




This handbook has been compiled to consolidate the essential 
information to guide you through the remainder of the 2020 
academic year. Due to the Covid-19 pandemic there have been 
changes to the policies and processes you are used to, so it is 
important that you familiarise yourself with these changes to 
ensure the successful completion of your studies. The information 
found in this handbook is to summarise communication you have 
received already and is applicable to Semester 1 only. Please do not 
hesitate to contact any of the lecturers, academics and operations 
staff members who will gladly assist you as you navigate your way 

through this unprecedented year.

The question isn’t 
who’s going to let me 
- it’s who is going to 
stop me?

 Ayn Rand
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ACADEMIC INFORMATION

ACADEMIC OPERATIONS

Timetables
Timetables have been released on the student portal that detail the weekly online 
teaching schedule that commenced on 15 April.  The section on the timetable that 
refers to Directed Studies refers to the tasks you need to complete as directed by your 
lecturer on the “Lesson Plan for Online Learning“.

Formative Assessments
Your Programme Assessment Schedule (PAS) will indicate the number and types of 
formative assessments which require completion per module.  In some instances, 
these have changed therefore we encourage you to become familiar with what is 
required of you.  All formative assessments are available on the student portal.

Summative Assessments
Summative assessments, where possible, have been modified to take home exams 
and as with the formative assessments, these have been reviewed and modified to 
accommodate the change in teaching and learning.  These will be available on the 
student portal by the first week of June.
There are certain modules that must be written under examination conditions.   These 
modules have been moved to Semester 2 and will reflect as Semester 2 modules on 
your PAS. 
Summative assessments which are assessed as a Portfolio of Evidence (POE) continue 
as per normal submission guidelines.  Submit your tasks that build up to a final POE.  

Take Home Assessments (as a different assessment type)
A take home assessment is any assessment that would have previously been written 
on campus under examination conditions.  These assessments have been reviewed 
and modified to accommodate the change in teaching and learning.  
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For every take home assessment (formative and summative), you have 2 
opportunities for submission, provided the submissions take place prior to the 
module completion date indicated in your PAS. Any student who has not submitted 
an assessment by the module completion date, will forfeit their opportunity of a first 
or second submission.  

Release of Assessments 
Assessments will be released on the student portal only as soon as they become 
available.  Please access the portal regularly so you do not miss out on these.  

Submission, Marking and Results Release
All students can submit each assessment (formative and summative) twice.  
The recommendation is to use the PAS as a pacing guideline.  This will enable 
enough time to receive feedback and results.  The feedback received from your 
first submission will assist you in submitting an improved second submission (if 
you choose to do so). The two submission opportunities are there to give you the 
best chance of success in the module.  This does not apply to Research modules 
(RESM8419/RESE8419) offered on the NQF 8 qualifications (with the exception of the 
first assessment, the concept document which you may resubmit).

Although the PAS will guide your pacing, all assessments (formative and summative) 
must be submitted by the module completion date indicated on your PAS.  Anything 
received after this point will not be accepted.  

All assessments submitted onto Learn during the week, will be accessed by your 
lecturer on the Friday of each week.  They will be marked and submitted to the 
campus Results Administrator/ Assessment team the following Friday, so your results 
may be released the following Friday.  You can therefore expect results for your 
assessments two weeks after the assessment has been submitted.  Please allow for 
additional time for the marking of POEs and practical summative projects. 
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Frequently Asked Questions

 • What timetable should I follow?

 The latest version of your timetable will be available on the student portal.

• What are the boot campus sessions and when will they be offered?

 Boot campus are sessions for those students who were unable to participate in the 
online learning during the lockdown. A timetable will be released as soon as we 
know when we are permitted to return to campus.  Lectures will be presented using a 
similar online format however students will have access to campus infrastructure and 
resources. For us to prepare for you, and for us to meet the regulatory requirements, 
you will need to book your place for the boot campus sessions. You can book, by 
contacting your campus via VC Assist (IIE-VC)/Relationship Navigator (IIE-Vega)/
Academic Operations Co-ordinator (IIE-RC)/Customer Relations Officer (IIE-MSA)

• What happens with ICE? 

