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Module Setup – Rubrics    
   
  

What is a Rubric? 
 

 
  
A rubric is a tool instructors use to evaluate student assignments against a series of 
criteria with levels of achievement, often presented in a table of rows and columns. 
Descriptions are entered for each level of achievement within a criterion, making rubrics 
a powerful tool for providing feedback when displayed to students. 
 

• Rubrics can also be used to grade assignments. Points can be divided between 
criteria and assigned to levels of achievement. 

 
• Rubrics can be made available to students before assignment submission to help 

students understand instructor expectations. 
 

• Instructors can create rubrics for any kind of assignment, and they can also be 
copied, edited and reused, across multiple assignments and modules.  

 
For these reasons rubrics have enormous potential to streamline grading and feedback 
for individual graders and teams.   
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How to create a Rubric 
 
Step 1 - To create a rubric, go to Module Tools - Rubrics. 
 

 
 
Step 2 - On the Rubrics page, click New Rubric. 
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Step 3 - On the Edit Rubric page, give the rubric a title. 
 

 
 
Note: By default the rubric is Published, only Published rubrics can be attached 
to an assignment. Rubrics can also be set to Archived and Draft.  
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Rubrics can be either or the Holistic, meaning they have just one criterion, or the Analytic 
type, meaning they have more than one criterion. 
 

 
 
There are also a number of scoring options: 

• No score: for rubrics that are not used for grading. 
• Points: points are divided between criteria equally. 
• Custom Points: where each criteria can have different points total.  
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Note: By default Rubrics have 3 criteria and 4 levels of achievement. Edit these 
to customise your rubric. Decide how many criteria and levels you need before 
you begin to add descriptions.  
 

 
 
Step 4 - To add a level of achievement click the plus + icon. 
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Step 5 - Provide a title, and provide a points value if grading, or click the dustbin icon to 
delete a level. 
 

 
 
Step 6 - To add a criterion click the + Add Criterion button.  
 

 
 
Step 7 - Give the criterion a title. 
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Step 8 - To edit a rubric criterion or level, click into the text field and edit the text.  
 

 
 
Step 9 - To set an Overall Score provide a title, minimum score to reach a level and a 
description of each level as appropriate. 
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Rubric Visibility can be set in the Options section. 
 
By default the Rubric is visible to students. Students will see the rubric when they access 
an associated assignment. Optionally rubrics can be hidden from students. These rubrics 
are primarily used by graders. An additional option allows hidden rubrics feedback to be 
included with assignment feedback. 
 

 
 
Rubrics can also be hidden until assignment feedback is published, at which point rubrics 
would become visible to students and act as feedback.  
 
Instructors can decide for themselves which visibility option to use, but to use rubrics to 
their best advantage we recommend making them visible to students. This will help 
inform students of your expectations before they complete assignments, and reduce 
student anxiety and communications.  
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Score visibility can also be set in the options section. The Hide scores from students 
option can be used to hide the scores even when rubrics are made visible.  
 
Step 10 - Finally, you can also add a description of the rubric that will not be shared with 
students. This could be used to provide notes for your colleagues. 
 

 
 
Step 11 - Do not edit the Advanced Availability associations, as this can affect rubric 
visibility. 
Step 12 - When finished editing the rubric click Close. 
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How to attach a Rubric to an assignment 
 
 
Step 1 - To attach a rubric to an assignment, go to Assessment – Assignments. 
 

 
 
Step 2 - Click the down-arrow to the right of the name of the assignment you would like 
to associate with your rubric. 
Step 3 - Click Edit Assignment. 
 

 
 
Note: View our Creating Assignment resource for more information on 
creating assignments.  
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Step 4 - Click on the Evaluation and Feedback section. 
 

 
 
Step 5 - Click Add Rubric and select Add Existing. 
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Step 6 - Select the rubric you would like to associate with the assignment and click Add 
Selected.  
 

 
 
Note: The rubric appears in the Evaluation and feedback section and is now 
associated with the assignment. When the assignment receives its first 
submission the rubric will be locked and cannot be edited until all feedback is 
published.  
 
Step 7 - To complete attaching a rubric click Save and Close.  
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How to grade a Rubric 
 
 
Step 1 - To grade an assignment with a rubric go to Assessment - Assignments. 
 

 
 
Step 2 - Then click the down-arrow to the right of the name of the assignment you would 
like grade by rubric. 
Step 3 - Click View Submissions. 
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Step 4 - Under the Users tab, click Assess to grade your first student, the inline grading 
screen will appear.  

 
 
Note: View our Inline grading resource for more information on grading inline.  
 
Step 5 - If the student submission does not appear on the left-hand side of the inline 
grading, click on the filename to force file conversion for viewing online.  

 
 
Step 6 - To view the grading rubric click on the down-arrow to the right of the associated 
rubric.  
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Step 7 - Scroll down to see the rubric criteria titles and the levels of achievement with 
descriptions and scores. 
 

 
 
Step 8 - Click on the level of achievement to apply the relevant score for each criteria in 
turn.  
 

 
 
Note: The levels of achievement for each criteria will act as feedback and the 
scores will add to produce a summative grade. The Total Score can be 
modified if required. If set, the Overall Score will reflect the minimum levels for 
each criteria and offer summary feedback for the student achievement 
overall. The Total Score will be copied to the Overall Grade field, and changes 
to the total affect the Overall Score too.   
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Step 9 - Click Save Draft to save the result. Click the arrow on the top-right of the page to 
proceed to the next student submission.  
 

 
 
Step 10 - Or click Back to Submission to return to the submissions page.  
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How to reuse a Rubric 
 
 
Note: When a rubric is being used in an assignment with ungraded 
submissions the rubric is temporarily locked.  
 
Step 1 - To make a copy of the rubric to use in another assignment go to Module Tools – 
Rubrics. 
 

 
 
Step 2 - Click on the down-arrow to the right of the rubric's name, and select Copy.  
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Note: A new derivative rubric will appear below the copied rubric in the rubric 
list. The new rubric is set by default to Draft, it must be published to be 
associated with an assignment. 
 
Step 3 - To publish a drafted rubric go to the down-arrow to the right of the rubric's 
name, and select Set Status - Published.  
 

 

 
 
Note: The new rubric can now be edited, and associated with another 
assignment. Rubrics can also be copied between modules. View our Copy 
Content resource for more information on copying content such as rubrics 
from one module to another. 
 
 


