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EFAL SP JiT 3 of 2019 
Assessing Writing: Workshop agenda 

Session 1 Introduction and reading workshop objectives 20 mins 
Session 2 Pre-workshop activity 30 mins 
Session 3 Unpacking some key assessment terms 30 mins 
Session 4 Lessons from experts 30 mins 
Session 5 Examining some descriptive  assessment tools                                        40 mins 
Session 6 Developing rubrics 60 mins 
Session 7 Post-workshop activity 30 mins 
Session 8 Workshop evaluation 30 mins 
Total Time  270 mins = 4.5 

hours 
 

Session 1: Introductory session                                                                    (20 mins) 

 
1.1 Introductions  
Welcome participants and arrange them in groups of about 4-5. Introduce yourself and 
allow them to introduce themselves to their group members and sign the registers. 
 
1.2 Setting Ground rules  
Negotiate some useful ground rules with the participants. Invite them to think of things 
that will help to make the workshop productive. See some of the following suggestions: 

• Punctuality 
• Phones 
• Respecting the speaker 
• Participating fully 

 
1.3 Writing Assessment Workshop Objectives  
Read through these objectives with the participants. 
 
 By the end of the workshop participants will: 

• Will understand and be able to use key assessment vocabulary 
• have a deeper understanding about what must be assessed in an EFAL writing class 
• be aware of the approaches to writing assessment 
• learn about a variety of assessment tools 
• create rubrics for the writing classroom 
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Session 2: Pre-workshop activity                                                                  (30 mins)  

 
Participants complete the pre-workshop activity. Explain that they will answer the same 
questions again at the end of the workshop as a check on what they have learnt;  we will 
also go through the answers together after the workshop. 
 

Session 3:  Unpacking key assessment terms                                            (30 mins) 

 
Explain to participants that it is necessary when talking about assessment to use the correct 
technical terminology.  Participants must match the explanation with the key term, and 
write the term above each definition.. Refer to the participants’ handout for the complete 
texts for this session. The first one has been done in the particpant’s handout as an example 
– refer to it to help everyone know what to do   
 
After giving participants time to discuss the terms in their groups ask for volunteers to give 
the answers. Note the answers below. Facilitate any discussion needed to make sure that 
participants understand the explanation of each term.  
 
 Note that the answers have been provided for you to help the participants. 

a. Formative assessment   
b. Summative assessment  
c. Baseline assessment 
d. Descriptive feedback 
e. Continuous assessment 

f. Criteria (p) Criterion (s)  
g. Rating scale  
h. Criterion-referenced assessment  
i. Checklist 
j. Rubric 
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Session 4: Lessons from experts                                                                   (30 mins) 

 
Lessons from the experts about teaching and assessing writing 
Explain to the participants that in this activity they will refer to  quotations in their 
handouts that assessment theorists and writers have made about writing.  
 
Allow the participants to read through each lesson and to make a note of their 
understanding, then share with their group. Once all groups are finished they must select 
someone to feedback to all the participants explaining in their own words what the EFAL 
teacher can learn from these lessons. 
 
Refer to the participants’ handout for the text of these four lessons. 
 
Note the following ideas that you can contribute to the conversation about what the 
experts can teach the teachers. 
 
Lesson 1:  Doris Lessing 
We learn from this writer that everyone is a storyteller and can use their imagination. It is 
important for EFAL writers to hear this as they often lack confidence 
  
4.2 Lesson 2:  Rick Stiggins 
Stiggins believes that teachers must realise that their assessment must go beyond simply 
recording marks in a mark book then copying them into a report card. They must, in 
addition, give feedback that describes the learner’ work .It must be such that the learner 
know where he/she has succeeded and where he/she must improve in the future. 
 
4.3 Lesson 3:  Carole Beeghly Bencich 
Bencich advises that the teacher focus on what was done well and not only on mistakes.The 
teacher should have a conversation with the writer, known by writing theorists as  a ‘writing 
conference’ and ask questions to show interest and to get learners to think more deeply about 
their work. 
 
