IMM Graduate
School requests this to be made available.

e No assignment may be sent to members of faculty or any other member of staff for
checking prior to the assignment submission date.

e No extensions for assignment submission will be granted after the published due
date, except in exceptional circumstances.

e |t is the student's responsibility to ensure that the IMM Graduate School has
received their assignment/s on or before the specified assighment due date.

e Students must ensure they have submitted the correct module assignment(s) for
each semester, as well as ensure that the assignment question paper which they are
working from is the correctly dated assignment, and not an assignment from a
previous semester or Assignment 2 instead of Assignment 1 where applicable.

e The assignment submission deadline refers to the day up to which assignments will
be accepted for marking purposes. The deadline for submitting is 23:59 on the
assignment due date. Late assignments will be accepted, but marks will be deducted
from the maximum mark if received after 23:59 (on the submission deadline date)
and up to 23:59 the following day, after which no submission will be accepted. After

this deadline no assignments will be accepted.

© IMM Graduate School Instructions for completing and submitting assignments



Page 4 of 14

e Assignments where a PDF Upload is required: Note - You will upload your
assighment in two steps:
STEP 1: Upload assignment (file saved as PDF not scanned) to Check my Work for
Similarity (Turnitin) and download the similarity report
STEP 2: Upload similarity report for grading in Upload Assignment activity
e NB: Your assignment will not be graded if you do not follow the 2 steps outlined
above.
e Assignments where the completion of an eLearn activity is required:
o Click on Complete eLearn Activity (Attempt quiz)
o Ensure you complete each question.
o Ensure you click “Submit all and Finish” button once you are satisfied with
all your answers.
o Note: Only two (2) submission attempts are permitted. The final attempt will
be graded.
e Late submission penalties as follows:
o Modules with 2 assignments and an examination — less 5 marks per late
assignment
o Modules with 1 assignment and an examination — less 10 marks per late
assignment
o Modules: 1 assignment/report only (no examination) —less 10 marks per late
assignment
e Faxed or emailed assignments will NOT be accepted.
e If an assignment is submitted and the student has not registered, a marking fee per
module will be charged.
e Assignment results cannot, under any circumstances, be carried over from one

semester to another.
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2. Instructions for Completing Assignments

a. Retrieving the assignment question paper
e You can download the assignment question paper from the IMM Graduate School

eLearn platform where you will also find the due dates for each assignment specified.

b. Preparing to write an assighment

e Before starting the assignment writing process, ensure that you clearly understand
the assignment questions.

e The contents of your assignment must illustrate your knowledge and understanding
of the topics that you cover in the answers.

e You are also advised to plan the contents of your assignment in advance.

c. Writing the assignment

e When drafting your assignment, please always keep in mind that the assignment is set
on the level of higher education. Therefore, you should not only demonstrate an
adequate understanding of theory, but also should show insight into the application
of the knowledge. Normally, one mark will be allocated to a well-formulated, full
statement. The correct use of subject terminology is essential.

e Clarity of expression is important in an assignment. Write your ideas in full sentences
and in a paragraph format. A sentence should ideally only include one basic statement.
Examiners and markers prefer succinct sentences rather than long involved sentences.
Do not write sentence fragments.

e A paragraph should contain only one main idea that is supported by the other
sentences in the paragraph.

e The use of correct forms of spelling, punctuation, grammar and sentence structure is
one factor in achieving clarity. When marking your assignment, the marker will

consider these aspects of written expression in assessing the clarity of your work. You

© IMM Graduate School Instructions for completing and submitting assignments


http://learn.immgsm.ac.za/

Page 6 of 14

should use the spelling and grammar-checking features on the computer and always

proof-read your assignment before submitting it.

e Remember to always write in the third person. The use of first person language such

as |, we, us, etc. or the use of slang, informal language, colloquialisms such as telly

versus television or stats versus statistics are not acceptable practices in academic

writing.

I.  Formatting of PDF upload assignments

The IMM Graduate School requires all assignments to be formatted as follows:

Assignments must be typed, on plain A4 paper, unless stated otherwise.

The contents of the assignment must be typed using Arial font, size 12.

Each question, heading / section must be indicated in bold Arial font, size 12.
Table of contents to be included.

Start every question on a new page.

Use headings and sub-headings to give structure to your answers.

All headings and sub-headings must be numbered.

Unless otherwise specified, the text must be justified meaning text should be full
flush with both margins or in other words distribute text evenly between the left-
and right margin. This excludes the Reference List, which must be left aligned.
Spacing between lines should be 1.5.

Leave an open line between paragraphs.

Single spacing must be used after a full stop or a colon.

Assignments should be typed on one side of the paper only.

Your assignment should be written in English (South African) or English (UK). The
same should apply when using spellcheck - please use English (South Africa) or
English (UK).

