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ASSIGNMENT SUBMISSION POLICY 
 
Last updated: 23/05/2018 
 
The Teacher Trainer Ltd. would hereafter be referred to as TTT in this document. 
 
Scope of the Policy 
This policy is provided for TTT customers, including learners and staff members who are using or 
delivering the courses and qualifications that TTT offer. 
 
The purpose of this policy is to define the consequences for the late submission of assignments or 
coursework. The impetus behind this policy is the protection of the learners’ ability to remain on schedule, 
as well as the organisation’s ability to manage the logistics of the course.  
 
Location of the policy 
This policy is available for all staff members, third parties and learners to access. The most up to date 
version of the policy is available on our website www.theteachertrainer.co.uk.  
 
Communication of the policy 
It is important that staff involved in the management, delivery, assessment and quality assurance of 
nationally recognised qualifications and learners undertaking these qualifications, are fully aware of the 
contents of the policy. 
 
Review of the policy 
TTT will review the policy annually and revise it as and when required. The review process includes 
analysis of monitoring data, consultation with and feedback from customers, learners, clients, staff and 
other stakeholders, changes in practices, actions required by Awarding Organisations or changes in 
legislation to determine the impact of the policy and any action required. Our review will ensure that our 
procedures continue to be consistent with the regulatory criteria and are applied properly and fairly in 
arriving at judgements. 
 
Assignment or coursework presentation 
 
Presentation requirements may vary between subjects and/or courses. However, the following is a guide to 
standard presentation requirements:  

• Assignments or coursework must be typed using single spacing  

• The font style should be ‘Garamond’ and the font size should be 12  

• Text must be left justified  

• Referencing must conform to Harvard Referencing guidelines  

• A reference list must be included with each assignment and a bibliography submitted (if applicable and 
required)  

 
Learners should refer to the Harvard Referencing Guidelines for further instructions. Learners can even 
request their course teacher(s)/assessor(s) to explain to them about the expectations on Harvard 
Referencing.  
 
 

http://www.theteachertrainer.co.uk/
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Acceptance of digital or electronic signature on documents, forms, reports, emails and other form 
of communication or documentation  
 
Due to the nature of the business and the course, the increasing use of modern technology and the amount 
of paperwork to be done, TTT would accept all forms of communication and document submissions from 
learners signed digitally or electronically (defined below). However, if done using computers, to maintain 
integrity and security, it would have to be done using the learner’s official email account that has been 
registered on TTT database at the time of enrolment. This could also be done via the Learning 
Management System login. This is after taking into consideration the fact that nothing prevents one 
individual from typing another individual's name. Due to this reality, an electronic or a digital signature that 
does not incorporate additional measures of security (Official email account or login id in this case) is 
considered an insecure way of signing documentation. For anything else, a handwritten signature would be 
required failing which submission would not be considered to be complete.  
 

• A digital signature (standard electronic signature) takes the concept of traditional paper-based signing 
and turns it into an electronic "fingerprint.” This "fingerprint,” or coded message, is unique to both the 
document and the signer and binds both of them together.  

• An electronic signature can be as basic as a typed name or a digitized image of a handwritten signature 
provided it is used on a document that has been sent via the official email or login id.  

• Any submissions done using the online Learning Management System via the allocated login id and 
password.  

 
Submitting by post  
 
Normally, learners would be submitting their assignments or course work using our online Learning 
Management System (LMS). However, in extenuating circumstance, learners may submit their assignments 
or coursework by post. These must be posted by the submission deadline and a receipt retained as proof of 
postage and provided upon request. Assignments or coursework posted by the deadline are accepted as 
meeting the submission deadline. Assignments or coursework posted after the deadline will be deemed late 
and appropriate late submission fees will apply. We recommend learners use 1st Class Recorded Postal 
services in order to avoid losing their physical submissions.  
 
Submitting in person  
 
Learners who want to come personally to our office can do so only after booking an appointment 
beforehand. This is the least preferred method of submission. Assignments or coursework should normally 
be submitted during TTT’s business hours between 9 am and 5 pm to reception staff.  
 
Submission deadlines  
 
All assignments or coursework must be submitted by the submission deadline which is 90 calendar days 
from the start of course, unless an extension to the deadline has been approved by the assessor in advance 
of the deadline. [In extenuating circumstances, the assessor might grant a further extension of 14 calendar 
days.] This means that learners have a total of 90 days to complete everything that is needed in order to 
complete a course e.g. theory and/or practical assessments. An example would be that of a L3 AET course 
starting on the 1st of January – the normal submission deadline for the assignments or coursework in this 
case would be the 31st of March. However, if the candidate is taken to hospital for more than 3 days 
[documentary proof required] or if there is an unfortunate event in the family [documentary proof 
required], they may get an extension of up to the 14th of April with prior permission from their assessor. 
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The extension must be requested and not assumed. All assignments or coursework are due by 11:59 pm on 
the stated due date. Assignments or coursework received after this time would be considered as late 
submission and would be subject to the Late Submission Fee.  
 
