GUIDELINES FOR GRADERS 

The University of California has some strict rules that you must follow if you want to be paid for your work. The Financial Assistant of the Sociology Department serves as the department accountant and is required to be very precise in her work, hence she requires the following:  Disregard them at your own peril!
1. When you first take your job (or renew it for a second school year), see the Financial Assistant of the Sociology Department (in SSMS 3113-3115). She wants you to contact her by e-mail first, so get her e-mail address from John, and make sure all your paper work is filled out correctly so you can be hired and paid by the University of California. Do not postpone this task, thinking that you can do it in the second or third month of your employment: Such a strategy can mess up your being hired by the university and endanger your being paid on time—or at all. 

2. Fill out your time/pay sheets each and every month. Do not assume that you can skip your monthly time/pay sheets and get paid for the whole quarter at the end of the three months. Such a strategy creates extra work for the Financial Assistant. In addition, this practice makes it difficult to assess the numbers of hours available for reader time as we get toward the end of the quarter. 

3. Be careful about the total number of hours that you record for grading. The Sociology Department allocates one hour of reading for each student in the class. Divide that number by the number of graders in your group of graders and you see how many hours of grading the department can afford to pay you. Now divide that number of hours by the number of midterms and finals to see the maximum number of hours you can afford to read on the first quiz. Because it takes time to add test scores, record them and do other paper work, you must be able to grade the next tests in less time—so there will be time to do the other tasks aside from grading per se. See John if you want to calculate the exact numbers of hours that you can spend grading each test. (Typically, you should spend about 14 hours when grading one question for 550 students, or 7 hours when grading one question for 275 students. But these numbers can vary significantly, depending on the difficulty of the question and number of students skipping the question you are grading.) 


HOW TO GRADE the tests.

The following information should help you in the various tasks that a grader needs to perform.  If you have any questions about any of the following points, please see John, or call him at 967-4995.

1. Get a syllabus showing all test days. At the end of each test, come to class or John’s office (at SSMS 3014) in order to pick up the tests as soon as possible.  This can avoid time-consuming errors that may arise if John has to take the tests somewhere else and you cannot find him or them.

2. Try to allocate your time so that all quizzes can be graded and returned as soon as possible. Studies have shown that students learn more from tests if the tests are returned promptly--while the student is still interested in the questions and his or her answers. In small classes, it is possible to get the tests back to the students by the next lecture; but more time may be needed for large classes. 

3. When you mark the quizzes, put helpful marks on the students’ answers to indicate where they were correct or incorrect.  Smiling faces, plus marks, a big “X” over any section that is off target, and occasional words (such as “good” or “excellent”) all offer useful feedback to the students. 


John has a list of abbreviations that you might want to use while grading (see the last page of this hand-out), and you can use these if all the graders agree to use them consistently. Let John know if you want to use these (or any variations thereon), so he can pass out a list of them to the students. 

4. Before you begin to grade any given question, look for 15-20 tests that answered the question, searching for answers that are long, neat and well written. Read these 15-20 answers to see what good students are capable of writing in limited time. Then set your standards such that good students have a good chance of earning 5's and 6's.  Once John had a grader who required virtually perfect answers for 6 points, and the students were very frustrated since almost no one could get full credit.  Call John (967-4995 or 893-3064) if you have any questions!


5. You need to create a KEY for each test. Write down all the valid points that students are making for each question on the test. The answers on the students’ tests will help you prepare an “ideal answer” to put on the key for the students.  Because your ideal answer contains all valid points, indicate what percent of these is needed to earn 6 points. Note that the students will compare their answers to your ideal answers to see what they failed to put down, so make your ideal answers good.  By picking answers from the good tests, you will be able to create ideal answers that are realistic and rich in detail.  If your ideal answers are too short, simplistic, or highly simplified, you will have lots of students returning their tests to you and asking for regrades. Examples of good KEY answers are attached below. Bring your KEY to John’s office when you bring the fully graded quizzes to be returned to the class.

6. How to allocate points: Give 6 points for each high quality answer.  The 6 point answer does not have to be perfect or as good as the ideal answer on your KEY.  No one can put down all the material in the short amount of time given. Define as 6 points whatever percent of the information from your ideal answer that the good students are presenting. The main outline of the answer, containing the main points should be there for the student to get 5 points; and several correct details, fine points, or examples should be there for the student to earn the full 6 points.


After you have set reasonable standards for 5 and 6 point answers, you will know to give 3 points to students who give only half the full answer, 1.5 points to students who give only one fourth the full answer, and so on. Do not give away points for totally wrong guesses, or else the points begin to become meaningless; and poor students will learn that they can write anything they want and get some points.  When students are totally off target, a few words from you may help them see what is wrong. “See the key” (or John’s abbreviation, “SK”) can be useful. 

7. Put the points for each answer in the left margin, next to the answer. The person who grades the second question on any given page should subtotal the points for that page and put the subtotal in the bottom right corner.  When you have graded all the questions, total the points from each page carefully, and place the total score at the top of the back page of the test. [Do not put the grade on the front page, because this can be embarrassing for students who do poorly -- if they think other people have seen their bad grades.] Spot check your addition every once in awhile to see that you are not going too fast.  This addition task is a part of the grading process where mistakes can slip in easily.  How would you like to see a score of 19.5 on a test where you hoped to earn close to 30? Add carefully!


8. After you have all the tests graded, make a graph of the grade distributions for the whole class.  Simply write down all the possible scores down the left-hand margin of a piece of paper, and put an “X” (or check or slash mark) next to the score for each person earning that score.  This will give you and me a good feeling for how the students are doing. The top of your graph will look something like the following: 
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9. Record the grades and keep the grade sheet in a safe place all quarter.  Do not pass the grade sheet back and forth to John.  Several years ago, the grade sheet got lost and there was chaos.  Keep it safe and secure all during the quarter.

10. When the class is larger than 100 students, pile the tests in 4 groups--representing 4 (roughly equal) parts of the alphabet--and mark them with slips of paper so John will know what part of the alphabet they contain: e.g., A-E, F-K, L-P, Q-Z. This method helps the students locate their tests with minimum of hassle.  Bring the quizzes, grade distribution graph, and the KEY to John’s office at least 20 minutes before class on the day the tests are to be returned so he can look at them before the tests are handed back.  If you come by early and he is not there yet, leave the tests, grade distribution graph, and KEY with the secretaries in the main Sociology office--making sure that they know who the tests are for and that they are in a safe place--and put a note about this under John’s door (so he will see the note even he does not have time to check his mail). 

11. Be prepared to check any tests that students submit for regrades. Regrade only the questions you graded. Take a look at the students’ requests and see if their answers deserve any extra points. Do not “give away” points. You have a right to stick to your original grade if it was fair. If you do not change the grade, please jot a note to the student and explain your decision. If the student deserves a new grade, change the score on the test and in your records. After all relevant graders have checked their questions, return the test to John so he can give it to the student as soon as possible.


12. Grade the final exam just like the other tests and add the final score to the quiz scores.  Make a graph for the total points the students earned during the entire quarter. (There is no need to make a graph for the final exam). A graph of the total points of all the students gives us an overview of the final grade distribution. It will probably have no perfect scores, and the top of your graph might look something like the following:
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13. Before the final exam, be sure that you find out the deadline for filing grades: Each quarter, all grades have to be in by a certain time (usually about 10 days after the first day of finals; but check with John or the secretaries in the Sociology Department). We must have the students’ grades recorded by the deadline or many people suffer psychological pain--including all the students who receive “no grade” for the course. This has never happened to any of my classes, so do not panic. You will--most likely--get things done early so you can leave campus as early as possible. 
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