 ICE ON CONTACT FULL TIME/PART TIME programmes - will be used as additional 
feedback opportunities on work that will contribute to the formatives or the 
summative. ICE will not contribute to the final module mark. This does not apply to 
Research modules offered on the NQF 8 qualifications. The requirements for ICE remain 
unchanged. ICE ON DISTANCE programmes - ICE will contribute to the final module 
mark.

• What are the submission dates per module?

 All submissions (first and second/ re-submission) must be handed in by the module 
completion date at the end of August 2020.  Any work not submitted by this date will 
not be marked.  You would have received a PAS from the campus with recommended 
submission dates.  Although you are not required to submit by the recommended date, 
it will guide your pacing, enabling you to meet the module completion date of end of 
August timeously. 

• Are there any changes to my assessment points?

 There are a few changes to modules that had assessments which would have been 
written under examination conditions.  These have now been converted to take 
home tests and take-home exams.  Please refer to your PAS to see how your module 
assessment strategy has changed. 
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• How do I know what I need to submit per module? 

 Your PAS will guide you on the assessment point per module.  If you require assistance, 
please contact your campus via VC Assist (IIE-VC)/Relationship Navigator (IIE-Vega)/
Academic Operations Co-ordinator (IIE-RC)/Customer Relations Officers – IIE-MSA. 

• Submissions and resubmissions – how do they work?

 You may submit your assessment as soon as you are ready to. You are encouraged to 
follow the recommended dates for submission as per the PAS to help you plan your 
time wisely.  Once assessments have been marked and feedback is received, you are 
able to use the feedback received to improve on your work and resubmit it.  The timing 
of the resubmission is also flexible provided it is prior to the module completion date. 

• Can I submit all my formatives and summative for a module together on the  
 module completion date?

 Yes, you can but you will forfeit the resubmission opportunity as the module completion 
date would have passed. However, it is preferable that you submit all your assessments 
as per the recommended submission dates so that you benefit from the feedback given 
on your formative assessments. 

• What has happened to the Replacement and Supplementary sitting? 

 For the first semester, replacement and supplementary rules no longer apply as 
all students would have the opportunity to re-submit a formative or summative 
assessment. 

• If I make use of the resubmission and submit an assessment twice, which  
 mark will stand? 

 The highest of the two marks will count.  

• How is my final module mark calculated?

 The final mark for a module will normally be made up of the two highest formative 
marks and the highest summative assessment mark. Where there is only one formative 
the mark will be made up of the mark for the formative and for the summative. This    
does not apply to Research modules (RESM8419/RESE8419) offered on the NQF 8 
qualifications.

• Do you have to apply for a resubmission? 

 No, you do not need to apply.  
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• What happens if I submit my formatives and summative by the module   
 completion date, but I have not taken up the resubmission opportunity and I  
 fail, can I resubmit?

 No, all submissions and resubmissions must be submitted by the module completion 
date. Any student who does not submit by this date, will forfeit the opportunity to 
submit. Ensure you factor in time to allow for a resubmission to be safe.

• What happens beyond the module completion date if I have not passed the  
 module?

 You will need to repeat the module in the next academic year.

• When will my Special exam take place?  

 We will communicate special exam opportunities, applicable to exit level students, in 
due course. These are usually written in the January and February of the following year. 

• How do I know I have covered the required work in order to submit my   
 formative assessments? 

 This is usually indicated on the PAS.  These are still there to guide you with your 
submissions. Please continue to discuss your assessment questions with your lecturer 
as he/she will support you in this process. 

• What is the difference between ‘date from’ and ‘module completion date’ on  
 my PAS?

 The module completion date is the final date for submission. The “date from” date, is the 
date from which you may begin submitting as the content required for that assessment 
would have been completed by this date. 

• When can I expect my marks for my formative submissions?

 We will normally work on a two-week turnaround time.  All submissions for the week 
will be accessed by your lecturer on the Friday of every week.  Lecturers will have one 
week to mark and return results to the Results Administrators/ Campus Assessment 
team for release the following Friday.  The Results Administrator/ Campus Assessment 
team will have one week to capture and will release your results the following Friday, 
this being two Fridays after your original submission.  There may be slight nuances 
to this depending on the volumes being submitted for marking and the nature of the 
submissions as practical work and POEs require additional marking time. 
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• CASS is waived – what does that mean? 

