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Assignment Guidelines

· As a candidate with CDN, you will submit assignments as a part of your course.
· Assignments should be submitted by the dates highlighted by your tutor.
· The assignment should be your own work and not copies of theories or models. 
· Direct quotes should be kept to a minimum, and shown in inverted commas. Models
described and other quotes used must be properly attributed and referenced as appropriate. You must acknowledge or reference any sources that have been used to complete the assignment, listing reference material and web sites used, appendices must not be included. 
· You are encouraged to produce a reflective statement of no more than 300 words (which does not count towards the final word count), describing the value and knowledge gained from undertaking this assignment. The reflective statement is not assessed, however it encourages you to review the value and application of your learning.

Policies

· CDN courses are all delivered within the framework of policies which are available on request, or by accessing the CDN LearnOnline (Moodle):  http://professionallearning.collegedevelopmentnetwork.ac.uk/ 

Submission of assignments 
· Assignments should be submitted to e-learning@cdn.ac.uk by the submission dates highlighted by your tutor (which can also be found on CDN LearnOnline), and must be accompanied by a signed cover sheet.

· In exceptional circumstances an extension to the notified submission date can be requested.  Please complete a CMI Assessment Submission Extension Request and email to: e-learning@cdn.ac.uk 
· Assessments will take a maximum of six weeks (from the assessment submission date) to mark and you will be sent an email from CDN advising you of your results.

· Results are a pass or refer. If your assignment is assessed as referred you will be given feedback on the change(s) to be made by the CMI marker and you will be able to resubmit your assessment on one occasion only.  Please advise e-learning@cdn.ac.uk the date by which you plan to resubmit your assignment.
· A resubmitted assignment should clearly show the amended sections(s) highlighted in blue in order to assist the marker when assessing the area(s) that have been changed.

Appendices 

· Appendices should not be included. All use of tables, graphs, diagrams, Gantt chart and flowcharts should be incorporated into the main text of the assignment. Any published secondary information such as annual reports and company literature, should be referenced in the main text of the assignment but not included.

Confidentiality 

· Where learners are using organisational information that deals with sensitive material or issues, they must seek the advice and permission from that organisation about its inclusion in an assessment. Where confidentiality is an issue, studying members are advised to anonymise their assignment so that it cannot be attributed to that particular organisation. 

Word count policy
· In total, it is required that your assignment should comply with the word count (s) stated. Learners must comply with the required word count, within a margin of +10%. These rules exclude the index (if used), headings, information contained within references and bibliographies. When an assessment task requires learners to produce presentation slides with supporting notes, the word count applies to the supporting notes only. 

· Where a learner’s work has contravened the word count policy, it will be reviewed by the Assessor and Chief Assessor before a final decision is made. 

Referencing 
· A professional approach to work is expected from all learners. Learners must therefore identify and acknowledge ALL sources/methodologies/applications used. The learner must use an appropriate referencing system to achieve this (see the links to the Student Referencing guide in your programme area). Whilst marks are not awarded for the use of English, the learner must express ideas clearly, succinctly, and ensure that appropriate terminology is used to convey accuracy in meaning.
Plagiarism and collusion
· You must submit the CDN cover sheet with your assignment, with the Academic Honesty Declaration signed. 
· Academic offences including plagiarism and collusion are treated very seriously.  You should refer to the CDN policies for further information and, if in doubt, seek clarification from your tutor.

Instructions and information for candidates
· The external assignment is set and marked/verified by the Chartered Management Institute (CMI).
· Your tutor will advise you when you should start work on the assignment, and the date when you must submit your completed work. Submission dates are also available on CDNLearnOnline.
· You should make sure that you plan your work carefully, to ensure that you cover all the requirements of the assignment, and complete it within the time limit specified.

· Your tutor will highlight various resources which are available on CDN LearnOnline as part of the induction process – see CMI Candidate Induction Checklist.

· Your statements, in answer to the tasks, should be prefixed with the specific task number and unit title. This will help you keep on track and should ensure you address the required details. Work submitted without a task prefix will be returned unmarked. Your statements should not just be just a description of workplace activities but should include what you have learned from your programme of study. In other words, you need to show how you can relate what you have learned through day-to-day management activities. 

· You must submit your assignment as a single electronic Word document. You should include the assignment with your name, learner number, the unit number, your Centre name and a brief description of the context in which the assignment was undertaken. You may include a title page if you wish. You must show a total word count on the front page of your assignment. You are strongly advised to keep a copy of your completed assignment before you submit it for assessment – the copy you submit will not be returned to you. Your assignment may be kept by CMI for quality assurance purposes. Any assignment not kept for quality assurance will be securely disposed of. 

· If there is anything in these instructions or in the assignment itself which you do not understand, please seek guidance from your tutor.

Checklist for CMI Assessment Submissions
· The assessment criteria has been used as headings or I have indicated/signposted within my work where I feel each assessment criteria has been demonstrated

· Word count is shown on the front sheet and is within CMI guidelines and I understand that if this is exceeded, it may be returned, unmarked for editing.

· All answers relating to the assessment criteria are contained within the body of the text and appendices have not been used.

· The work has been checked for spelling and grammar.

· All work that is not my own has been referenced using a formal system of referencing.

· Learner name and CMI membership number is identified on each page within the assignment (header and footer) and each page is numbered.

· The assessment is provided in a Word document format.

· The cover sheet has been completed and signed (electronically or by hand).

· The documents are named using the following convention:

First submission First name Second name CMI membership number Unit code:
eg. First Submission Marian McMorland P09999999 526 – Assessment 
       First Submission Marian McMorland P09999999 503 – Assessment

 First Submission Marian McMorland P09999999 526 – Cover Sheet

       First Submission Marian McMorland P09999999 503 – Cover sheet
eg. First Submission Marian McMorland P09999999 701 – Assessment 
       First Submission Marian McMorland P09999999 705 – Assessment

       First Submission Marian McMorland P09999999 701 – Cover Sheet
       First Submission Marian McMorland P09999999 705 – Cover Sheet
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