The following information must appear on the top of every assignment page:

o IMM Graduate School student number

o Module name
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o PageXof Y (e.g. Page 3 of 5 this numbering convention must be used for every
page of your assignment including the Reference List page(s). Please note that
the Reference List page(s) at the end of your assignment must be included in
this numbering (in the header) as they are part of the total number of pages in

your assignment.

Word limit / Page limit if applicable

If specified, assignment and project word limits / page limits will be indicated on
the assignment question paper or project question paper cover sheet.

Students are encouraged to produce a concise, well-formulated assignment, in a
neat and properly structured format.

The word count / page count must be indicated on the front cover of the
assignment or project in the space provided.

The examiner will not mark an assignment beyond the limit stated.

Back up your work

You must keep a backup copy of your assignment as a precaution against any
unforeseen mishap.
In exceptional cases, the IMM Graduate School may require you to submit a

backup copy of an assignment.

IMM Graduate School’s Guideline to Harvard Referencing

The IMM Graduate School follows a version of Harvard referencing, the “IMM

Graduate School’s Guideline to Harvard Referencing” in the citation of sources in

academic texts.

Please download the IMM Graduate School’s Guideline to Harvard Referencing

and PowerPoint slides from eLearn and watch the online IMM Graduate School’s

Guideline to Harvard Referencing tutorial on eLearn.

Proper in-text citations are necessary when completing assignments.
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e AReference List must be included at the end of your assignment. A Reference List
is a list of ONLY of those sources that you have referenced in the text of your
assignment. It is not a Bibliography.

e According to the Harvard Referencing System, a Reference List is arranged
alphabetically by author or by title if there is no specific author. Internet sources
must also be included and referenced. The use of academic journals and seminal
works are encouraged. Refer to the Presentation Mark Rubric attached (when
applicable) to individual assignments for a general guideline of the minimum

number of sources in the list of references.

NOTE:
o A textbook is regarded as a single source, even if there are a number of
contributors.

o Please note that the Reference List is left aligned and not fully justified.

d. Presentation marks

e Refer to the Presentation Mark Rubric (when applicable) attached to assignment
papers.

e Ensure you familiarise yourself with the detailed breakdown of each section as the
marker of your assignment will use this rubric when assessing your assignment

presentation.

e. Plagiarism Policy
e The contents of your final assighment submissions must be completely your own

work. Only when you use your own words can the marker establish whether you have
understood the concepts outlined in the study notes.

e Plagiarism is to submit someone else's writings or ideas as your own, and it is a very
serious academic offence. Plagiarism involves copying another person's work in part
or in its entirety. Plagiarism may also involve using excerpts from other sources,
without due acknowledgment of the source. It is important that the appropriate

academic quotation referencing conventions are used when quoting from sources.
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e To prevent plagiarism, the IMM Graduate School has drawn up a Plagiarism Avoidance

Guideline and the IMM Graduate School’s Guideline to Harvard Referencing System,

links to download these document are available on eLearn. Familiarise yourself with

their contents to ensure that you do not transgress the plagiarism rules.
e An assignment will not be marked of no reference list is not included and will be

subject to a plagiarism inquiry.

f. Check your work (submit on eLearn to view Turnitin similarity report)

e As part of our efforts to help you effectively write your assignment we have integrated
Turnitin software with our eLearn platform and availed it to all students.

e Turnitin encourages best practices for using and citing other people’s written material
by producing a similarity report therefore alerting you to the need for improving your
referencing and citing skills as well as reducing the risk of being penalised for such.

e See How to Guide: Submit assignments online (eLearn) for detailed instructions on

how to check your work.

NOTE:
o Submitting your work on elLearn will also run it through Turnitin software
therefore producing a similarity report.
o Students on modules required to submit their work on elLearn please note by

submitting you are also checking your work.

3. Instructions for Submitting Assignments

e You are required to submit two assignments per module except for:
o ABMC401P and AGMD401P-where you are required to submit one assignment
which constitutes 40% of the final assessment mark
o AL, AL101C, BP304B, BRP302B, MRP302B, WIL301D, ETS301D, AMP401P,
AMAR401H, AML401P, AMMA401P and AMRR402H.
o NOTE: AMP401P has a non-compulsory submission.
o NOTE: AMRR402H has a non-compulsory submission.
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e The IMM Graduate School does not follow up on assignments that are not received. It
is the student’s responsibility to ensure that the assignment reaches the IMM
Graduate School before the specified submission date. If you are unable to complete
the assignment by the due date, you should submit whatever work you have
completed.

e No assignments may be sent to staff members including members of faculty, markers

or lecturers/ tutors either prior to submission for checking or to submit on your behalf.

a. Submissions of assignments

For the elearn activity and online submission (undergraduate and postgraduate
modules) refer to the “How to Guides” posted for each module. Note: Submission modes
may differ from one module to another — ensure you follow the instructions in the How

to Guide posted in that specific Module.