 This simply means that a student may write or submit their summative irrespective of the 
mark received for the formative/s already completed.  There are no sub minima and there 
is no CASS requirement for entry into the summative assessment.  A module average of 
50% is required to pass the module.  

• How will I know what must go through Safe Assign and what doesn’t?

 Everything goes through Safe Assign.

• If I am registered for an Honours qualification, how are my research modules   
 (RESM8419/RESE8419) affected?

 a. All formative submission points are required, and the final mark will be calculated  
  based on the predetermined weighting of each formative.

 b. ICE applies and will contribute 10% to the final mark.
 c. There is no resubmission of formatives as these build up to the summative which in  
  itself is then a resubmission (with the exception of the below).

 d. Formatives that were due BEFORE the policy  was released (28 April 2020) can be   
  resubmitted i.e. assessment 1.

• If I am registered for a qualification offered in the distance mode, how am I   
 affected?

 a. The weightings remain the same.
 b. ICE is still included.
 c. The semester start and end date is as per the academic planner, available on your  
  student portal.  

 d. You qualify for the module completion date as an extended submission timing – 
   end August. 
 e. You qualify for the resubmission opportunity.

 

 

 

ACADEMIC SUPPORT

Library 
Physical campus libraries will remain closed during the lockdown, however, as soon as 
we can, we will allow students on to campus to use the infrastructure (Wi-Fi, computers 
and the library) to study and consult with staff. 
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All the Campus Librarians/Information Specialists are still available during the 
lockdown and are offering online library services remotely. Some of these services 
are:

• Offering online library sessions (e.g. databases searching and referencing); check   
 LEARN announcements for more details.
• One-on-one consultations with students and lecturers to answer any information and   
 research requests via Blackboard Collaborate, email and telephonically.
• Assisting students and lecturers with online article searches for assignment writing and  
 research.

Online library resources are available through the library website (E-shelf) and it 
gives you access to:

• Search and access library databases.
• eBooks and journal articles.
• Referencing help.
• Past Papers.
• The IIE institutional research repository (IIE Space) to access completed research and   
 other institutional articles.

Institutional email address and password are required to access online library resources 
(student/staff email address and same password used to access the institutional network)

Student Support
Intellectual Integrity
If the lecturer identifies plagiarism in the first submission, students will be allowed to correct 
content and referencing, and must resubmit before the 31st of July. Penalties may apply 
depending on the year of study. 

If plagiarism is identified in the second submission, this will be handled as an offence 
and dealt with according to The IIE Intellectual Integrity Policy (IIE023 addendum during 
Pandemic) and no further resubmissions will be allowed. 

All the submissions are still expected to be sent through SafeAssign. Where submission 
through SafeAssign is not possible such as photographs or hand-written assessments the 
lecturer will check for plagiarism as per normal.
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STUDENT SERVICES

Your mental well-being plays a huge role in your overall health and well-being, and it should 
be prioritised. If things are getting overwhelming and you feel you can’t cope, ask for help. It’s 
important to take care of yourself and get the most from life. Here are a few practical ways to 
look after your mental health. 

Maintain a routine

One of the best things that you can do to preserve your mental well-being is to stick to a 
routine. Maintaining as much consistency as possible with your daily routine can help keep 
your mood as lifted as possible and prevent boredom and stress from taking over.

Get a good night’s sleep

While you’re at home it can be easy to go to bed late or sleep in later than you typically 
would. Breaking your normal sleep routine can have negative effects on your overall mental 
well-being. Try to stick to your typical routine as much as possible.

Spend time outside

Try to get outside periodically throughout the day. Being outside helps to promote higher 
vitamin D levels.

