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      March 30, 2015

Dear Instructors of English 1101:

Thank you for teaching English 1101—a required course for every City Tech student! As we enter into the second half of the semester, we’d like to be sure you are aware of the protocol regarding the English 1101 final exam: 
· The exam will be given during one 75 minute class period. 

· The exam should count as no more than 20% of a student’s final grade.
· A student must pass the exam in order to pass English 1101. 
· The departmental exam prompt may only be distributed on the day of the exam.

· The article, on which the prompt is based, should be distributed to the students during the class session that meets prior to the exam. 
· Important: please do not discuss the article with students prior to the exam. Discussing the article will create an uneven playing field across English 1101 sections.
· The students may take the article home to read. Encourage them to look up words they don’t know and to take notes on the article (write down definitions etc.). Remind them to bring the article with them on the day of the exam. (There will be a few extra copies of the articles in your packet in case a few students forget the article at home.)

· You may decide to dedicate part of the class that meets prior to the exam period as a reading period. (But, again, please do not discuss the article in class.)
· You may choose to have the students do a summary or some other exercise which encourages reading comprehension, but this is not required. It is up to the individual instructor how or if such an exercise will factor into the student’s final grade. 
If your class meets once a week (for a 2.5 hour session), please note the following:

· Designate only half of the session for the exam. This will help to ensure fairness (time-wise) for students across all 1101 sections. 
· The class must meet for the entire period; it is up to you whether you give the exam during the first or second half of the class session. 
· If you wish, the article may be given out during the first 75 minute section of the class (to be read, but not discussed). You may choose to give a summary or some other type of reading comprehension exercise during this “reading” period, but this is not required. 
· If the article is given out during the first half of the class, the exam prompt may be given out during the second half of the same class period. (Again, the students should only see the departmental prompt during the 75 minute exam period.) 
Instructors are asked to review final exam guidelines with students and to prepare them for the final exam. Here are some suggestions:

· Sample exams can be accessed on the FYW@City Tech website: https://openlab.citytech.cuny.edu/firstyearwriting/college-writing-resources-links/sample-exams/  
· Sample exam performance rubrics are also available on the FYW@City Tech website. Instructors are encouraged to review these rubrics with students and to consider using them when grading exams. 

After grading the exams, please do the following:

· Include the exam grade on the end-of-semester paperwork that you submit to Lily (either the electronic or paper folder). 
· Return the students’ exam booklets to Lily using the manila envelope in which they came. 
The Exam Committee welcomes any feedback that you may have as we work to make the final exam a fair and useful assessment tool. Thank you!

Sincerely, 
Suzanne Miller (Chair) and Mary Nilles 

(Smmiller@citytech.cuny.edu; Mnilles@citytech.cuny.edu)
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