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Planning and Writing an Assignment

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

- John Biggs 2011



Assighment

e Student’s understanding of the subject
* Presentation

 Uniqueness (no plagiarism)

* No Al generated text

* Appropriate referencing
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Assignment Submission Form
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Assignment Submission Form

You have been asked to deliver a keynote speech at a conference on a subject that is dear to your heart. 'I ° Ch oose WhICh queStion tO answer

steps must you evaluate in order to provide a speech that is effective? If you plan to use any visual aids, please
explain how.

Question 2:  Readit well and understand it
A job posting piqued your friend's interest, so she decided to apply. She requested that you assist her. She is

quite anxious about the job interview and has no idea how to prepare a curriculum vitae or a covering letter.
What are the hints and techniques you have picked up from the lecture that will help you ace the job interview

and send the curriculum vitae and cover letter? ° Id e ntlfy ke YWO rd S

Question 3:
You've been given the responsibility of planning an official company function. What actions should be taken
to ensure its success?

* Discuss them with your lecturer/s
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Keywords

Focus - Identifying keywords helps you understand the main focus of the assignment
qguestion, 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.
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Keywords

Before reading the passage or doing the assignment, highlight verbs (e.g. explain,
compare, justify, analyze), qualifiers (e.g. only, mostly, partly), limits (e.g. in the

context of X, between 1900—2000). These are your keywords.
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Keywords

ldentify the key words in this assignment question?
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Keywords

ldentify the key words in this assignment question?

principles and concepts Financial Accounting
details examples each relevance
limitations

today’s
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Searching for Keywords

Go 9'9 Scholar financial accounting
* My profile

Experimental research in financial accounting [PDF] psu.edu
R y, R BI MW N n - Accounting, izatiof y, 2002 - El
f financial accounting to illustrate our ... important features of financial
accounting ¢ fluenc he arlier financial accounting experiments. We
¢ Save

sook] Financial accounting
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e how eac pter's spe content fits ..
Al 4w

[PDF] iuk.ac.ke

Related searches

financial accounting i financial accounting deegan
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Searching for Keywords

Go Q|€ Scholar financial accounting principles concepts
Articles

[sook] Fundamental accounting principles [PDF] hoasen.edu.vn

. : h of accounting m
of financial accounting. This em
¢ Save D9 Cite i by

include patents sook] Principles of financial accounting

/ includ ; < | Gillespie, R Lewis, K Hamilton - 2004

d as Accounting

- en preparing accounting ...

[sook] Principles of accounting. Volume 1: Financial accounting [PDF] hoasen.edu.vn
Iv klin, P Gray 0
... accounting the core concepts of accounting
: ng accounting knowledge. ...
b2

Accounting concepts and standards underlying corporate financial statements
... Committee of the American Accounting ... - ... Public Accountant . 56 st.com
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Searching for Keywords

Go 9|€ Scholar financial accounting relevance B

Articles

me The value relevance of financial accounting information in a transition [PDF] hhs.se
Since 2024 economy: The case of the Czech Republic
Since 2023 I lew, 2 :
Since 2020

m - European accounting ri

fom re

Sort by date Relevance
K Shwayder - Journal of Accounting Research, 1968 - J
relevance and n relevance
relevant), v

Does financial disclosure influence the value relevance of accounting
information?
bdul Rahr duca u and = nerald.
the financial ) i n on the value relevance
ue relevance of accounting ...

nation: Evidence from the field [PDF] warwick.ac.uk
publicatior hqg.org
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Plan

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

tion 1:
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Question 2:
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ibe the legislative process? How does the Constitution provide to
ensure that laws are in line with the Constitution?

Content/Body

Conclusion
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Assignment Plan

Introduction PAST ASSERTIVE - Facts

Content/Body PRESENT DISCUSS - Research & Thoughts

Conclusion FUTURE SUGGEST - Closure
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Assignment Plan

Introduction Historical
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Conclusion Future looking
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Sources

* Lecture Notes/Slides
* Books - suggested reading lists

* Online Tools
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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

‘e 1- Introduction to Payroll - |, AnToINE PORTELLI
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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

e Use Al with caution
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Online
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O n I In e - https://scholar.google.com

= Go gle Scholar importance of the constitution in the maltese legal system n

Articles < >

Any time The size of the Maltese legislature: a critical and comparative analysis

Since 2022 A Camiller - 2020 - um.edu mt

Since 2021 ... within the State of Malta, is of utmost importance. It is one of ... and amendments within the

Since 2018 Maltese legal system. The main ... the legislature through mechanisms within Malta's Constitution. ..
Custom range. .. Y7 Save 99 Cite 59

Sort by relevance Foreword: Constitutional Courts in the European Legal System After the Treaty [PDF] heinonline.org

Sort by date of Lisbon and the Euro-Crisis
M Dicosola, C Fasone, | Spigno - German Law Journal, 2015 - cambridge.org
Any type ... The Maltese Constitutional Court, in spite of the name, ... system.” See the European Parliament
Review articles resolution of 9 July 2008 on the role of the national judge in the European judicial system, ...
Yt Save Y Cite Cited by 24 Related articles All 5 versions
include patents

/! include citations The Judiciary and politics in Malta

CA Agius, NA Grosselfinger - The Global Expansion of Judicial ..., 1995 - books google.com

... Malta enables its citizens to live in freedom is to a large extent a consequence of the Maltese
judicial system and the Maltese .. Periodically, the Maltese courts in their constitutional role .

