VLE Assignment Submission via Moodle - A Tutor Checklist

	Things to do/consider
	Who
	When

	Understand the use of the assignment tool
	Tutor to contact Kathryn James if required
	When planning to use the assignment tool

	Ensure administrative support colleagues had access to the module 
	Tutor give access to all relevant administration (see document Adding an internal guest/student to your module )
	Before module begins

	Ensure the second marker has access to the module and is within the Second Marker Permissions category
	Tutor give access to all relevant markers (see document Adding an internal guest/student to your module )
	Before module begins

	Assignment deadline set at a time when students can obtain support and help. Eg. 11am or 2pm (not 12 midnight or 6pm)
	Tutor
	When setting up the assignment

	Ensure the assignment upload instructions are clear for students - see eg below
	Tutor
	While setting up the assignment

	Train the students to use a clear system for assignment titles to upload.
Example

Surname/ModuleCode

Surname/ModuleName
	Tutor
	While setting up the assignment

	Ensure students know how to attach a cover sheet onto their work 
	Tutor - See document, Formatting assignment cover sheet - Word 03 & 07 available in Help for Students area
	While preparing students for assignments

	There is no automatic email response from Moodle to inform students assignment has arrived, tutor to inform students that if the work can be seen in the assignment page, the work has arrived.
	Tutor to inform students how to check their document has arrived
	While preparing students for assignments

	Ensure protocol is consistent and clear regarding who contacts late/non submission students
	Department policy
	Before the start of the module

	Download your marks onto the VLE generated Excel Spreadsheet and email to the responsible role.
	Tutor
	At end of course


Example instructions for students to upload their assignment
How to upload your document into Moodle assignment area:

1) Below this message you will see a ‘Browse bar’, click on this and choose a file in the same way you would upload an email (Browse your documents, choose and file, select then Open)

2) Click 'Upload this file' (you will see this button, just below) 
You will now see your document in the Moodle page.  Once you are sure this is the correct document:
REMEMBER - Use the correct naming system for your assignment
3) Click on 'Send for Marking', you will see this just below the large notice that states 'Final submission for assignment marking'
4)  A notice will come up asking you to make sure this is the correct document.  When you are sure this is the correct document, click YES (you cannot change your document once you have clicked this)

You will now see your document in the Moodle page, this indicates it has arrived and is safe.

If you have any questions at all or have any problems, please contact me and I will be happy to help you.

Good luck and well done for completing your assignment (
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