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“Assignments should align with intended learning outcomes to ensure 
that students demonstrate understanding in a way that reflects course 
goals.”

- John Biggs 2011
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Assignment

• Student’s understanding of the subject

• Presentation

• Uniqueness (no plagiarism)

• Appropriate referencing
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Assignment Submission Form
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Assignment Submission Form

• the due date 
• the word limit 
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Assignment Submission Form

• Choose which question to answer

• Read it well and understand it

• Identify keywords

• Discuss them with your lecturer/s
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Keywords
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• Focus -  Identifying keywords helps you understand the main focus of the assignment 

question, ensuring you address the correct topic.

• Research - Keywords serve as a foundation for conducting effective research, allowing you 

to find relevant information and sources.

• Relevance - They help you stay aligned with the question’s requirements, ensuring that 
your response is relevant and on-topic.

• Prevents Misinterpretation - Highlighting keywords reduces the risk of 

misunderstanding the question, leading to more accurate answers.

• Structure - Keywords can assist in structuring your response by outlining the key 

components that need to be addressed.

Keywords
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Identify the key words in this assignment question?

Keywords

Explain the principles and concepts of Financial Accounting, 

giving details and examples of each; their relevance; and any 

limitations that the application of such principles and concepts 

have on businesses in today’s world.
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Identify the key words in this assignment question?

Keywords

Explain the principles and concepts of Financial Accounting, 

giving details and examples of each; their relevance; and any 

limitations that the application of such principles and concepts 

have on businesses in today’s world.
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Searching for Keywords
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Searching for Keywords
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Searching for Keywords
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Planning the Assignment
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• Provides Clear Structure: Planning the assignment ensures that your writing follows a 

logical flow, making it easier for the reader to understand your argument or analysis.

• Helps Address All Aspects: By organising the introduction, body, and conclusion, you 

ensure that each part of the question is addressed thoroughly and appropriately.

• Strong Introduction: A planned introduction outlines the main points and establishes the 

purpose of the assignment, giving the reader a clear understanding of what to expect.

• Focus: Planning the body helps keep the discussion focused on the key arguments or themes 

without veering off-topic.

• Cohesive Argument: Careful planning ensures that the argument flows logically from one 

point to the next, linking the sections of the body in a coherent manner.

• Strong Conclusion: Planning the conclusion allows you to summarise key points effectively 

and reinforce the main argument or findings, leaving a lasting impact on the reader.

Plan
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Assignment Plan

Introduction

Content/Body

Conclusion

200

200

1,300
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Assignment Plan

Introduction

Conclusion

200

200

1,300

PAST

PRESENT

FUTURE

ASSERTIVE - Facts

DISCUSS - Research & Thoughts 

SUGGEST - Closure

Content/Body
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Assignment Plan

Introduction

Conclusion

200

200

1,300

Historical

Importance

Principles

Future looking 

summary

C
O
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S

T
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U
T
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N

Content/Body
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Research Sources
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Sources
• Lecture Notes/Slides

• Books - suggested reading lists

• Online Tools
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Lecture Notes/Slides
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Lecture Notes/Slides

Overview
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Lecture Notes/Slides

Principles
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Lecture Notes/Slides

Future looking
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Books - suggested reading lists
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Books - suggested reading lists

Text Scanner OCR
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Online

Google Scholar
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Online
• Check that sources are reliable

• European Qualification Framework 5

• Avoid Wikipedia

• Use keywords

• Use AI with caution
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Online
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Online - https://scholar.google.com
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Online
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Online

PAST

PRESENT

FUTURE
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Online
• Artificial Intelligence

• ChatGPT

• Quillbot

• Claude
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• Clarity of expectations: A rubric clearly outlines what is required for each grade 

level.

• Consistency in scoring: Helps ensure all students are assessed using the same 

criteria.

• Efficient feedback: Allows assessors to provide targeted comments on particular 

aspects.

• Reduces disputes: Provides a transparent basis for grades, minimising 

disagreements.

Rubric
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The Rubric
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The Rubric
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Assignment Guidelines

• Assignment Submission Form - indicate question you are answering

• Cover Page

• Contents Page

• Introduction - Body - Conclusion

• Reference List

• Styles

• Times New Roman

• Size 12, Normal - Text

• Size 14, Bold - Titles

• 1.5 line spacing

• Justified
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Cover Page
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Cover Page
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Referencing
In text
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Referencing
• Acknowledges intellectual property: Referencing properly credits the original authors for 

their ideas, theories, and research, respecting intellectual property rights.

