
 

                                                                                             

  

Coursework – FAQs  

 

How and where do I submit my coursework? 

 

1. Online submission  
 
If your assessment requires online submission, you can upload your work as a document, online 
text or video via the relevant coursework submission area (depending what your assignment 
requires). 
 
Your assignment needs to be in a file format that your tutor is going to be able to access and 
mark (.doc .docx .pdf .txt .xls .xlsx .ppt .pptx). Files from Apple applications (Pages, Keynote, and 
Numbers) are not supported – please export the file to a compatible file format. If Turnitin is 
enabled for the submission, only one file can be submitted and you will need to combine your 
assignment into a single document.  
 
The file upload limit for submissions is 100MB per document – if you think the submission is 
likely to exceed this, please place them in a zip file and upload this instead. 
 
For video submissions, click on the button to open the Kaltura Media Gallery, and then select 
‘upload and embed your video’ – making sure you submit at the end of this process. Please note 
that the file limit for video submissions is 2GB. 
 
You can replace, amend or remove your submission as many times as you like up until the 
deadline time (9:00pm), at which point your submission will automatically finalise and you will 
not be able to make any further changes.  
 
Please remember to carefully check and submit the correct version of your assessment, as this 
cannot be amended once the deadline has passed. 
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2. Submission box  
 

The submission box – located on the ground floor of the Library – is used for the submission of 
A4 and A3 paper assessments. If you are required to submit to the submission box, you will need 
to download and print a coursework cover sheet from the relevant coursework submission area 
and attach it to your work. 
 
Each cover sheet is specific to you and the individual assignment, and you will need to double 
check that you are using the correct one (otherwise your work will not be correctly identified 
and you may receive a non-submission record for the assignment).  

Please attach the cover sheet to the front of the assignment so that it is visible, with nothing 
obscuring any of the information. Ensure that all parts of the assignment and the cover sheet 
are securely held together, as it is not always possible to identify missing pages and parts that 
have become detached inside the submission boxes. 

If you need to submit more than one copy of the same piece of work, secure both copies 
together and attach the correct cover sheet to the front – if it is two separate assignments, each 
will have a relevant cover sheet.  

For work that needs to be submitted on a CD/DVD/USB pen drive, you should place it in an 
envelope, plastic folder or wallet – and secure it so the item cannot fall out – then submit it with 
a coursework cover sheet. 

If you have been asked to submit online and via the submission boxes, please ensure that you 
have uploaded the online version first before submitting to the submission box.  

 
 
3. In-class and large item assessments  

 
If your assessment requires you to complete a presentation or class test (in-class) or submit a 
large item of work (artwork, garments and portfolios), your tutor will provide you information 
about when and where you need to do this. 
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The coursework is a group submission – what do I do? 

1. Online – only one submission is required per group and any group member can upload or 
amend the submission up until the deadline – all group members will be credited as having 
submitted 
 

2. Submission box – only one submission is required by group and a single cover sheet should 
be available to all members so that anyone can submit the work 
 

3. In-class and large items – complete your submission as directed by your tutor, who will liaise 
with the Assessment team to update the submission records accordingly. 

 
If there are any issues within the group, please speak to your tutor in the first instance. 

 

If I am having issues with submitting my coursework, who do I contact? 

If you are experiencing issues with submitting your coursework, please email your tutor and 
copy in assessments@mmu.ac.uk – remember to provide your student ID number, what 
assignment it refers to and details of the issue. 

If you are having trouble uploading your assignment, please contact the IT Helpline. 
 

How do I know when my assignment is due to be handed in? 

Each coursework submission area will include the deadline date for all online and submission 
box hand ins, and these should be submitted no later than 9:00pm on that day. For in-class 
assessments or large item submissions, you need to complete the assignment by the allocated 
time specified by your tutor.  

Online submissions can take a while to upload, so please make sure you start uploading in 
plenty of time so it is completed by 9:00pm – you should start to upload by 8:30pm (preferably 
much earlier) when submitting large files.  
 
Our University buildings close earlier during vacation periods so if you are submitting outside of 
term time, please make sure you submit before the building closes – closing times are included 
in each coursework submission area. 

 

mailto:assessments@mmu.ac.uk
https://www2.mmu.ac.uk/isds/contact/
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Do I receive an email receipt confirming my submission? 

