	
CENTRE OF EXTERNAL STUDIES

Procedures for the handling of assignments  

Postings at UNAM Centre, by Mail or email
1.   On receipt of that particular assignment all assignments is recorded by an     

       official in a book or computer. 

2.  All assignments handed in at UNAM Centres outside Windhoek, normally 

      takes ± 5 days to reach CES in Windhoek – taking into account the recording 

     time and courier system of delivery.

3.  In Windhoek the assignments are sorted and counted and controlled with list  

     sent through by the Centers

4. Assignments are then handed to Distance Education officers to be bundled.  

    Bundling is a process whereby assignments are recorded on the University 

    system for dispatching to the tutor-marker.

5. The assignments are then given to tutor-marker who signs for bundled list.

6. Tutor-markers have two weeks to mark according to their agreement with 

    CES.

7. Assignments together with the entered marks on the bundle list are brought 

    back to the Distance Education Officer who then record the mark allocated by 

    the tutor-marker onto the system.

8. Both the tutor-marker and Distance Education Officer sign for the 

    assignments received.

9. The assignments will then finally be posted back to student.

10. If all procedures are followed correctly the turnabout time per assignment is 

     about 4-5 weeks.

IMPORTANT ISSSUES TO REMEMBER BEFORE AN ASSIGNMENT IS HANDED IN

· Make sure your Name, Surname, Student Number and Contact number are written on the assignment cover and EACH page
· Ensure that your postal address is correct. 
· E mail your assignment to cesassignments@unam.na