4.4 Lesson 4:  Peter Elbow 
The most important thing a teacher can do is affirm the learner/writer. Simply giving a grade 
does not help as learners (good or bad) do not know which aspects of the writing task they 
have achieved and which they have not achieved. For example, if a learner receives an essay 
with the mark of 60%, he/she does not know which aspects were correct, and he/she does 
not which were wrong to the value of 40%. Teachers must give comments that really 
describe the quality of the learner’s work. 
 



 
 

 4 

4.5  Lesson 5: Lessons from CAPS p.122 
The lesson here is that assessment should not happen at only one time of the term, but 
should  be spread out – this enables the leaners’ progress to be monitored, and problems 
addressed while there is still time to remediate them. 
 
Also note that: 

1. It is important to have a programme of assessment so that the teacher can plan the 
teaching and ensure that he/she only assess topics that have been taught.  

2.  A departmental programme of assessment helps the teachers in a department 
schedule dates for moderation of tasks and of marking. Such moderation is important 
in setting the right standard of task, and in ensuring that all marking is done to the 
same standards.  

4.6 Lesson 6:  What we should assess in the writing classroom 
Explain to participants that as writing teachers in the EFAL classroom they are also experts. 
In groups participants should discuss what the teacher should pay attention to when 
assessing writing. Once groups are finished discussing their ideas, each group should select a 
member to share their group’s ideas with all the participants. During this process all 
participants should make a list of these important points. 
 

Session 5: Examining some descriptive  assessment tools                    (40 mins)                                   

 
Explain that the purpose of this session is for teachers to see that assessment is not simply 
a matter of providing marks or grades. The participants will, therefore, explore some of the 
ways teachers can provide descriptive feedback instead of relying on a grade or mark i.e. 
they will explore ways in which teachers can put assessment for learning into practice and 
can use criterion -referenced assessment.  
 
Explain that assessment experts say that one of the ways of dealing with descriptive 
feedback/ formative/encouraging/ evaluative feedback is by using good assessment tools 
especially checklists, rating scales and most of all rubrics.  
 
Look at the examples of the assessment tools in the Resources handout. 
Discuss the defining characteristics of each and point out to the participants the ways in 
which the rubrics differ. Allow them to critique the rubrics.  
 
It is important to explain to the participants that these are rubrics that are not necessarily 
good or CAPS compliant. They are not given here for teachers to use in their EFAL 
classrooms, rather they are given for the teachers to analyse and discuss how they could be 
used, adapted or improved for their classrooms. 



 
 

 5 

 
5.1.1 Rating scales 
Here are some of the features of rating scales that you can point out to the participants. 

1 Rating scales record levels of learner’s work. They indicate whether the learner’s 

work is of a certain quality. 

2 They can use words or numbers to represent the level of success.  

3 Each point on the scale is described clearly so that learners can understand and 

also that any teacher can use it easily. 

4 The skills are arranged in a logical order. 

5 They can provide space for further comments by the marker. 

6 They are quick and easy to use. 

7 They are quick and easy for the teacher to design. 

8 They use consistent descriptors e.g. always, sometimes, rarely, never. 

9 They can easily describe learner’s steps towards mastery 

Checklists 
Here are some of the features of checklists that you can point out to the participants. 
 
1 Always use yes/no or has a box to be ticked. 
2 Quick and easy to design. 
3 Can be used by both learners and teacher with ease. 
4 Skills are clearly identified 
5 Each skill is listed separately. 
6 Skills/criteria are organized sequentially.  
7 Only indicate whether the learner has fulfilled the different parts of the activity 

or not   
8 Do not give much feedback.  

