MEMO

To:

All 101 Instructors

From:
Michael Goeller, 101 Coordinator



Murray Hall 108C, 732-932-5787, michael.goeller@rutgers.edu


Date:

November 12, 2004

RE:

END OF SEMESTER TO DO LIST 

Darcy will be sending you a one-page FAQ about the end of the semester in 101 along with the Final Folder Review Memo.  Some of our newest instructors, however, have requested a more detailed account of the final days of the term, especially since that is not covered very fully in The Almanack (which is more focused on the first half of the term).  Here, more or less in a chronological sequence, are the final things you have to do before the semester ends.  You might use this as a checklist and tick each off in turn.

· Collect final folders before the last class. Make sure that all students turn in a final folder and that each folder contains (at a minimum) the original graded essays 1-5 and the final paper. Some teachers distribute a checklist to students and ask them to inventory their folders before submitting.  Make sure that students provide any missing materials before your Final Folder Review appointment, at the latest.  If you ask students to submit their final folders one or two weeks before the final exam, you will give stragglers plenty of time to get you missing items.  

· Sign up for Final Folder Review. Final Folder Review will be held from Friday, December 10, through Tuesday, December 21 (with the 21st reserved for instructors of research writing courses).  You are encouraged to sign up with the same person you met at midterm, but that is not required.  Due to the large number of instructors and the tendency of people to seek the last days and avoid the first, we may ask some teachers to choose one of the first folder review dates.  To help us direct students and get them their folders, we also ask that you indicate the date, place, and time of your final office hour on the folder review sign-up sheet (see below).  

· Schedule a final office hour to return folders and grades.  Final office hours are used to return folders and grades to students.  They should be scheduled no sooner than one full hour following your Final Folder Review meeting, since teachers often need time to fill out Grade Information Sheets or to adjust grades. Announce your final office hour several times in class, telling students the date, time, and place (don’t assume they know where your office is).  Also give this information to the Writing Program secretary on your campus, either by using the space on the folder review sign-up sheet or by directly communicating to her.  Announce to students that all folders not picked up will be returned to the Writing Program office on your campus for student pick-up during prescribed times (to be detailed in the Final Folder Review Memo).  Please emphasize to all students in danger of failing the course that they should come to final office hours to learn their grades.  If students fail, they need to register for 101 in the Spring.

· Distribute course evaluations. The best days to distribute course evaluations are the fourth- or third-to-last meetings. These days are preferred over the second-to-last meeting (when you will be doing review for the exam) since attendance tends to be lower on that day and because there is always the chance (however remote) that a class meeting will be cancelled by weather, illness, or other unforeseen event.  We also recommend that you conduct the evaluations near the beginning or middle of the class session, since evaluations distributed at the end of a class meeting are often very quickly and negligently filled out with little or no commentary on the back.  In conducting the evaluations there are a few basic rules that all teachers should follow: 

· Leave the room when students are completing evaluations as your presence can intimidate some students or create the appearance of intimidation.

· Write your full name, the official course name (Expository Writing), and the course number and section (01:355:101:__) on the board.

· Spend a few minutes explaining the importance of evaluations and how to fill out the forms.  Emphasize that the student comments on the back of the forms will actually be the most valuable to you as an instructor, since the numbers generated by the front of the form often need explanation.  And don’t forget to mention that 5 is best and 1 is worst.  Silly as it sounds, some students who write very positive things on the backs of the form end up mistakenly assigning low numerical evaluations where they had obviously intended to give high ones.

· Ask a student volunteer to collect and return evaluations to the Writing Program office on your campus at the end of the class session.  

· You should give students up to 20 minutes, and ask your volunteer to come tell you when all of the evaluations have been collected.

· You must never read evaluations or have them in your possession before you have submitted your final roster grades.  

· Once your grades are submitted, you are allowed and encouraged to read your evaluations in the Writing Program office, but you are not allowed to remove evaluations from the office.

· Grade BUT DON’T RETURN Paper 6.  Do not give back graded Paper 6 until after you have had Final Folder Review. Tell your students you will give back Paper 6, along with their folders and grades, at your final office hour.  

· Direct most comments on Paper 6 to the overall performance.  While there’s little point in writing revision-oriented comments on Paper 6, please do write some marginal notes indicating how you are evaluating the paper and an end-comment in which you place the paper in the context of the student’s final achievement in the course. Use a second sheet of paper or a summary sheet to indicate the grades, in case a change is made during Folder Review.  Be sure to write both the grade for the paper and the grade for the course (even if they are the same) since we need to make clear to students that these are not always identical.  The final grade reflects the student’s sustained level of achievement over at least two papers.

· Conduct a final exam prep session.  The next-to-last class meeting should focus on discussing the seventh essay in preparation for the exam.  You may prepare a written activity for the day, but do not offer too much direction to students; instead, encourage students to take charge of the discussion. You should not substantively contribute to the discussion. You might assign them to groups to come up with the connections between reading 7 and one or several of the previous readings, then have the groups report back to the class as a whole. We strongly recommend that the day you discuss the new reading your students don’t also have their 6th paper due since that may distract them from preparing for the final.  Remind them that the exam is open book and they are allowed to make use of notes in their books but not writings on separate sheets of paper.  You can tell them that the exam question will ask them to connect the new reading with one you have done previously.  Do not tell them the exam question in advance.

