Assignment Checklist


· Submission is a single Word or PDF file, clearly labelled with your student number and module code.
· Font style - Times New Roman, Arial or Helvetica
· Font size -12 for text and 14 for headings and section titles
· Ink colour – black only. If the work invites for creative or alternative formats, you can slightly add colours to sections, graphics and other elements.
· Line spacing – 1.5 line spacing and 2cm- 2.5cm page margins
· AI Acknowledgement is included in a separate page before the body of work.
· Quotations more than three lines to be indented 1 line spacing
· One line space between paragraphs, paragraphs must be left-aligned
· Pagination (your written assignments should have page numbers) 
· All tables and figures are internally referenced and have a title (Titles of tables on top, titles of figures on the bottom of the figure).
· Word count checked and written at the end of the text or cover page.
· Assignment is within 10% of the word limit (excluding AI Acknowledgement, footnotes, references and any appendices)
· All references in the text are included in the reference list
· Correct referencing following the Harvard style, as described in the Palgrave study skills book ‘Cite them Right’.
· Correct spelling using formal UK English
· Correct use of punctuation
· Grammar and syntax correct- double check 

For presentations, please also consider:
· Presentation slides have a uniform, professional-looking colour palette (can be the UWTSD branding or other) and formatting
· Slide font is no smaller than size 24 (except for some data, captions/labels on graphics, and the citations at the bottom corners)
· Cover slide includes student ID, module name, module code and Assessment Title
· AI Acknowledgement is on an independent slide. This can be hidden/skipped during the presentation time, but must be included in the submitted work
· Practice your delivery time. Remember, there is also a limit on the duration

Also, for academic interviews or oral/presentation/facilitation assessments, keep in mind:
· Practice your citation styles to present orally (mention author/year, author/book title, or other combinations)
· Your appearance is part of the presentation – you do not have to wear formal clothes unless indicated, just be mindful of your overall appearance.
· Practice your delivery time
· Adjust your delivery style to the intended audience, according to your specific task specifications
· Arrive on time (if the session is online, log in with anticipation to sort out tech adjustments, test screen sharing and more)
· Bring your notes as recommended, properly organised for a formal setting; show your properly-formatted reference list if requested

Finally, for all types of assessments:
· I have read my assignment out loud to myself, and it makes sense and is easy to read
· Somebody else has read/seen my work, and it makes sense to them
· I have checked, and I have not plagiarised 
Failure to follow these guidelines will cost you marks!
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