Department of Geography procedure for handling the submission of non-invigilated work 2008-9 session
Current departmental policy for the submission of NI work at Level 1 and Level 2, is for two copies of each piece of NI work to be submitted:

· A paper copy to the departmental office by 4pm on the due day.

· An electronic copy submitted through the Turnitin plagiarism checking service.
This system will be rolled forward to Level 3 as the current Level 2 cohort moves through the system. Current Level 3 students will continue to use the old system of submitting paper copies only.
Submission using TurnItIn is achieved by adding a special Turnitin tool to a page on MOLE – students click on this and are then able to upload their work as a Word document.

Each student can see the results of the plagiarism check for their piece of work via MOLE. Module convenors can see the results for ALL students via MOLE – and also download a copy of all the submissions.
Penalties for late submission

The two submissions are treated as one for the purposes of penalties. If either submission is late, the standard penalties as described in the Student handbook apply. If both are late, penalise whichever is latest i.e. if the paper copy is 1 day late and the electronic submission 2 days, then a  2 day penalty is applied to the assessment.

1. Setting up Turnitin for Non-invigilated work
Because of the way that MOLE modules are updated for the start of each academic session, the TurnItIn tool will have to be installed from scratch every year – the old one cannot simply be updated because of a known bug in the way TurnItIn has been implemented in the Blackboard software.

Installing the TurnItIn tool

Please make sure that you install the TurnItIn tool in a folder called TurnItIn on the module home page as described here – this will save office staff having to hunt for it when they check the submitted work for you.

In Build mode on MOLE

· Create a folder called TurnItIn on the module home page.

· Open this folder.
· Click on Add Content Link and select TurnitinUK Proxy Tool from the list.

· Select Create Turnitin Proxy Tool from the next menu.

· Give the tool a name e.g. Assessed Essay, Fieldwork Report. Since the tools lives on the Module page there is probably no need to include the module number in the title. This is the name which will appear on the MOLE page i.e. it identifies the tool to the students. Once the tool has been set up, some explanatory text can be added (see below).
This will bring up the menu showing the details of the assignment:
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The first thing to do is to click next to Show advanced assignment options and select Yes. 

This will bring up the full set of options as shown below
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These should be filled in as follows

Assignment title: This will appear at the top of the menu when the tool is used to submit material or review submissions.

Start date: date from which submission is allowed.

Due date: This is key. This is the date and time when the submission is due. Turnitin can be set up to allow submissions after this, but these will be flagged as being late. Current department policy is for the electronic submission to be 11:59pm on the same day as the paper submission.

Post date: This is only relevant if marks are to be entered and released to students via MOLE, which will not be the case. However it must be set to be on or after the due date.
Enter special instructions: These are better put in documentation or as text on the MOLE page.
Would you like to select a rubric set: Set to No

Generate Originality Reports: Set to Yes

In the Advanced options:
Generate Originality Reports for student submissions: Set to On due date. This means that students can resubmit their work up to the due date, which avoids the problems which arise when students submit the wrong piece of work.
Allow students to see originality reports: Set to Yes

Allow submissions after the due date; Set to Yes

Allow other papers to be checked: Set to Yes

Submissions should be checked against all three options - Student paper database (which will catch instances of collusion), internet and literature.
Press Submit
The tool will then appear on the page
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To put some explanatory text next to it on the page

· Click the Teach tab in MOLE.

· Navigate to the page.

· Click on the ActionLinks button next to the tool and select Edit Description from the menu. This can be used to enter the text – for example this is the explanation for the GEO163 Conference Paper
Click here to submit your electronic copy of the assessed essay

Deadline: 11.59pm Wednesday May 21 2008

Note: this tool will check your work for evidence of plagiarism – this will not happen until the submission deadline has passed. You can re-submit the work up until the deadline, if you wish.

If you wish to check your work for plagiarism before submission, use the checking tool on the GEO MOLE page.
Instructions for Students

You will see that guidance to students has already been provided in the way that things have been set up. Clearly you will need to alert students to the two deadlines for the submission of work. In addition you should
· Make sure they know how the late submission penalty will be applied.
· Students will normally get their NI work back to keep, since the electronic copy is our copy for use in exam boards etc. However, if a student fails to submit the electronic copy we will hang on to the paper copy.

· Make sure they know that they can resubmit up until the submission deadline. 

· Urge them to submit their work to the general Turnitin tool on the GEO MOLE page. This does not check student work against submitted student work, and they can submit as many times as they like.
It may be worth reminding students on the day of submission that they must also submit the electronic version.

Checking Submitted Work
Staff marking

Work is marked by hand using the paper copy in the usual way. Penalties for late submission, overlength work are applied and noted on the cover sheet.
Note that if it is suspected that work is overlength, it is possible to download the electronic copy from the TurnItIn tool and do a word count. Turnitin will report a word count but this will include ALL words – titles, references, captions etc. To download a copy simply click on the entry in the column labelled File in the TurnItIn menu (see below).
The office will automatically identify any cases of potential plagiarism (see below) and pass the names to the module convenor. The convenor should then

· Open the MOLE module and click on the Teach tab.

· Find the Turnitin tool and click on it to open the TurnItIn menu.

· Click on the report entry for each student. This will show you the detailed plagiarism report, identifying which material appears to be plagiarised and the source. From this you should be able to make a judgement on whether there is a case of plagiarism to be answered.

· Where there is no plagiarism, report this back to the office

· Where plagiarism is suspected forward the case to the exams officer.

Office checking

Once the marked paper copies have been returned to the office the following need to be done:

· Open the MOLE module and click on the Teach tab.

· Find the Turnitin tool and click on it to open the TurnItIn menu.

· Click on Roster Sync. This will update the list so that there is an entry for every student registered on the module.
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Checking for plagiarism
· Click on the word report at the top of the third column to sort the entries by plagiarism score.
· Identify any work which is over 40% and send a list of the names of the students to the module convenor.

Checking for late submission

· Sort by date.
· Identify those students who have not submitted an electronic copy. 

· Pull the paper copy (if it exists)

· Submission over 5 days late means a mark of 0 for the work. Make a note to this effect on the work.

· The paper copy needs to be retained as the departmental record, and is not to be handed back to the student.

· Identify those students who have submitted work late. Unfortunately it is not possible to print off the report, so cases of late submission will need to be noted by hand.

· The paper copy of all these pieces of work will need to be pulled so that the late penalty can be applied.

· If the paper copy was also late, check whether the electronic copy was any later. If it was, apply the greater penalty and make a note on the cover sheet. Otherwise no action is needed.

· If the paper copy was not late, then apply a penalty depending on how late the electronic copy was and make a note on the cover sheet.

Downloading work
This will be done by Peter Braggs and the work archived.

· The download tool will allow you to download a copy of all the work. Click on the box to the left of the word ‘author’ to select all the work and click download. The documents can be saved in their original format or converted to pdf.
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