¥ Save W9 Cite Cited by 7 Related articles Al 2 versions

&4 Create alert

tpoF] Legislative Drafting and Statutory Interpretation in the Maltese Mixed Legal [PDF] heinonline.org
System

K Aquilina - IJLDLR, 2017 - HeinOnline

.. and specificities of the Maltese legal system, this paper will address the relevance to ..

in the sense that it is made by the Maltese constitutional organs, yet its origin and source, is ..

¥r Save 99 Cite Related articles

EU Law and Maltese Law—An Integration or Legal Irritants
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Online
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Online

e Artificial Intelligence
* ChatGPT
e Quillbot

e (Claude
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Online

When was Malta' first self government?

Malta's first instance of self-government was in 1921. This occurred under the Malta Constitution of
1921, which was granted by the British colonial authorities. The constitution allowed Malta to have its
own bicameral legislature, which included the Senate and the Legislative Assembly, giving the

Maltese people a measure of control over domestic affairs, while Britain retained authority over

foreign policy and military matters. This period of self-government was short-lived, as it was

suspended in 1933 due to political instability and tensions with the British administration.
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7. Senate Review (if applicable): If the bill affects certain constitutional matters, it may be

referred to the Senate for review and approval.
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Rubric

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.
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The Rubric

Assignments Rubric
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Assignment Guidelines

* Assignment Submission Form - indicate question you are answering
* Cover Page

* Contents Page

* Introduction - Body - Conclusion

* Reference List

e Styles
* Times New Roman
* Size 12, Normal - Text
e Size 14, Bold - Titles
 1.5line spacing
e Justified
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Cover Page

Title, 5tudent’s Name, Teacher’s Name,

Course Intake month and year,

Submission Date, Neatly finished-no

Errors
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Cover Page

Title, 5tudent’s Name, Teacher’s Name,

Course Intake month and year,

Submission Date, Neatly finished-no

Errors
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Referencing

In text

All cited works, both text and visual, are

Citations done in the correct format with no
Brrors.
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Referencing

e Acknowledges intellectual property: Referencing properly credits the original authors for
their ideas, theories, and research, respecting intellectual property rights.

e Demonstrates scholarship: It shows that one has engaged with relevant literature and
positioned their work within the broader academic discourse.

e Supports arguments: References provide evidence to bolster one's claims and arguments,
lending credibility to the work.

e Enables verification: Readers can locate and examine the original sources, allowing for fact-
checking and further exploration of the topic.

e Avoids plagiarism: Proper referencing distinguishes between one's own ideas and those
borrowed from others, thus preventing unintentional academic misconduct.

e 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

e Award in Payroll Fundamentals
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Referencing

OSCOLA Referencing Style Harvard Referencing Style



Referencing-oscoa

While the direct effect principle 1s not included in the Treaties, the ground-breaking case, ‘Van
Gend en Loos”’, laid the foundations of the ‘direct effect’ principle in which an EU Law provision
converts into a primary source of law for the national court and public bodies when 1t grants
individuals with rights that need to be upheld in the proceedings before national courts. In other
words, direct effect means that an EU law provision does not require transposition into the national
law to have an effect and be implemented. as it is already a part of the said legal order.” Through
the Van Gend decision, a bold but monumental step in differentiating EU law from any other
mternational law as a legal order that 1s new and sovereign was taken by the Court of Justice of
the European Union (CJEU) to make sure that the EU law was upheld by national courts.
Furthermore, this case set out a number of conditions, namely, clarity, unconditionality, and
independency, that help determine whether provisions of EU law should have a direct effect or
otherwise.* In time. these conditions were further developed and turned into what 1s now known
as the test of direct effect. which mcludes the following criteria - unconditionality, clarity.

precision, independency (regardless of the availability of any judicial remedies under national law

! Rafal Manko, 60 Years of Van Gend & Loos, EPRS, 2023

2 ibid.

