Part 1: Marking Templates

1. For normal case
Leave some comments on the script. 
In feedback summary, give overall comment, strengths, and improvements for each criterion. If you see more than one overall comment, please use as appropriate.

Dear [Student]

Thank you for submitting the Individual Written Business Plan.

Please note: all marks are provisional until they have been moderated and confirmed by the Exam Board.

Engagement with Literature Skills (/20)

Knowledge and Understanding Skills (/20)

Cognitive and Intellectual Skills (/20)

Practical Application Skills (/20)

Transferable Skills for Life and Professional Practice (/20)


Total Marks: /100
Marker’s Name: 
Date: 



2. For late work (for work submitted within 7 days of the published deadline)
Leave some comments on the script. 
In feedback summary, give overall comment, strengths, and improvements for each criterion. If you see more than one overall comment, please use as appropriate.

Dear [Student]

Thank you for submitting the Individual Written Business Plan.

Please note: all marks are provisional until they have been moderated and confirmed by the Exam Board. Your work has been submitted late and your mark may be capped at 40% following the exam board but appears uncapped here.

Engagement with Literature Skills (/20)

Knowledge and Understanding Skills (/20)

Cognitive and Intellectual Skills (/20)

Practical Application Skills (/20)

Transferable Skills for Life and Professional Practice (/20)


Total Marks: /100
Marker’s Name: 
Date:



3. For late work (for work submitted after 7 days of the published deadline) 
Give 0 mark and leave the following message in feedback summary:

Please note: your work has not been marked due to it having been submitted late.


4. For academic misconduct
You may discuss the case to Module Lead and identify a suitable misconduct category first.
Give 0 mark, complete a SC05 form, send the form to the Assessments Team (copy Module Lead), and leave the following message in feedback summary:

This submission has been referred for Academic Misconduct. An Academic Misconduct Officer will investigate, and you will be contacted at the earliest opportunity and, in normal circumstances, within 20 working days from the date of the referral [tutor to input date of referral here]. Your work has not yet been awarded a mark, even though it shows a mark of 0. Information on Academic Misconduct can be found on the Student Hwb (under ‘Student Polices and Forms’) and via the Student Union Advice Service. Please note that if the investigation has not been completed before the exam board, your mark for this component will appear on your results as PL. Further information will be provided at that time.





Part 2: Suggested Marking Points

1. Engagement with Literature Skills
Fail (no reference)
· (Overall Comment) Little/no evidence of reading and/or reliance on inappropriate sources.
· You need to read relevant and credible textbooks/journal articles/online resources and cite at least one of each in Harvard Referencing. The minimum is five in total.
· You need to revisit the InfoSkills resources or the cite-them-right website to understand how to use Harvard Referencing (Cite Them Right - Home).
Marginal Fail
· (Overall Comment) Poor engagement with essential reading. 
· (Overall Comment) No evidence of wider reading. 
· (Overall Comment) Reliance on inappropriate sources.
· (Overall Comment) Inconsistent and weak use of referencing.
· Reliance on inappropriate sources. For example, some sources are related to history/not real.
· You need to read relevant and credible textbooks/journal articles/online resources.
· Inconsistent and weak use of referencing, for example, the references are incomplete. 
· You need to revisit the InfoSkills resources or the cite-them-right website to understand how to use Harvard Referencing (Cite Them Right - Home).
Satisfactory/Good/Very Good
· (Overall Comment) Engagement with a limited/an appropriate/a wide range of relevant and credible sources. 
· (Overall Comment) Referencing is not always applied accurately or consistently.
· (Overall Comment) Referencing may show minor inaccuracies or inconsistencies.
· You have included at least 5 relevant and credible sources, including textbooks and online resources. 
· You need to include at least one textbook/journal article/online resource.
· You are encouraged to read relevant and credible textbooks/journal articles/online resources.
· Referencing is not always applied accurately or consistently, for example, the referencing is not in Harvard Referencing. 
· Referencing may show minor inaccuracies or inconsistencies, for example, the page numbers are missing.
· You need to pay attention to how to include the page numbers in your references. 
· You are encouraged to revisit the InfoSkills resources or the cite-them-right website (Cite Them Right - Home).
Excellent
· (Overall Comment) Engagement with an extensive range of relevant and credible literature. Consistently accurate application of referencing in Harvard Referencing. Well done!
Exceptional
· (Overall Comment) Exceptional engagement with an extensive range of relevant and credible literature. High-level referencing skills consistently applied. Impressive work!

2. Knowledge and Understanding Skills
Fail/Marginal Fail
· (Overall Comment) Major gaps/Gaps in knowledge and understanding of the basic underlying concepts and principles of the subject matter.
· For example, you have not demonstrated clearly of executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs.
· For example, you do not include at least one element related to sustainability or community support.
· To improve, you are encouraged to demonstrate your understanding of executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support. 
· For example, you may provide a definition of limited company to support your choice. This part is currently not clear/well-presented.
Satisfactory/Good/Very Good
· (Overall Comment) Limited/Good/Competent knowledge and understanding of the basic underlying concepts and principles within the subject area.
· For example, you have demonstrated a good/competent understanding of executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support.
· To improve, you are encouraged to demonstrate your understanding of executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support. 
· For example, you may provide a definition of limited company to support your choice. This part is currently not clear/well-presented.
Excellent
· (Overall Comment) Excellent knowledge and understanding of the basic underlying concepts and principles of the subject. Well done!
Exceptional
· (Overall Comment) Exceptional, detailed knowledge and understanding of the basic underlying concepts and principles. Outstanding work!