· Write and make copies of your final exam question. I will soon be distributing a memo on the final exam that will include sample questions.  Stated briefly, the exam should ask students to connect the exam reading (essay seven) to one of the other six you have read this term.  If you want to help your weakest students you can write a question that allows them to connect it to any of the other essays you have read so they can choose the one with which they are most comfortable.  Alternately, some teachers give students a choice of two or three questions so that they can choose the one they feel most comfortable answering.  The goal of the exam is to check that your students have been doing their own work and that they are able to carry the skills of 101 on with them.  

· Pick up “blue book” exam booklets in advance of your final class.  Blue books can be had for the asking from the Writing Program office on your campus.  Take one for each student, plus a few extra.  Tell students to use both front and back pages and to write at least five full pages in response to your question. 

· Administer the final exam on the last class meeting.  All other departments at Rutgers hold exams during exam days; only the Writing Program is exempt from that practice and allowed to hold a final exam on the last day of class (in order to accommodate our folder review procedures and students’ registration deadlines).  Any student who misses the final exam should be considered to have failed it, but if such a student contacts you in a reasonable time frame, you can direct him or her to the exam make-up day. The final exam make-up day and procedures will be described in a forthcoming memo from Darcy.  Briefly, though, you are responsible for providing the Writing Program with a copy of your question before the make-up day and then collecting and grading the exam before your Final Folder Review meeting.  If you have students absent during the exam and you have difficulty coming to campus, you may want to leave copies of the exam with us just in case they contact you for a make-up.

· Grade the final exams Pass or Fail. Write the grade (P or F) on the cover of the blue book in pencil. Any student who fails the exam fails the course.  You do not need to write comments of any kind on the blue books since students will not be allowed to read them (see below).  Remember that exam grades are not factored into a student’s overall grade, except in the case of students who fail the exam.

· Never return exams to students.  Be sure to give all of your exams to the person with whom you do Final Folder Review so they can be stored by the Writing Program.  Never return graded exams to students because that creates the possibility that exams can be lost or altered.  The Writing Program needs to have all exams in case grades are reviewed or appealed.

· Assign final grades according to sustained achievement on at least two of the last three papers.  Remember that the course grade reflects each student’s sustained level of achievement at the end of the semester. That means a student has to have received his or her highest grade twice among Papers 4, 5, and 6 in order to receive it as the final grade for the course.  See the separate Notes on Final Grades memo for more details.

· Record grades in pencil before folder review.  Decide upon final grades for all students and record them in pencil on your final grade roster (forthcoming) or on a copy of it.  Do not pen in your grades until the end of Folder Review.  It is also a good idea to have Grade Information Sheets filled out for any students you think might be judged failing.

· Decide upon all grades before or during folder review, not after.  You are expected to submit your final grades in pen to the person with whom you do folder review immediately before the completion of your meeting.  You will receive a copy for your records. You must also submit Grade Information Sheets for all failing students.

· Come prepared to Final Folder Review. Be sure you have all papers and exams graded, and with your grade roster and grade information sheets (forthcoming) filled out. Keep the final exams separate from your students’ folders, as the director will collect the exams and put them on file in the Writing Program office.

· Turn in your roster and grade information sheets before leaving.  Be sure you turn in the graded roster (with grades in ink) and grade information sheets on failing students to the Writing Program office before you leave your folder review. You will receive a copy of your grade roster for your records, but remember that we can no longer post grades at all. That is why you need to remind students to come to your final office hours.

· To help us study grades, please submit a copy of your grading roster.  We are in the process of reconsidering the way we decide final grades and need to study the grading practices of teachers in our classroom.  We therefore request that, along with your final roster, you submit a copy of your grade book for the semester so that we can track the grades of students on all six papers.  We want to determine whether other systems of grading that take into account some or all of students’ first three papers (perhaps with weight upon some and not others) might arrive at similar or superior results to our current system of focusing only on the last three grades.

· POST NO GRADES.  University regulations forbid the posting of grades on doors or bulletin boards, as is common practice at some other schools.  The University also officially discourages sending students grades by e-mail since that is considered an insecure mode of communication.  Students should come to your final office hours to learn their grades.  Otherwise they can check their grades online about two weeks following the last day of exams.   

· Hold your final office hour. Bring student folders and grades to your final office hour, as previously scheduled and communicated to the Writing Program office and to your students.  

· Some students will not show up to your final office hours. At the end of the hour, bring your remaining folders to the Writing program office on your campus. If the Writing Program office is closed before the end of your final office hour, you must return the next day in order to deliver your leftover folders to us. It’s a good idea to schedule your final office hour during the Writing Program’s usual business hours, even if that means scheduling it the day after your final folder review.  If returning the next day is difficult, you must make other arrangements either with the staff or with your folder reviewer to deliver your folders to us.

· Some students will be unhappy with their final grades in the course. If, after you have patiently explained the reasoning behind the final grade, the student continues to protest the grade, do not continue the discussion.  Instead send the student to the Writing Program office to meet with a director who will review their work and explain the appeals procedure.
We hope that this memo clarifies things.  Please direct any questions to me at michael.goeller@rutgers.edu.
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