I.  Submission due date and time
The assignment submission deadline refers to the day up to which assignments will
be accepted for marking purposes. The deadline for submitting is 23:59 on the
assignment due date. Late assignments will be accepted, but marks will be deducted
from the maximum mark if received after 23:59 (on the submission deadline date)
and up to 23:59 the following day, after which no submission will be accepted. After

this deadline no assignments will be accepted.

Il. Late submissions
Late submissions will be accepted, up to 23:59 on the day following the due date will
be automatically marked as “received after due date”. Refer to the late submission

penalty as indicated on the front cover of the assignment papers.

Ill. Extensions
e Extensions will only be granted in exceptional circumstances, such as serious

medical problems or recent death of a close family member.
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e Astudent must apply for an extension in writing, prior to assignment submission
date, and needs to attach certified documentary evidence, a medical certificate
from the attending doctor or death certificate, to support the request. A hospital
admission form will not suffice. The doctor’s certificate must state the reason for
the extension.

e Should there be a medical emergency on the date of assignment submission then
a certified/original copy of the doctor’s certificate must be delivered or posted
(registered post), within 24 hours, to any IMM Graduate School office.

e  Occupational commitments and extra-curricular activities are not accepted as
grounds for granting extensions - you are expected to plan ahead and schedule
your workload accordingly.

e |n considering an extension application, the IMM Graduate School will need to
consider the fairness of the process with regard to other students who completed
their assignments on time.

e The IMM Graduate School reserves the right to refuse an extension.

e If an extension is granted it will not be beyond fourteen (14) days after the due

date.

4. Assignment results

The assignment contributes to the final assessment mark as follows:

Modules with 2 Assignment 1 Assignment 2 Examination contributes
assignments and 1 contributes 20% | contributes 20% | 60% of final mark

examination to final mark to final mark

Modules with 1 Assignment contributes 40% of the | Examination contributes
assignment/project and EiliEINUEILS 60% of final mark

1 examination

Modules with 1

ESEOIMGENTAE Ll X u A The assignment/ report contributes 100% of the final mark
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e The assighnment result, unless otherwise stated, contributes 40% towards the final
result for the module, the remaining 60% is made up from the examination.

e A high assignment result may not compensate for a poor result in the examination.

e The final results are scrutinised by a panel of senior academics and administrators to
ensure the fairness of mark allocations and the reliability of the marking process.

e Your assignment result/s will be released as a percentage result (a result out of a 100)
on the date published in the Calendar of Events, found in the IMM Graduate School

Prospectus and on the IMM Graduate School’s Student Portal (www.immgsm.ac.za)

and by any other electronic means as may be applicable from time to time such as
SMS or e-mail.

e An assignment result cannot be carried over to the next academic semester. If you
have submitted an assignment, but have not written the examination for that

particular module within that academic semester, you must submit a new assignment.

a. Results release

Please refer to eLearn Module Announcements for dates of results release week.

b. Results appeal
Should you wish to appeal the result of your assignment, you are entitled to do this

using a Results Appeal Application Form via email to assignments@immgsm.ac.za,

clearly detailing the reasons for the appeal. You will receive feedback within 14 days.

c. Viewing the marked assignment
e Assignments completed and submitted as an eLearn Activity will be marked and
if applicable certain answers will have marker’s comments.
e For assignments that were submitted as eLearn Uploads, your online feedback
will be available on eLearn.
e Projects and reports are marked online, and will have marker’s comments made

online for you to access.
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d. General Assignment Feedback reports
Marking guidelines are not made available to students. If you have a specific query,
follow the process as explained — Result appeal. General Assignment Feedback report

for your specific module/s will be posted on eLearn under the specific modules.
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5. Final Check List

o Before handing in your assignment please ensure that you:

e Have carefully studied the assignment questions.

e Have thoroughly read the “Instructions for Completing and
Submitting Assignments” as well as the “Technical Instructions for
Completing Assignments”.

e Are familiar with the content of the Plagiarism Policy and IMM
Graduate School’s Guideline to Harvard Referencing.

e Have followed all the instructions in the IMM Graduate School’s
Guideline to Harvard Referencing.

e Have carefully studied the Presentation mark rubric, which can be

found attached to the assignment question paper.

It is very important that you check that you have:

v Tick in agreement to acknowledge your understanding and compliance
with the Student Plagiarism Declaration for Assessments.

v Included a References List.

v" Added your IMM Graduate School student number, the module name,
page number and total number of pages to EVERY PAGE in a header.

v" Inserted the assignment word count on the cover sheet.
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