How To Submit an Assessment
It is important to follow a set standard when submitting an assessment. 

Please follow the below guide very carefully.

· Submit documents as a word document where possible. Use 'Times New Roman' font, with your font size 12 just like in this document.

· There should just be ONE word document submitted for the entire assessment which contains all of your answers. 

· Write the question out in full that you are answering, then leave a 1 line space before beginning your answer.



· Move on to a new page for a new answer. 



· When referencing, please place your references in a list at the very end of the document. Reference all knowledge and information that is not your own. If referencing a website, after you input the knowledge, link the website and put the website in full in your reference list. 

Example. Creedons College offers a wide range of courses, both distance learning and classroom based (www1).

REFERENCES
www1 = www.creedonscollege.com 



· Save the name of your document as your name the course code and the module number. 
For example nancicreedonPDTImodule1 . This is important so your marks are allocated correctly. 


· Email your submission to nancicreedon@creedonscollege.ie 
If you do not follow this format you will be asked to resubmit your assessment. This may result in late submission deductions.

If you fail an assessment you may be permitted to resubmit the assessment (on permission of your tutor) just once. This resubmission must be submitted before the end of your course, and will be capped at a maximum of 50%.
Good luck!