® Alina Ireland, European Union Law, 4% Edition, Routledge, 2016

* Eur-Lex, The direct effect of European Union Law, accessed on 1 May 2023
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Referencing-oscoa
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Referencing - uarvar
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Citation S - Harvard
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Referencing - vicrosoft word
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C|tat IONS - cite This For Me - https://www.citethisforme.com
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Referencing
Reference List & Bibliography

VS
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Appearance

* Assignment Submission Form - indicate question you are answering
* Cover Page
Creative and attractive cover, clear e Contents page
Appearance organization, readable and neat, title . .
e, e * Introduction - Body - Conclusion
page, table of contents. )
* Reference List

e Styles
* Times New Roman
* Size 12, Normal - Text
e Size 14, Bold - Titles
 1.5line spacing
e Justified



Appearance

Appearance

Creative and attractive cover, clear

organization, readable and neat, title
page, table of contents.

Assignment Que:

Planning and Writing an Assignment

LT = L SO SU S SSO R

Power to Legislate

Constitutionally abiding B e e eeen 2

First Reading .

Second Readi
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Submitting the Assignment



The required submission process

> > >
WRITE SUBMIT IN CLARITY FORMAT UPLOAD
Complete your assignment Click Submit in Turnitin Copy the final text into Submit the formatted
Clarity. d t
in Turnitin Clarity. anty Microsoft Word. ocumen

to Turnitin Standard.

Remember: Turnitin Clarity is for writing and completing the work; Turnitin Standard is for the final
formatted submission.

21 ACADEMY | ASSIGNMENT PREPARATION & SUBMISSION




Planning and Writing an Assignment

e 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 activate your
account... click on email button and then confirm your email address
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Step 2: You will receive an email to set your password
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Step 3: email confirmation that email has been set successfully
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Step 4: Go to Turnitin.com and login
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Step 5: Each Assignment will have two options...
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Step 6: Turnitin Clarity is your starting point... read the instructions
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Step 7: Writing your assighment
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Step 11: Reading the Similarity report
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Step 12: 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 13: You can choose to exclude the Bibliography from the parameters to be included in the
similarity analysis
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Step 8: Al Assistance...
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Step 9: Al Assistance...
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Step 10: You can download in pdf



Step 1 — Complete the work in Turnitin Clarity

In Turnitin Clarity Student video guide

e Draft and develop your assignment. Watch: Clarity for Students: Drafting and
Submitting an Assignment

e Check and finalise the full text.

Use the video to familiarise yourself with the

Clarity workflow.
e Click Submit when the final draftis complete. youtube.com/watch?v=9idrojsMJHk

Do not treat Microsoft Word as the place to rewrite or expand the assignment after Clarity is complete.

21 ACADEMY | ASSIGNMENT PREPARATION & SUBMISSION 3



Step 2 — Format the document in Microsoft Word

Copy the final text from Turnitin Clarity into Word, then format the document to meet the Assignment

Guidelines.
Submission form Cover page Contents page
Complete it and tick the question Add the required cover page. Include a table of contents where
answered. required.

Layout Final checks
Apply the required font, spacing, Check page numbering,
margins and headings. references and presentation.

Official Assignment Guidelines: advisory21.com.mt/wp-content/uploads/2024/01/Assignment-Guidelines.pdf

21 ACADEMY | ASSIGNMENT PREPARATION & SUBMISSION 4



Step 3 — Upload to Turnitin Standard

Correct file name

Use your full name and the question number.

Example: Joseph Borg Q3

24-hour restriction

Turnitin evaluates the same assignment twice within
24 hours. Further submissions during this period will
not be reviewed until the period has elapsed.

21 ACADEMY | ASSIGNMENT PREPARATION & SUBMISSION

Drafts and deadline

Multiple drafts may be submitted before the deadline.
The version uploaded at the deadline is the final
submission for assessment.

Similarity score

The final submission must not exceed 20% similarity.
Check quotations and acknowledge all sources

properly.



Before you submit — check these points

Both versions must match Final checklist

The text in Turnitin Clarity and Turnitin Standard v Click Submit in Turnitin Clarity.
must be identical.

v Formatthe documentin Word.

Only presentation and layout may differ — for

example, the cover page, contents page, headings
and page numbering. v Complete the submission form and tick the

question answered.

Do not add, remove or substantively change

. v % similarity limit.
content in Word. Check the 20% similarity limit

v Name the file correctly.

v Upload to Turnitin Standard before the deadline.

21 ACADEMY | ASSIGNMENT PREPARATION & SUBMISSION 6
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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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Al Generated Text

The percentage of text flagged as potentially Al-generated is visible only to us.

Students are expected to ensure that the submitted work is genuinely their own and not
produced by Al.

This policy does not apply to the use of Al tools for paraphrasing.

If an assignment contains more than 30% of suspicious Al-generated text, a viva session will be
arranged before deciding whether the work will be forwarded to the assessor or if the student
will be asked to resubmit during a re-sit session.

We encourage the responsible use of Al tools; however, Al should not be used to perform tasks
that are meant to be completed by the student.
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