	[bookmark: _GoBack]ASSIGNMENT 1 – CHECKLIST.

You may wish to ensure that you have addressed all these points before you submit your assignment. This list is based on things commonly done incorrectly, That is to say it is based on review points commonly given to participants who have earned insufficient marks to pass the assignment.

I have aligned each of these to the most relevant of the 4 Commands of good Communication which you should have learned already on PY.


	No.
	CATEGORY

	4 ‘C’s of 
COMMUNICATION
	  CHECK
	YES/
NO?
	COMMENT

	1
	Understanding
	CONCISE
	Have you taken sufficient time to plan and prepare the structure and content of your assignment? 
	
	

	2
	Understanding
	CLEAR
	Have you understood and can clearly explain what the ethical dilemma is?
	
	

	3
	Understanding
	COMPLETE
	Have you considered recommending any longer term strategies to avoid the issue recurring?
	
	

	4
	Procedure
	CLEAR
	Is your presentation neat and tidy with consistent fonts, well-spaced headings etc.?
	
	

	5
	Procedure
	COMPLETE
	Is your cover sheet fully completed?
	
	

	6.
	Procedure
	CORRECT
	Is your document in Word or compatible format (NO PDF)?
	
	

	7.
	Procedure
	CONCISE
	Is your Word Count between 400-500 words?

	
	You may find this difficult. Please consider 800 words should be an absolute maximum.
NB It is helpful that the Cover sheet and Bibliography are not included in this total.

	8
	Procedure
	CORRECT
	Have you thoroughly proof checked for spelling mistakes, correct English grammar, correct word use, and correct punctuation?
	
	Note that GRAMMARLY.COM may help. 

	9
	Procedure
	CORRECT
	Have you correctly followed the steps of either White or MacDonald’s framework?
	
	

	10
	Procedure
	CORRECT
	Have you chosen just ONE case study to write about?
	
	

	11
	Content
	CORRECT
	Are all your direct quotations small excerpts not long segments of text?
	
	

	12
	Content
	COMPLETE
	Are all quoted parts of your text clearly identified using in text citation? 
	
	See Harvard Notation referencing guide.

	13
	Content
	COMPLETE
	Have you included a full reference bibliography at the end of your assignment?
	
	See Harvard Notation referencing guide.

	14
	Content
	COMPLETE
	Have you included remarks on at least 3 relevant VALUES from the ACS Code of Ethics? 
	
	Are these sensible? – marks may be deducted if clearly wrong.

	15
	Content
	COMPLETE
	Have you included remarks on 5 or fewer CLAUSES from the ACS Code of Professional Conduct?
	
	Are these sensible? – marks may be deducted if clearly wrong.

	16
	Content
	CORRECT
	Are your CLAUSES related to the VALUES you have chosen?
	
	E.g. Don’t select a clause related to Competence if Competence isn’t one of your values.

	17
	Content
	COMPLETE
	Have you identified any legislation relevant to the ethical dilemma?
	
	

	18
	Content
	COMPLETE
	Have you included sensible recommendations on next steps/actions to take? 
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