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Business Studies Department

BTEC Business Studies Work Submission Policy

1. Work can only be submitted on designated submission dates.  Submissions will take place between 1.00 and 1.30pm in room 201 on the designated date. Work will be collected by a member of the administration team and a receipt for the work will be issued.

2. Any work which fails to meet the deadline will be marked at the end of the year, time permitting, in accordance with Edexcel exam board regulations.  
3. If you know you will be out of college (for example on a trip with another department) on a hand in day it is your responsibility to see the appropriate teacher in advance of the submission. In most cases you will need to submit the work ahead of the deadline. 

4. Work will only be accepted:

· In hard copy

· Hole punched on left hand side and secured with 2 treasury tags.

· The accepted type face is size 12 Arial font.

· The work must have headers, footers and page numbers.  

· Assignments must include a comprehensive bibliography clearly referencing any sources you have used to complete your work – this might be in the form of direct quotes or for research purposes.

· The assignment sheet must be included and fully completed with candidate names, numbers etc.
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