1.  These are supposed to be one-side-of-one-page (1S1P) reports.  You are going to find students that use more than one page.  

If they just go a few lines over one page that is OK, though I would mention that they should be able to fit their entire report onto one page (usually be shrinking down the header information to just their name).

I would take 0.5 pts off if they use half of an extra page and 1 pt if they use a full extra page.  Take 2 pts off if they use 2 or more extra pages (there shouldn't be too many of those).  

2.  The reports should be double spaced.  Take off 0.5 pts if it looks like they still could have fit their report onto one page if they had double spaced their report.  Take 1 pt off if their report would have run over 1 page long.  Part of the reason for double spacing is that it is easier to insert comments into the body of the report.  Don't feel obliged to add as many comments to the single spaced reports.
3.  I've seen several reports where students list and then answer the questions in the Report Writing Guidelines handout.  The reports should be the students explanation/discussion and understanding of the topic and shouldn't just be answers to the questions that I suggested they consider.  So I would suggest taking off maybe 1.5 pts for reports that are in this format.

4.  I've seen a few papers where students just cut and paste from the source material.  Ask the students to rewrite reports in this case.

5.  You'll probably find some reports that are incomprehensible (usually from international students but not always).  You might give those to me or ask me about them.  They will probably need to be rewritten but I should make clear to the student that they need to do something about improving their written English.

_____________________________________________________________________________

Students can earn up to 6 pts basic on content and up to 4 pts for writing quality.  I would give an average report 5 out of 6 and 3 out of 4 on content and writing quality, respectively.  You can bump the grades up or down from there based on what you find or don't find.

Please write the grades in the upper corner opposite the students name.  I generally fold the papers in half when I return them.  The name will face outward where they can read it and the grade will be hidden on the back side of the folder report. 

Have a look at the graded examples.  I write down the points earned on content and writing quality (alphabetical order, content comes first) and then the sum of the two.  

I sometimes use pluses and minuses if I can't decide on a precise grade.  Whether you do that or not is up to you.