3. Cognitive and Intellectual Skills
Fail/Marginal Fail
· (Overall Comment) Wholly/almost wholly/largely descriptive work. Weak/Little/No evaluation of the underlying concepts and principles.
· It is a good attempt that you have executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support.
· To improve, you need to explain/elaborate on executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support. 
· For example, you need to provide more details about the use of YouTube (e.g., contents) and explain why it is suitable for your business.
Satisfactory/Good/Very Good
· (Overall Comment) Limited attempt at/Good/Very good evaluation of the underlying concepts and principles.
· (Overall Comment) Limited ability/An emerging ability/Ability to use evidence to support the argument. 
· For example, you have demonstrated a good/very good evaluation of executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support.
· For example, your explanation of PESTEL is well-presented with good sources and evidence.
· To improve, you are encouraged to explain/elaborate on executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support. 
· For example, why you select sole trader as the legal format is not clear/well-presented. You need to highlight the advantages and disadvantages of this format and justify why it is suitable for your business.
Excellent/Exceptional
· (Overall Comment) Excellent/Exceptional evaluation of the underlying concepts and principles. 
· (Overall Comment) Excellent/Exceptional ability to devise arguments using evidence and make appropriate and valid judgements.
· Well-done!/Excellent work!/Outstanding work!
4. Practical Application Skills
Fail/Marginal Fail
· (Overall Comment) Weak/Little/No appreciation of the context of the application.
· (Overall Comment) Weak/Little/No good use of examples to support your points/arguments.
· (Overall Comment) Weak/Little/No demonstration of originality and creativity/innovative thought in your work.
· It is a good attempt that you have executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support.
· To improve, you need to apply/provide examples executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support.
· For example, instead of mentioning some external factors which positively or negatively affect your business, you should use the PESTEL framework with proper examples and references.
Satisfactory/Good/Very Good
· (Overall Comment) Basic/Good/Very good appreciation of the context of the application.
· (Overall Comment) Basic/Good/Very good use of examples to support your points/arguments.
· (Overall Comment) Basic/Good/Very good demonstration of originality and creativity/innovative thought in your work.
· For example, you have provided real-life examples of using Instagram posts to promote similar products/services and have you own new ideas of engaging your physical customers on Instagram.
· To improve, you are encouraged to strengthen on executive summary/unique selling points/legal formats (sole trader/limited company/partnership/franchise/social enterprise)/management structure/market segmentation/competition/marketing plan/social media marketing (TikTok/YouTube/LinkedIn/Instagram/Facebook/Twitter)/PESTEL/cash flow/funding sources/operations costs/sustainability/community support. 
· For example, you need to provide a breakdown of your operations costs and explain the major spendings in your first month of operations.
Excellent
· (Overall Comment) The context of the application is well considered, insightful and with your original ideas. Well done! 
Exceptional
· (Overall Comment) Exceptional levels of application and deployment skills in particular practical contexts with original thoughts. It is an outstanding work!
5. 
Transferable Skills for Life and Professional Practice
Fail
· (Overall Comment) Work is poorly structured, disorganised, inaccurate and/or confusingly expressed.
· It is a good attempt of this submission. However, you need to properly use of paragraphs and headings/Arial font style/size 12/ 1.5 line spacing/page numbering. You need to properly name all the tables, charts, diagrams, graphs, and images, meet the word count requirements, and make no grammatical mistakes.
Marginal fail
· (Overall Comment) Work is poorly presented in a disjointed manner.
· It is a good attempt of this submission. However, you need to properly use of paragraphs and headings/Arial font style/size 12/1.5 line spacing/page numbering. You need to properly name all the tables, charts, diagrams, graphs, and images, meet the word count requirements, and make no grammatical mistakes.
Satisfactory/Good/Very Good
· (Overall Comment) Generally/Mostly/A coherent, organised and accurate work. 
· (Overall Comment) Some/most/all parts clearly expressed.
· (Overall Comment) It is good/very good that you follow the submission guidelines and cover the business plan required sections. 
· For example, you have good use of paragraphs and headings/Arial font style/size 12/ 1.5 line spacing/page numbering. You properly name all the tables, charts, diagrams, graphs, and images, meet the word count requirements, and make no grammatical mistakes.
· To improve, you need to proofread your work before submissions. For example, there are some typos in your work such as “restuarants” should read “restaurants”.
Excellent
· (Overall Comment) Work is coherent, very fluent and is presented professionally. You have met all the submission requirements. Good job!
Exceptional
· (Overall Comment) Work is accurate, exceptionally coherent, very fluent and presented well. You have met all the submission requirements. Well done!
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