Resubmission deadlines  
 
For any of the learner’s assignments or coursework that has been referred and something that needs to be 
completed or amended, the learner must make a resubmission of the expected assignments or coursework 
within 7 calendar days’ time from the day that they have been sent the report with the necessary action 
points. This is applicable unless an extension to the deadline has been approved by the assessor in advance 
of the resubmission deadline. The maximum extension to the resubmission deadline on any course would 
be 14 calendar days from the day that the report has been sent to them. An example would be that of a L3 
AET assignment report being sent to the learner on the 15th of March – the normal resubmission deadline 
for the assignments or coursework in this case would be the 22nd of March. However, if the candidate is 
taken to hospital for more than 3 days [documentary proof required] or if there is an unfortunate event in 
the family [documentary proof required], they may get an extension of up to the 29th of March. The 
resubmission extension must be requested and not assumed. Also, it must be noted that learners would be 
given a maximum of 2 opportunities to resubmit their work. They must consider these opportunities 
seriously as they would have to pay the Late Submission Fees if they do not PASS in the 2 attempts. Once 
again, the impetus is for learners to value their time and the assessor’s time. All assignments or coursework 
are due by 11:59 pm on the stated due date. Assignments or coursework received after this time would be 
considered as late submission and would be subject to the Late Submission Fee.  
 
Late submission fees  
 
Failure to submit assignments or coursework by the agreed deadline will result in a Late Submission Fee. 
Assignments or coursework submitted late to TTT will automatically receive a delayed response. Learners 
who do not submit their assignments or coursework to TTT by the submission deadline date would have 
to pay an additional charge of £120 (£100+VAT) for assessment purposes. TTT does not guarantee the 
assessment of late assignments or coursework to learners, in the requisite time stipulated for on-time 
assignments or coursework. TTT may waive the consequences of a late submission of an assignment or 
coursework upon review of the learner’s request for a waiver and the existing circumstances. This must be 
done via email or post. A copy of the communication must be retained by the learner in all cases. On 
payment of the Late Submission Fee, the learner would get another slot of 90 calendar days to submit their 
coursework or assignment. However, learners need to be aware that the following would apply to their 
Late Submission Fee payment(s).  
 

What do you pay? What do you get? Example Dates 

The full course fee 90 days’ submission time 1st January 2015 to 31st March 2015 

£120 (£100+VAT) Another 90 days’ submission time 1st April 2015 to 30th June 2015 

£120 (£100+VAT) Another 90 days’ submission time 1st July 2015 to 30th September 2015 

£120 (£100+VAT) Another 90 days’ submission time 1st October 2015 to 31st December 2015  

 
No more ‘Late submission fee’ payments are accepted after the learner has exceeded a year from the date 
of enrolment and the learner would lose their registration with TTT at this point.  
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Course cancellation  
 
Learners would normally be kept informed of the time that has gone past them registering on the course. 
In the case where a learner does not respond to the assignment or coursework reports sent by TTT 
assessor(s), the staff at TTT would send them a reminder email or may even call them on the supplied 
contact number(s). Further to this, if the learner does not respond, they might even be sent a Course 
Cancellation Email and if they don't respond even after that, it would be considered that they have opted 
to cancel the course. The learner’s enrolment with TTT would be cancelled at this stage.  
 
Please note that course fee payments are non-transferable and non-refundable. If you are unable to attend 
or continue the course, this will result in the loss of the full payment made for that course. There would be 
no refund offered once the course enrolment has been cancelled. Any re-bookings will incur the full course 
fees and the learner would be considered as a completely new learner in that case.  
 
Requirements for the assignment questions  
 
The requirements for each assignment or coursework are outlined in the Assignment or Coursework 
Guidance Notes. Learners must ensure that they submit the correct assignment or coursework and that the 
version they submit in their portfolio is the correct one and not a draft. Learners will not be able to claim 
extenuating circumstances for submitting the wrong piece or version of their assignment or coursework.  
 
Requests for extension to submission deadline  
 
All learners are required to submit their assignments or coursework by the submission deadline or a Late 
Submission Fee may be imposed. Extensions will only be granted in extenuating circumstances. If a learner 
is unable to submit a piece of assignment or coursework on a set date due to extenuating circumstances 
beyond their control, the learner must submit an extenuating circumstances email accompanied by original 
supporting documentary evidence in advance of the deadline. If the extenuating circumstances are 
accepted as a valid reason for late submission, no Late Submission Fee will be imposed. The learner will be 
informed by the assessor of a suitable deferred submission date. A request for an extension or a 
resubmission extension must be requested and not assumed. This must be made via email or post. A copy 
of the communication must be retained by the learner in all cases.  
 
 
LEARNER DECLARATION  
 
I confirm that I have read and understood the above policy completely. I agree to the Terms & Conditions 
set for the submission of my assignment/coursework. I fully understand that once I click on “I Agree” and 
submit this policy, I would be taken to have given my consent for TTT to allow me to start the course 
formally and also impose a Late Submission Fee should I fail to make my submission by the agreed 
submission deadline.  
 
○ I agree 
○ I disagree 
 
Submit 


