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4.10. Evaluating Student Work
Each standardized syllabus has a list of graded assignments, and each of these assignments accounts for a specific percentage of the final grade. For each assignment, you will need to provide students with the grading criteria used, a percentage grade (0-100), and feedback.
Communicate Grading Criteria to Students

The syllabus for each course includes a list of grading criteria for each graded assignment, and you will use these grading criteria to assign a numerical grade for the assignment. Remember, changes in the criteria can be made only with approval of your katedra head and/or program manager.

Make sure that the grading criteria are clear to your students; in addition to providing the information in the syllabus, you should discuss the purpose of an assignment, your expectations, and the grading criteria with them. You must base your assessment of student work on these criteria; otherwise, students can file a grade grievance. 

Give All Assignments a Numerical Grade
Students should receive a numerical grade (a decimal value from 0-100) for each assignment. You must clearly and effectively demonstrate how you calculated this value, and it must correspond to the written grading criteria in your syllabus. The following is the grading system used by CU/VŠM for student assignments:

	
	Below Standard
	Passing grade
	Approaching Standard
	At Standard
	Exceeds Standard

	MBA
	0.00-68.74%
	68.75%
	68.75-81.24%
	81.25-93.74%
	93.75-100%

	BSBA
	0.00-57.49%
	57.50%
	57.50-76.24%
	76.25-93.74%
	93.75-100%

	IEP
	0.00-74.99%
	75%
	
	75.00-93.74%
	93.75-100%


Provide Feedback to Students

The numerical grade should always be accompanied by instructor comments. Feedback not only helps students learn, but it also motivates them to work harder. Students may not always pay attention to you in class, but they will definitely pay attention to comments on their work.

· Every assignment turned in by students deserves evaluation of sufficient depth and scope to enable both your students and you to understand what the grade means. Respond to how well students have met the purpose, requirements, and criteria of the assignment.

· Student assignments also deserve a timely response. Plan due dates with care so that you have time to evaluate assignments properly. 

· The sandwich pattern of feedback works well. 

· Start with the positives – tell the student what he has done well and why it was good. Be clear and specific. “Great work” is nice to hear, but it doesn’t help the student realize what he did that was actually so great (sometimes students do well by accident – they need to know why their work was good). Also be personal – use the student’s name in your feedback.

· Next give the “bad news,” or constructive criticism. Let the student know what he did that was wrong, poor, or irrelevant and why it was so. Be very specific – point out exactly where the error is. Then be constructive – suggest how the student’s work could have been better, what could have been done differently, what could help the student learn. And always be kind – negative comments will be remembered much longer than positive ones.

· End with some encouragement – whatever you can say that’s encouraging and true. (“Your skills are improving,” “You write very clearly,” “Thanks for making me think”…)

· Students should also receive feedback (not just a grade) about their participation, whether in-class or online. At some time during the course, give students some individual words about this.

· Get feedback from your students about your feedback. Ask them how it could be more useful.
· One way to lower the amount of time spent giving feedback at the end of the term on large assignments is to have periodic deadlines during the term in which you look at parts of the students’ work and give some feedback then.
· To be more efficient with feedback, use grade rubrics or grade sheets (see below).
Grade Rubrics
Most City University of Seattle courses now have grade rubrics for all assignments. These can be found in the Instructor Guide for your course. 

The CityU rubrics include descriptions of four levels of performance (below standard, approaching standard, at standard, exceeds standard) for each grading component. For example, one of the grading components for a paper is Organization. The paper grade rubric will contain this row:

	
	0.00 - 57.49%
	57.50 - 76.24%
	76.25 - 93.74%
	93.75 - 100%

	
	% of Grade
	Below Standard
	Approaching Standard
	At Standard
	Exceeds Standard

	Organization
	15
	The writing is not logically

organized. Frequently, ideas

fail to make sense together.

The reader cannot identify a

line of reasoning and loses

interest.


	In general, the writing is

arranged logically, although

occasionally ideas fail to make

sense together. The reader is

fairly clear about what writer

intends.


	The ideas are arranged logically to support the central purpose or

argument. They are usually

clearly linked to each other. For

the most part, the reader can

follow the line of reasoning.
	The ideas are arranged logically

to support the purpose or

argument. They flow smoothly

from one to another and are

clearly linked to each other.

The reader can follow the line

of reasoning.


For each component, you assign a grade based on which description best characterizes the student’s work. Of course, you still have to judge whether the student’s work is at the higher or lower end of the level. For example, if a BSBA paper’s organization is “at standard,” you need to determine whether it’s at the higher end or lower end of that level to give the student a grade. Organization is worth 15% of the entire paper, so the student could get between 11.4/15 (76%) and 13.9/15 (93%) for organization.

Some of CityU’s grade rubrics are quite well-developed, while others are more generic. You may use the rubrics provided, alter them to fit your criteria and expectations, or even create your own. If you choose to create your own, the template used by CityU is below, followed by an example rubric. You can also find examples at http://www.vsm.sk/en/faculty/documentlibrary/gradingfeedback.html.

