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Objective 
This job aid provides an overview of the importance of rubrics and examples of what to 

include when creating or updating rubrics. 
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Introduction 
All assessments must include clear instructions and grading rubrics so that both 

students and instructors have a shared understanding of expected performance. 

• Rubrics provide specific guidelines on how student performance will be measured, 

which promotes objective and consistent grading among instructors. 

▪ Rubrics also simplify the grading process, so that instructors can focus their time 

on assessing student progress and providing substantive feedback. 

• For example: 

 

Criteria No Mastery Approaching 

Mastery 

Mastery Exceptional 

Mastery 

Distinguish 

scholarly 

sources from 

popular 

sources and 

identify 

appropriate 

uses of each. 

Does not 

distinguish 

scholarly and 

popular 

sources. 

Provides 

vague 

definitions of 

scholarly and 

popular 

sources. 

Describes 

appropriate 

uses in general 

terms. 

Provides clear 

definitions of 

scholarly and 

popular 

sources. 

Describes 

appropriate 

uses in specific 

terms, with a 

few simple 

examples. 

Provides 

critical analysis 

of the 

distinctions 

between 

scholarly and 

popular 

sources. 

Provides 

robust 

examples of 

appropriate 

uses in 

multiple 

contexts. 
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In some cases, faculty or subject matter experts may want to include exemplar 

assignment that model high-quality student work. 

• For example, if an assessment requires students to write a persuasive business 

memo, exemplars will demonstrate the tone, style, format, depth, and length 

expected of students. 

▪ Exemplars should be unique, however, so that students must create original work 

rather than modify the exemplars.1 

 

Creating Rubrics 
Option A: Watch this video. 

 

Option B: Utilize the following steps: 

 

You can create multiple rubrics in your course. Rubrics consist of rows and columns. 

The rows correspond to the criteria. The columns correspond to the level of 

achievement that describes each criterion. New rubrics have three rows and three 

columns. 

 

After you create rubrics, you can associate them with content. 

 

 
1Sourced: Center for Innovation in Learning, Course Development Guide (“Instructions and Rubrics”), 16. 

https://www.youtube.com/watch?time_continue=66&v=VgKIkeo-t3Q&feature=emb_logo
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Start: In the left-hand navigation go to: Control Panel > Course Tools > Rubrics 

 

1. On the Rubrics page, select Create Rubric. 

▪ Type a title and optional description. 

2. Select Add Row to add a new criterion to the bottom of the grid. 

3. Select Add Column to add a new level of achievement to the grid. 

4. Choose a Rubric Type from the menu: 

▪ No Points: Provide feedback only. 

▪ Points: Each level of achievement has a single point value. 

▪ Point Range: Each level of achievement has a range of values. 

▪ Percent: Each item's possible points determines the percentage. 

▪ Percent Range: Each level of achievement has a range of values. 

o When you grade, you select the appropriate percentage level for a particular 

level of achievement. 

o The system calculates the points earned by multiplying the weight x 

achievement percentage x item points 

5. To change a row or column's title, access a heading's menu and select Edit. 

▪ Type the new title and select Save. 

6. Type a point or percentage value for each row and column. 

7. Type a description for the criterion and the associated level of achievement. 

▪ Each cell has a 1,000-character limit. 

8. Select Submit. 

 

• Note: You can reorder rows and columns. 

▪ Select the Criteria or Levels of Achievement heading, which opens a reorder panel. 

 

Percentage-Based Rubrics 

• When you choose a percent-based rubric, select from these options: 

▪ Show Criteria Weight: Show or hide criteria weights. 

o If you add more rows when weights are hidden, weights for new criteria are 

distributed equally. 

▪ Balance Weights: Use after you add a new row to keep all criteria weighted 

equally. 

o If you want individual criteria weighting, type percentages for each criterion. 

o You must select the Show Criteria Weight check box for Balance Weights to 

appear. 

• Note: The total weight for all criteria must equal 100%. 

▪ No row may have a 0% weight. 

▪ At least one level of achievement must have a value of 100%.2 

 
2Sourced: Blackboard Help, “Rubrics” (https://help.blackboard.com/Learn/Instructor/Grade/Rubrics) 

https://help.blackboard.com/Learn/Instructor/Grade/Rubrics
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Associating Rubrics 

 

You can associate rubrics with these types of gradable content: 

 

• Assignments 

• Essay, Short Answer, and File Response test questions 

• Blogs and journals 

• Wikis 

• Discussion forums and threads 

 

You can also associate a rubric with any non-calculated Grade Center column. For 

example, you can associate a rubric with a manually created column for class 

participation and use the rubric to grade participation. Access a column's menu and 

select Edit Column Information. 

 

Option A: Watch this video. 

 

Option B: Utilize the following steps: 

 

Step 1: To associate a rubric, access the Add Rubric menu and choose one of these 

options: 

 

• Select Rubric from those you've created. 

• Create New Rubric opens a window so you can create a rubric. 

• Create From Existing uses an existing rubric as a template to create a new rubric. 

 

• Note: In the Type column, you can designate a rubric as Used for Grading or Used for 

Secondary Evaluation. 

▪ If you associate multiple rubrics, you can use only one as the primary grading 

rubric. 

 

 

https://www.youtube.com/watch?time_continue=2&v=fiio3IjWTzc&feature=emb_title
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Step 2: Show Rubric to Students has four options for rubric visibility: 

 

• No: Students can't view the rubric. 

• Yes (With Rubric Scores): Students can view the rubric when you make the item 

available, including possible point or percentage values. 

• Yes (Without Rubric Scores): Students can view the rubric when you make the 

item available, but they can't see the possible point or percentage values. 

• After Grading: Students can view the rubric only after you've finished grading their 

submissions. 

 

Notes: 

• For a percent-based rubric: type the points possible. 

• For a points-based rubric: you're prompted to use the rubric's point value as the 

item's possible points. 

• Point values for test questions: handled in the main test or pool canvas. 

▪ Both point and percent-based rubrics adjust their calculations to match the assigned 

point value for the test question. 

▪ Questions you've associated with a rubric appear with the rubric icon next to the 

points box.3 

 

 
 

Updating Rubrics 
 

When you edit an item with an associated rubric, you can change the rubric's options. 

 

 
 

 
3Ibid. 



6 

In the Associated Rubrics section, you have these management functions: 

 

• Remove Rubric Association: removes the connection to a rubric but doesn't 

delete the rubric itself. 

▪ You can remove a rubric from an assessment you've graded and the grades will 

remain. 

o The grades are no longer associated with the rubric, but now appear as grades 

you added manually. 

• View Rubric: opens a preview you can't edit with a link to view associated items 

and print the rubric. 

• Edit Rubric: opens the associated rubric so you can edit it. 

▪ If you've already used the rubric for grading, you can't edit it.4 

 

 
4Ibid. 