9 Do give marks. 

10 They are useful for the learner to check that he/she has done all required before 
handing in 

 
Note that the main difference between a checklist and a rating scale is that the 
checklist observes whether the criteria are met or not usually by means of an X or a 
yes/no. In the case of rating scales a number is often given to describe the level at 
which the learner has achieved the aim of the activity.	 
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5.1.2 Rubrics 
Note 1: the definition of Holistic rubrics and Analytical rubrics: 
Holistic scoring gives learners a single, overall assessment score for the writing as a whole.  
Analytic scoring provides learners with at least a rating score for each criterion and often 
the rubric for analytic scoring offers teachers enough room to provide some feedback on 
each criterion. 
 
Note 2: definitions of the following terms associated with rubrics- criteria, descriptors, 
levels of performance. Look at the example below. 
 

• The column on left- criteria tell what features of the writing are going to be assessed 
• The numbers at the top indicate the levels of performance with 4 being excellent etc 
• The information in each box next to the criterion is the descriptor which describes 

what the learner must achieve to be placed in a particular level. 

 
Criteria 4 3 2 1 
Criteria 1- 
Format 

Excellent 
pertinent title is 
provided 
Correct word 
length 
Lines left 
between 
paragraphs 
 

Satisfactory 
title is provided 
Correct word 
length 
Lines left 
between 
paragraphs 

Poor title is 
provided 
Incorrect word 
length 
Some Lines left 
between 
paragraphs 

No title 
provided 
Too short 
No lines left 
between 
paragraphs 

Criteria 2 
Content 

    

 
Ask participants to examine each rubric and to answer the following questions for each 
one. Remember to point out that these rubrics are given for analysis and discussion and 
are not provided for the teachers to copy and use. Explain to participants that to critique 
something is to say what is good and bad. 
 
Questions for critiquing rubrics 

a) Is this an example of an  analytic or holistic rubric? 
b) What  do you you think are the advantages and disadvantages of the rubric ? 
c) When do you think a language teacher should use an analytic or holistic type of rubric? 
d) Does the rubric state specific criteria? 
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e)  Does the rubric allow teachers and learners to gather information and to make 
judgements about what learners know and can do in relation to the outcomes? 

f) Can the learner easily understand the language of the criteria? 

g) Can the teachers  use the rubrics to provide feedback? 

h) How would the teacher indicate the feedback on the rubric? 

 
 

Answers for Example 3.1  
a) Holistic 
b) Advantages: 

o The skills are easily identified.  
o Each skill is listed separately which makes the information clear.  
o It is quick and easy to read.  
o It is easily accessible to weak learners. 
 Disadvantages: 
o The holistic scoring gives learners a single, overall assessment score for the 

piece of 
o writing as a whole. Marks are not given for accomplishment in each skill. 
o There is nothing to indicate what is not coherent writing or which errors the 

teacher   
o is aware of. 

c) A holistic rubric can be used for any writing activity 
d) The rubric states the criteria in a general way 
e) Yes in a limited way. No it does not give enough information about specific 

behaviours or skills or knowledge. 
f) Yes an EFAL learner can easily understand this language. 
g) Yes the rubric can be used to provide general not specific feedback 
h) The teacher would highlight the level that illustrates the quality of the learner’s 

work. 

Answers for Example 3.2  
a) This is an analytic rubric which provides learners with a rating score for each 

criterion. 
b) Advantages: 

o Often the rubric for analytic scoring offers teachers enough room to provide 
some feedback on each criterion. 

o Marks add to the depth of feedback. 
o If the use is carefully discussed among the group of teachers in the EFAL dept. 

then there is a guarantee that each teacher would use the rubric in the same 
way as colleagues   
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Disadvantages 
o In this particular example there is a lack of detail e.g. there is no indication 
which  
       grammatical errors are evident 
o There is not enough detail about the criteria. Simply saying “coherency” 

might not be helpful enough 
c) A language teacher could use this rubric for any writing task. 
d) The rubric states specific criteria e.g. ideas, language and coherency. The rubric 

does allow teachers to gather information about knowledge and skills  but not in 
detail. 

e) The rubric is not detailed enough to allow for a systematic collection of 
information about specific behaviours etc. 

f) Possibly EFAL learners could easily understand this language if they were familiar 
with the terms e.g. ‘coherency’. 

g) Yes an EFAL learner can easily understand this language. 
h) The teacher would highlight the levels that illustrate the quality of the learner’s 

work. 