While rubrics take a lot of time to create, in the end, they allow instructors to provide more, and more consistent, feedback; to demonstrate to students what to do and not to do (especially if students see the rubric before the assignment is due); and to avoid lengthy comments (because feedback is given by the performance descriptions, you do not have to make so many comments).

	Undergraduate Percentage Scale:
	0.00 – 57.49%
	57.50 – 76.24%
	76.25 - 93.74%
	93.75 - 100%

	Graduate Percentage Scale:
	0.00 – 68.74%
	68.75 – 81.24%
	81.25 - 93.74%
	93.75 - 100%

	
	% of Grade
	Below Standard
	Approaching Standard
	At Standard
	Exceeds Standard

	Component #1
	
	Description of component at this level
	Description of component at this level
	Description of component at this level
	Description of component at this level

	Component #2
	
	“
	“
	“
	“

	Component #3
	
	“
	“
	“
	“

	Component #4
	
	“
	“
	“
	“

	Component #5
	
	“
	“
	“
	“

	TOTAL
	100%
	
	
	
	


Example CityU Grading Rubric

	Research Paper 

	Undergraduate Percentage Scale:
	0.00 – 57.49%
	57.50 – 76.24%
	76.25 – 93.74%
	93.75 – 100%

	
	% of Grade
	Below Standard
	Approaching Standard
	At Standard
	Exceeds Standard

	Requirements: Does the student meet the requirements of the assignment and remain focused on the purpose of the assignment
	30
	Does not include requirements in submitted work. Limited awareness of purpose.
	Includes most requirements in submitted work. Makes an attempt to establish and maintain purpose.
	Includes all requirements in submitted work. Focused on a purpose
	Fully includes all requirements in response. Establishes and maintains clear focus on a purpose.

	Purpose/Thesis Statement: How does the student frame the content of the paper?


	10
	Purpose/thesis not evident. Content in paper does not support the purpose/thesis statements.
	Purpose/thesis unclear, unoriginal or offer little that is new. Content in paper loosely supports the purpose/thesis statements.
	Purpose/thesis evident. Content in paper supports the purpose/thesis statements.
	Purpose/thesis easily identifiable, plausible, novel, sophisticated, insightful. Content in paper clearly supports the purpose/thesis statements.

	Content: How well is the content presented?  Does the reader gain insight from the assignment?
	20
	Central purpose or argument is not clearly identified. Analysis is vague or not evident. Reader is confused or may be misinformed.
	Central purpose or arguments are supported at times. Analysis is basic or general. Reader gains few insights.
	Central purpose or arguments are clearly identified. Analysis is clear and evident.
	Central purpose or argument are clearly identified and show a thoughtful, in-depth analysis of a significant topic. Reader gains important insights.

	Writing Mechanics: How well does the student incorporate grammar, spelling, syntax, punctuation, and style into the assignment? 
	20
	Improper use of grammar, spelling, syntax,  punctuation, and style (7+ errors)
	Some improper grammar, spelling, syntax, punctuation, and style (4-6 errors)
	Mostly proper grammar, spelling, syntax, punctuation, and style  (2-3 errors)
	Proper grammar, spelling, syntax,  punctuation, and style (0-1 errors)

	References:  Are the selected resources appropriate and sufficient for the purpose of this work?  Are they formatted in APA style?
	10
	Resources selected are not appropriate for the purpose of this work and demonstrate little to no research.  APA citation style is not followed at all.
	Some resources are appropriate for the purpose of this work with limited research demonstrated.  There are frequent errors in APA citation style.
	Resources selected are appropriate for the work and reflect ample research.  APA citation style is used with minor errors.
	Resources selected are appropriate for the purpose of this work and reflect substantial research. APA citation style is used with no errors.

	Organization: How well is the content of the paper organized? 


	10
	Lacks clear point of view and logical sequence of information. Connections to information are not evident.
	Vague point of view and some logical sequence of information. Connections to information are confusing or flawed.
	Clear point of view and logical sequence of information.  Fairly clear connections to all information.


	Clear and concise point of view and logical sequence of information.

Crystal clear & direct connections to all information.


Grade Sheets

Grade sheets are simpler to make than rubrics, and still make it easy to justify a student’s grade, focus your comments, and shorten the evaluation process. However, they require more written comments than a rubric and don’t give students a detailed breakdown of the grading criteria.

A grade sheet simply lists the grading criteria from the syllabus, how many points the students earned out of the possible points, and provides room for instructor comments. Grade sheets can be made larger or smaller depending on the amount of comments you give. Below is a basic grade sheet template. Other forms of grade sheets include circling the grade for each criteria or a checklist for each (see examples at http://www.vsm.sk/en/faculty/documentlibrary/gradingfeedback.html).