Yes, you will receive an email receipt as confirmation of any assignment that you complete: 

1. Online – this should be sent within a few minutes of your submission, and if Turnitin has 
been enabled you will also receive an additional confirmation 
 

2. Submission box – this is normally sent within two working days of your submission, although 
this may take longer during busy periods 

 
3. In-class and large items – this is sent once your tutor has confirmed your submission with 

the Assessment team (this may be some time after the submission has taken place) 

Please retain a copy of your email receipts as they are your proof of submission, and include the 
relevant email receipt, your name and student ID number in any correspondence with 
assessments@mmu.ac.uk – as this allows for quick and easy identification. 

 

Moodle tells me I should expect marks and feedback by a particular date – what does this 
mean? 

If you submitted by the submission deadline, you should receive your provisional mark and the 
feedback for your assignment by the feedback date specified in the ‘coursework submission 
area’ for that particular assessment. 

Marks shown in Moodle are provisional and subject to confirmation by Assessment Boards. It is 
possible that the final marks you receive will be different from your provisional marks. 

Please contact your tutor in the first instance if you have not received this information. 
 

I have to resubmit coursework – what do I do? 
 
If you have not achieved a pass mark upon receiving your results and you need to resubmit 
coursework, a new submission area (marked ‘Reassessment’) will appear on the ‘My 
Assessments’ block on Moodle. 

Please submit your resubmission coursework in this area by the deadline – it is usually the same 
method of submission (e.g. online, submission box) as before. 
 

 

mailto:assessments@mmu.ac.uk
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I have submitted my assignment late – what happens now? 
 
Any assessment submitted after the submission deadline time is subject to a late submission 
penalty in accordance with the University regulations. 
 
If you have submitted within five working days of the submission deadline (before 9:00pm), you 
can only receive a maximum-capped mark of 40% (Level 3-6) or 50% (Level 7). If you submit 
more than five working days after the submission deadline, your assignment will receive a mark 
of 0%. 
 
Please be aware that your provisional mark may show without the above cap applied, however 
if your assignment is classed as a late submission with no applied extension, the mark will be 
capped in your final results. 
 
 
I have exceptional factors that has affected my ability to submit my piece of coursework by 
the submission deadline – what do I do? 
 
 
If you feel that Exceptional Factors (unexpected circumstances outside of your control) have 
affected your ability to submit your piece of coursework by the submission deadline, you should 
complete an Exceptional Factors Form (EF1) explaining the circumstances affecting your ability 
to hand in your work. 
 
We advise you to continue working on your assignment and seek to submit as soon as possible. 
The University cannot guarantee that an extension will be granted or that it will cover a specific 
period – so it is best that you submit as soon as you can. 
 
Any approved extension, which covers a late submission, will result in the mark cap being lifted. 
However, if the approved extension is before the date that the assignment was submitted, this 
will remain as a late submission. 
 
 

 

 

 

 

 

https://www2.mmu.ac.uk/student-case-management/guidance-for-students/exceptional-factors/
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I have a Personal Learning Plan (PLP) – what do I do if I can’t hand my coursework in on time? 

If your PLP states that you can negotiate revised submission deadlines and you are experiencing 
difficulties meeting deadlines for reasons related to your disability, please contact your 
Departmental Disability Coordinator or nominated tutor to discuss your needs and where 
appropriate, agree a revised submission deadline. 
 
The normal expectation is that you will meet your assessment deadlines, however if you need to 
negotiate a deadline, please keep the following information in mind: 

1. PLP Extensions are not automatic – please contact your Departmental Disability 
Coordinator or nominated tutor to negotiate a revised deadline 

2. You should request any revised deadline before the submission deadline – these 
cannot be applied retrospectively 

3. Only one PLP extension is available per assignment – any repeat or further 
extensions should be sought via the Exceptional Factors process 

4. PLP Extensions are not available for group assignments 
 

If you are experiencing difficulties meeting deadlines that are not related to your disability (i.e. 
an illness not related to your disability or a family bereavement) – your request for a revised 
submission deadline will have to be considered by the Exceptional Factors Panel.   
 
If your PLP does not state you can negotiate revised coursework submission deadlines, and you 
are experiencing difficulty meeting deadlines for reasons related to a disability (e.g. condition 
has deteriorated), please contact the Disability Service.  

 

 

 

 

 
 

 

 

https://www2.mmu.ac.uk/student-case-management/guidance-for-students/exceptional-factors/
https://www2.mmu.ac.uk/student-life/wellbeing/disability/