 
Answers for Example 3.3:  Essay rubric 

a) This is an analytical rubric. 
b) Advantages: 
o This is a better analytical rubric than example 3.2 as it offers much more detail 

per criterion. For example, the teacher can highlight that the learner  has little 
awareness of the impact of language and yet is strong at spelling. 

o It succeeds in providing information about the major elements of an essay. 
      Disadvantages: 

o The descriptors could have been described more clearly and some have been 
conflated with others. There is a big difference between sentence structure 
and structure of the essay as a whole. This rubric does not make this clear. 

o Much of the language is probably too sophisticated for the EFAL classroom. 
o It is debatable whether the precise mark indications are helpful or not. 

c) This can be used for all types of essay e.g. narrative or reflective although there 
should be some adjustments e.g.in the Structure category there could be some 
specific  points about argument structure or narrative structure. 

d) Specific criteria are stated. 
e) The rubric does allow the teacher to gather info about what the learner knows in 

relation to the outcomes. It does help gather information systematically. 
f) The language is easily understood if the teacher has gone through the rubric 

before the learner begins the writing. 
g) The rubric does help to provide fairly detailed feedback. 
h) The teacher can highlight what the leaner needs to pay attention to. 
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Comments on Example 3.4:  Essay – longer creative writing rubric 
            a) This is an analytical rubric. 

 b) Advantages: 
o It indicates the writing process and other features of creative writing such as 

sensory detail and originality 
o It succeeds in providing information about the major elements of an essay. 

Disadvantages: 
o Not enough detail e.g. what is meant by ‘originality’ 
o Much of the language is too vague. 
o It is debatable whether the precise mark indications are helpful or not. 
o The learner will not really know in detail where he/she is good and where 

he/she is weak. 
c) This can be used for any type of essay that requires some subjectivity from the 
writer e.g narrative, recount, reflective as opposed to transactional writing. Specific 
criteria are stated. 
d) Specific criteria are stated  
e) The rubric does allow the teacher to gather info about what the learner knows in 
relation to the outcomes. It does help gather information  fairly systematically. 
f) The language is easily understood if the teacher has gone through the rubric 
before the    learner begins the writing. 
g) The rubric does help to provide fairly detailed feedback. 

              h) The teacher can highlight what the leaner needs to pay attention to. 
Answers for Example 3.5:  Rubric for writing process 

a) Analytic 
b) Advantages: 

o This is a very useful rubric for learners to learn the importance of the craft of 
writing. CAPS emphasizes the writing process so teachers should include 
rubrics like this in their assessment plans. 

o The Steps learner needs to work on category is very useful as here the 
teacher has the opportunity to give some individualised feedback. 

Disadvantages: 
o Does not make a clear distinction between editing and publishing. The way 

they are described makes them sound too similar. 
c) This rubric is useful to assess the process for any writing task. Nevertheless, 

teachers must be careful of being too generic as each genre has its own specific 
characteristics e.g. narratives have an intro, body and conclusion structure while 
instructions have a point form structure. 

d) The rubric does allow the teacher to gather fairly detailed information. 
e) The language is appropriate for EFAL learners. 
f) It can be used to provide feedback. 
g) The teacher can highlight what the learner needs to pay attention to. 
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Answers for  Example 3.6: Expository essay rubric  
Note the definition of expository writing:	This type of writing can include essays, newspaper 
and magazine articles, instruction manuals, textbooks, and other forms of writing, so long as 
they seek to explain, describe  and inform. 

a) It is analytical. 
b) Advantages: 

o The language used is fairly detailed. 
o Addresses the main parts /structure of an essay 

      Disadvantages: 
o The criterion known as other is vague. 
o Unfortunately it only provides four levels. Teachers should remember that 

Blooms has more levels see Cognitive Levels in CAPS p.127. If you only work 
with four levels then most marks fall into level 3. It is therefore difficult to 
differentiate amongst the learners’ work. 

c) This can be used for any expository piece of writing.  
d)Specific criteria are stated. 
e) The language is appropriate for EFAL learners. 
f) It can be used to provide feedback. 
g) The teacher can highlight what the learner needs to pay attention to. 