	Criteria

Make a list of one set of criteria that describes the highest possible performance for each category of the grading criteria from your syllabus. Be specific. Leave room for comments in the box for each criteria or at the bottom of the grade sheet.
	Points Possible
	Earned

	
	
	

	
	 
	

	
	
	

	
	
	

	
	
	

	Total
	100
	


Example Grade Sheet

	Case Study Grade Sheet (expands with comments)

	Grading Criteria
	Grade
	Comments

	Understanding, Application, and Integration of Course Concepts 
	/10
	

	Logically Supported and Complete Problem Definition
	/15
	

	Completeness of Analysis

(evaluation, explanation, and support)
	/25
	

	Logically Supported Conclusions and Recommendations
	/15
	

	Format (title page, header, text), Grammar, Spelling, Punctuation, Syntax 
	/20
	

	Proper Reference Methods (reference page, in-text citations, quoting, paraphrasing, summarizing)
	/15
	

	TOTAL
	
	


Return Graded Student Work

Work submitted by students is the property of those students and should be returned. If you cannot return the work to the student personally, keep it for two terms after the completion of the course. 

Student work should not be left in a public place because this is a violation of privacy laws. Students should not be able to look through other students’ work. Talk to your program manager about how to distribute student work properly if you will not be available to give it to them personally.
Keep Grade Records

During the term, you will need to keep records of both attendance and grades, using the attendance and grade sheets provided by your site. Keeping your records up-to-date allows you to be able to inform students of their standing during the term.
Deadline for Final Grades
Instructors in the IEP, BSBA, Bc., and Magister programs are required to submit all grades for their courses within 72 hours of the end of the term. This does not include weekends. The term generally ends on a Friday, so grades are due by Wednesday of Week 11.

Giving Incomplete Grades and Granting Extensions 

To issue a grade of Incomplete (“I”), the following three criteria must be met: 

· The student must be making satisfactory progress (defined as the student having completed at least 50% of the course requirements, or having approval of the Dean or designee). 

· The student must have documented extenuating circumstances that necessitate additional time to complete the course. 

· The student must place the request in writing with the instructor. 

Additionally, the instructor must submit a Change of Grade Form (available in the Admissions Office) to inform the registrar of the incomplete grade. 

You should deny the request for a grade of Incomplete (“I”) if: 

· The student has not made satisfactory progress by the time the grade is due, 

· The request for the Incomplete (“I”) has not been documented in writing prior to the deadline for grade submission, or 

· The student is unable to demonstrate extenuating circumstances. In such cases, you should use the decimal grade earned up to that point as the final grade. 

If you have accepted the student’s request and turned in the Change of Grade form, one extension of 30 days may be granted to the student.
When the student turns in the required work within 30 days, grade it and submit the student’s new grade by turning in another Change of Grade form. If you do not change the student’s grade by the end of the 30-day extension, the “I” grade will become a 0.0 for the course. 
Giving Other Failing Grades 

If a student has earned a failing grade in your class, you will also need to fill out a Change of Grade Form. You will need to note the date of last contact and the percentage of work completed on this form. 
Changing a Grade after the Term Ends
After a grade has been posted to a student’s record, it may be changed only by the following actions: 

· The instructor changes a grade for work submitted after the final grade was posted. 

· The instructor certifies that an error has occurred by submitting a Change of Grade form.
· A grade grievance filed by the student results in a change of grade (see next section).

Once a grade has been posted, it may be changed upward but not downward unless the original posting was a clerical error.

In the event of extenuating circumstances, the Registrar will accept a grade change up to, but not exceeding six (6) calendar months from the date of issue of the original grade. 

Grade Grievances

City University of Seattle presumes that the instructors are best able to evaluate the academic performance of students and to assign grades. If a student believes that a grade was miscalculated, that it was assigned arbitrarily, is unjust or that crucial factors were not taken into account, the student may request that the grade be re-evaluated by exercising the following procedure: 

· The student should first attempt to discuss the disputed grade with the instructor to seek a mutually satisfactory resolution. 

· If an acceptable resolution is not reached, the student may fill out a Grade Grievance Form (http://www.vsm.sk/en/services-for-students/download-center/) and forward it to the Grade Grievance Coordinator (Luba Habodaszova, lhabodaszova@vsm.sk) with a letter, including all original graded work and documented communication. The grievance must be submitted no later than five (5) weeks after the disputed grade was posted. 

· Copies of the grievance and related documents will be forwarded to the instructor for consideration and/or written rebuttal. 

· All communication between student and instructor will be handled through the Grade Grievance Coordinator. 

· When the communication and documentation have been sufficiently exchanged, the Grade Grievance Coordinator will review the case file, consult appropriate academic managers as needed, and then make one of the following decision: 

· Uphold the grade as initially assigned. 

· Request that the instructor change the grade. 

· The Grade Grievance Coordinator will submit a change of grade to the Registrar. 

Student's Right to Appeal
If the student wishes to appeal the decision of the Grade Grievance Coordinator, an appeal letter must be sent to the Dean within 10 days. The Dean’s decision is final and not subject to further appeal. 