• Demonstrates scholarship: It shows that one has engaged with relevant literature and 

positioned their work within the broader academic discourse.

• Supports arguments: References provide evidence to bolster one's claims and arguments, 

lending credibility to the work.

• Enables verification: Readers can locate and examine the original sources, allowing for fact-

checking and further exploration of the topic.

• Avoids plagiarism: Proper referencing distinguishes between one's own ideas and those 

borrowed from others, thus preventing unintentional academic misconduct.

• Provides context: References help readers understand the theoretical and empirical 

foundations upon which the current work is built.
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Referencing
OSCOLA Referencing Style

• Diploma in Law (Malta) 

• Undergraduate Certificate in Notarial Law Fundamentals for Office Assistants

Harvard Referencing Style

• Undergraduate Diploma in Occupational Health & Safety) 

• Undergraduate Diploma Business Administration

• Undergraduate Diploma in Digital Marketing

• Award in Office Management and Administration Fundamentals

• Award in Payroll Fundamentals



Click to edit Master title style

• Click to edit Master text styles

• Second level

• Third level

• Fourth level

• Fifth level

Planning and Writing an Assignment

Referencing
OSCOLA Referencing Style         Harvard Referencing Style
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Referencing - OSCOLA
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Referencing - OSCOLA
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Referencing - Harvard
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Citations - Harvard
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Referencing - Microsoft Word
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Citations - Cite This For Me - https://www.citethisforme.com
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Referencing

&

VS

Reference List & Bibliography
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Appearance

• Assignment Submission Form - indicate question you are answering

• Cover Page

• Contents Page

• Introduction - Body - Conclusion

• Reference List

• Styles

• Times New Roman

• Size 12, Normal - Text

• Size 14, Bold - Titles

• 1.5 line spacing

• Justified
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Appearance
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Submitting the Assignment
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• 21 Academy will create a student account for you
• You will receive an email (on the email address provided to us) that will ask you to create a 

password for your account
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Step 1: Go to www.turnitin.com
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Step 2: Fill in your details as per email received via the system 
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Step 3: Log into the system and select the class you will be uploading an assignment for 

This is only applicable for those who are reading for a course which is made up of different modules
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Step 4: Select ‘submit’  next to the assignment you wish to upload 
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Step 5: Insert your details and the Assignment Question Number
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Step 6: Upload your assignment, and click on ‘Upload’
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Step 7: Wait for the document to upload
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Step 8: Once the document uploads, click ‘confirm’ on the bottom left
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Step 9: The system will generate a digital receipt for your submission



Click to edit Master title style

• Click to edit Master text styles

• Second level

• Third level

• Fourth level

• Fifth level

Planning and Writing an Assignment

Step 10: You will then receive confirmation of submission via email
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Step 11: Once the system processes your upload, you will be able to see the similarity percentage on Turnitin 

under the class Portfolio tab
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Step 12: You can download the similarity report by clicking on the % icon 

The report will highlight the similar sections as per below
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Step 13: At the end of the downloaded document, you will be able to 

identify the sources that the similar sections relate to
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Step 14: You can choose to exclude the Bibliography from the parameters to be included in the 

similarity analysis  
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Resubmission

• You can resubmit an assignment as many times as you wish before the deadline 
communicated to you on the Assignment submission form. Only 2 uploads in a 24 hour 
window will be scanned.

• The similarity percentage will update with each new submission. Always remember that this 
needs to be below 20% including direct quotations 

• The uploaded version of the assignment at the time of the deadline will be considered as the 
final submission. 
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Remember

• Your upload should include the Assignment Submission Form. This will NOT be counted as part 
of the word count or for similarity purposes

• Uploaded documents should be in PDF Format. These should NOT be scanned

• Assignments uploaded after the submission deadline will be considered as late submissions 
and may result in a grade deduction, UNLESS a request for an extension has been made and 
approved by 21 Academy’s Administration prior to the deadline. This request should be made 
via the appropriate Form available in the Student Resource Centre

• You have the possibility to download a copy of the document version you have uploaded 
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Angelito Sciberras
Date: 18 October 2024
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