General comment on all examples: 
•  None of them refer enough to format e.g. put in a title, write xxx amount of words, 

yet this is clearly set out in CAPS see p.53. Leave lines between paragraphs etc. 
• Each one would need to be adjusted to be adjusted to be CAPS compliant especially 

in terms of mark allocations. 
• Each one would need to be adjusted to work well for the teacher’s specific writing 

activity.  
• Remember that rubrics do not work on a ‘one size fits all’ basis 

5.3 Tips for using rubrics  
Explain to the participants that you have provided them with some useful tips. Read through 
each one and ask them to discuss why each tip is useful. See the text in bold below for 
possible answers. 
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Tips	on	Using	Rubrics	Effectively	-	based	on	notes	from	Centre	for	Advanced	
Teaching	and	Learning:		https://www.unbtls.ca/teachingtips/gradingrubrics.html	

9. Develop a different rubric for each assignment. Although this takes time in the 
beginning, you’ll find that rubrics can be changed slightly or reused later. Why 
should teachers do this? 

Each writing task has its own individual characteristics. It is not possible for every 
rubric to be used for different writing genres. The teacher might want to put 
something in the rubric that has been emphasised during writing lessons e.g the use of 
topic sentences. 
 
10. Give learners a copy of the rubric when you assign the performance task. Why 

should teachers do this? 
The learners will then understand what the teacher’s criteria are or what outcomes 
they have to achieve. This will help them focus their effort in the right places, and will 
also enable them to check their work themselves before handing it in.  
 
11. Discuss rubrics with learners to create a common understanding of expectations. 

Why should teachers do this?  
The teacher must explain how the rubric works so that the learners can see and 
understand what they have to do. This explanation process is a valuable opportunity for 
the learner to understand about a particular genre of writing. 
 
12. Require learners to attach the rubric to the assignment when they hand it in. Why 

should teachers do this?  
The teacher can then highlight key points on the rubric. In this way the rubric works as 
a useful feedback tool. 
 
13. When you mark the assignment, circle or highlight the achieved level of performance 

for each criterion. Why should teachers do this? 
 In this way the learner will be more aware of his/her strengths and weaknesses. A 
global mark cannot give this type of information. For example if a learner gets 60% for 
an essay, he /she does not know what parts were correct and which parts equalling 
40% were wrong. 
 
14. Include any additional comments that do not fit within the rubric’s criteria. Why 

should teachers do this?  
Firstly this personalises the feedback and it is an opportunity for the teacher to give 
praise and encouragement where it is due. Too often writing teachers only point out 
what is wrong. 
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15. Decide upon a final mark for the assignment based on the rubric.   
Although a rubric can indicate where a learner has excelled or not, most learners want 
an overall mark which should act as a benchmark for them. 
 
16. Return the rubric with the assignment. Why should teachers do this?  
The learner can then see from what the teacher has highlighted where he/she has 
been successful or not. 
 

17. What tips can you the participants contribute?     
End off this session by asking participants to provide additional tips that have not been 
mentioned. Here are some suggestions for further tips:  

o Ask the learners to highlight the rubric with the areas where they think the learner 
has done well. In this way you will be training them to self-assess. The teacher can 
then explain why he/she differs with the learner’s self- assessment. 

o Ask the learners to use the rubric to assess one another’s work. In this way you are 
training them to do peer-assessment. 

o Rubrics are useful to explain to parents /HODs etc how the leaner is working. 
o If all teachers in a grade use the same rubric then there is a chance that marking will 

be fair, valid and standardized.  
o Rubrics can cut down on marking time as teachers are spared writing long comments 

 

Session 6: Developing rubrics                                                                        (60 mins) 

 
6.1 Group participants into small groups of 4-5. Tell them they must discuss what steps 
must be followed in order to develop rubrics systematically. When each group has 
finished its discussion then all groups share to all participants. If you have many 
participants you may have to have two to three groups doing the same activity. 
 
