Department of Geography and Environment 

Assessed Essay Submission Guidelines (11/12) 

The following guidelines are to be followed when submitting assessed work.

· Deadlines must be met unless an extension has been previously granted by the programme manager. Extensions are only given in exceptional circumstances such as verifiable medical illness or emergency. 

· Assessed essays require two hard copies to be submitted to the department along with one electronic copy. (Submitted via Moodle, see below)
· Please refer to your programme handbooks regarding plagiarism regulations and word counts. Please note, each essay will be rigorously checked by sophisticated plagiarism detection software.  Plagiarism regulations can be found at: http://www.lse.ac.uk/resources/calendar/academicRegulations/RegulationsOnAssessmentOffences-Plagiarism.htm  
Hard Copy Submission

· Each hard copy must have an assessed work coversheet. These can be obtained from outside S406 or from the Geography Graduate Website1.  Please be sure to fill out the coversheet correctly and completely. Be sure to use your five digit candidate number (this can be found on LSE for you – under the exam tab) and not your student I.D. number. Do not put your name anywhere on the assignment in order to maintain anonymity. 

· Hard copies sent through the mail must arrive at the department by the deadline or will be considered late. The department takes no responsibility for work lost in transit.
· Hard copies should be dropped into the black box located just outside S406.
Electronic Copies
· Please follow the following link for instructions on submitting work via Moodle:  http://clt.lse.ac.uk/Help/student-moodle-assign.php You are able to access Moodle at: www.moodle.lse.ac.uk, you can then select the correct course from the list on the left hand side, to access the course page.
· Electronic copies must be submitted via Moodle by the deadline. Please submit as a .doc (ms word) or .pdf file. If not submitted in this format it may not be marked. 
· Please note, only submit one file (you do not need to include the cover sheet on the electronic copy)
· Please title your file as follows: Course_Candidate number_Programme name intials (e.g. GY462_ 7xxxx_EPR).  (Just write the initials of your programme name, e.g. EPR for MSc Environmental Policy and Regulation, RUPS for MSc Regional and Urban Planning Studies etc).
IT IS IMPORTANT TO NAME THE FILES CORRECTLY.
· The department is not responsible for problems uploading your file. If you have any problems uploading your document then please contact your administrator as soon as possible. 
Late Submissions

· Late submission of assessed coursework (including dissertations) is severely punished according to an LSE-wide penalty scheme. 5 marks out of 100 will be taken off the assessed mark for each working day or part of day (Monday – Friday) that the coursework is submitted late!!! Exceptions are made only for those students who have been granted an extension.  Both hard and electronic copies need to be received by the department by the due date or your work will be considered late.
1 Assessed Work Cover Sheet: http://www2.lse.ac.uk/geographyAndEnvironment/Graduate%20Homepage/Assessed%20Work%20Cover%20Sheet%2009-10.pdf 