Connect with others

Social distancing doesn’t mean being socially disconnected. It can be easy to feel lonely 
during self-isolation, fortunately, advancements in technology have made it easy to connect 
with others without having to physically be in contact with them. Stay connected with your 
friends, family and campus. Keep the lines of communication open: it’s good for you!
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Keep active

Exercise keeps the brain and your other vital organs healthy. It is also beneficial towards 
improving your mental health. Regular exercise can boost your self-esteem and can help you 
concentrate, sleep, and feel better.

Eat well

A diet that’s good for your physical health is also good for your mental health. Combined with 
physical activity, your diet can help you to reach and maintain a healthy weight, reduce your 
risk of chronic illnesses, and promote your overall health.

Be wise

It is easy to become overwhelmed by watching the news and reviewing the updates of the 
COVID-19 situation. While it’s important to be informed of the situation, you should not obsess 
over the news. 

Block, unfollow and unfriend - do whatever you need to do to be okay. 
Talking about your feelings can help you stay in good mental health and deal with times 
when you feel troubled.

Practice positivity and gratitude

Taking five minutes a day to write down the things that you are grateful for can lower stress 
levels and help you change your focus on the situation and boost your mood.

Talk about your feelings / Ask for help

Your mental well-being plays a huge role in your overall health, and it should be prioritised. 
If things are getting too much for you and you feel you can’t cope, ask for help. Your family or 
friends may be able to offer practical help or a listening ear. 
Please know that we are here, we care about your well-being and are available to you during 
the lockdown and beyond. Get in touch with your SRM (IIE-VC)/ SRM (IIE-RC)/ Wellness 
Navigator (IIE-Vega)/Campus Counsellor (IIE-MSA) during regular office hours. 
Local services are available to help you after hours. A list of essential services is available on 
the Student App.
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STUDENT SYSTEMS

STUDENT SUPPORT
For IIE-Varsity College students, please direct  any queries you may have during this time, 
through VCAssist https://varsitycollege.freshdesk.com/support/home

For IIE-Rosebank College students, please direct any queries you may have during this time 
to the Academic Operations Co-ordinator.

For IIE-Vega students, please direct any queries you may have during this time to the 
Relationship Navigator. 

For IIE-MSA students, please direct any queries you may have during this time to
registration@iiemsa.co.za

All take home assessments will be released to you on the student portal however these must be 
submitted using Learn as per normal submission procedure. All updates and announcements are 
sent via the student portal.

To access your student portal, please click here 
VC portal: https://www.varsitycollege.co.za/my-vc
RC portal: https://www.rosebankcollege.co.za/Pages/Current-Students.aspx
Vega portal: https://www.vegaschool.com/vega-links
IIEMSA portal: https://www.iiemsa.co.za/my-iie-msa-current-students/
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All submissions of assignments and take-home assessments must be submitted using the Learn 
platform.  

To access Learn, click here 
VCLearn: https://myvc.iielearn.ac.za/
RCLearn: https://myrc.iielearn.ac.za/
VegaLearn: https://myvega.iielearn.ac.za/
IIEMSA: https://myiiemsa.iielearn.ac.za/

AWKWARD
SILENCE

SORRY, YOU
CUT OUT

YOUR
SCREEN
FROZE

HELLO? DOG
BARKING

IS THAT
YOUR

HADEDA?

HI, CAN
YOU HEAR

ME?

CAN
EVERYONE

GO ON
MUTE!

YOU'RE 
ON MUTE!

SORRY...
GO AHEAD

Don't swear or use offensive language 

Think before you type

Don’t abuse the chat box

Treat your Navigator and classmates with respect

Be patient, your question will be answered 

N E T I Q U E T T E  T ' S  A N D  C ' S

THIS SESSION IS BEING RECORDED 

HELLO! 

NO YELLING, PLEASE

Netiquette is an invented word combining “net”
and “etiquette”. The word suggests that there
are certain behaviours that are acceptable for

online delivery.
 

Let's establish that these are the standards
Students and Navigators will uphold during our

online sessions. 
 

The Navigator may select a class moderator
who will index (type headings in the chat during

sessions) as well as give feedback to ensure
everyone has a successful learning experience.      

CAN
EVERYONE

SEE MY
SCREEN?

THANK YOU FOR BEING HERE

Be kind and professional 
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