As you go through the groups’ responses note the following issues that the participants 
should be aware of. See the list below. 
 
When making a rubric consider the following: 

• The genre of writing is the rubric for 
• The kind of rubric will be developed –holistic or analytical? 
• Which categories are required e.g. language use, content structure etc 
• The value to be assigned for each category. 
• The language to be used so that there is clear differentiation between levels. 
• The number of levels that are necessary. 
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• Decide whether to assign a mark value to each category. 
• Always fill in the excellent level first. 

6.2  Developing rubrics 
When everyone is clear about the steps needed for making rubrics the facilitator will group 
participants into six groups to do the following activity. Groups should develop  the 
following types of rubrics. If there are many participants you may have two or three groups 
doing the same activity. This is not a problem as they can compare how others have done 
the same task.  
 
Group 1 -an analytic rubric for writing a narrative text 
Group 2- an holistic rubric for writing a descriptive text 
Group 3-an analytic rubric for writing an invitation  
Group 4-an holistic rubric for writing a diary entry 
 
5.3 When each group’s rubric is completed, display it for the other participants to see. 
Select one group member who will explain to all how it works. Participants should also give 
suggestions for improvement where necessary. 
 

Session 7: Post-workshop activity                                                                (30 mins) 

 
Ask participants to do the post workshop activity, and collect papers.  Then go through the 
answers with them. 
See comments in bold below for possible solutions. 

1. Criteria are the elements of the writing that the learner must pay attention to. They 
generally concern skills and knowledge.  Answer yes or no (1 mark) 
Yes 
 

2. Assessment of writing: CAPS suggests that the following genres should be assessed. 
Add four more to the list: Narrative, newspaper report, reflective essay. (4 marks) 
Dialogue, letters, emails, instruction text, book or film review etc 
 

3. When assessing writing, for example some of the genres mentioned above, should 
the focus always be on all of the following aspects of writing?  Answer Yes or No (1 
mark)  
Language use, Vocabulary, Structure, Meaning. 
No The teacher can choose to focus on all of these or only some 

 
4. Feedback is the information a teacher gives a learner before the completion of a 

task. Answer yes or no. (1 mark) 
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No – it must be given after 
 
5. The purpose of feedback is to say what the learner has done well and to say how the 

learner can improve. Answer yes or no. (1 mark) 
Yes 
 

      6 A teacher should always use a rubric when marking . Answer yes or no (1 mark)  
No There are other assessment tools.  
 

7    Circle the correct answer (1 mark) 
Assessment which comes at the end of the term and is often in the form of an exam is 

known as a) summative assessment, b) formative assessment, c) authentic 

assessment. 

a) summative assessment 

      8 Circle the correct answer (1 mark) 

              Assessment which takes place during the learning process i.e. any time during the 

 term but  is  not in the form of a test or exam is known as a) formative assessment, 

b) authentic assessment, c) diagnostic assessment. 

a) formative assessment 

 

9 Should the teacher give the learner the rubric before he/she begins the writing 

activity?  Answer yes or no. (1 mark) 

Yes 

10 Must a rubric have a mark for each and every criterion?  

Answer yes or no. (1 mark) 

   No 

11 Choose the correct answer. Rubrics which give a single score for a piece of 

writing as a whole is called a holistic or an analytic rubric. (1 mark) 

Holistic 

        12     Choose the correct answer. Rubrics which give a score for each criterion 

 e.g. language  use or structure is called a holistic or analytic rubric. (1 mark) 

  Analytic 
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Session 8:  Workshop Evaluation                                                                                         (30 mins) 

 
• Thank participants for their contributions. 
• Ask participants to complete the evaluation form. 
• Discuss any changes that might be necessary for future workshops.  
• Discuss topics for future workshops. 

 


