Educational Events – Guidelines and rubric

Guidelines
You need to do two things to complete the educational event report: 
1. Document attendance. Make sure that you sign in and stay for the entire time. If the event does not have a sign-in sheet, please make sure to get an appropriate documentation of your attendance (signature, picture, ticket, etc.).
2. Submit a report via Canvas before or by the due date. You will need to submit a 1 page report of at least 300 words including information about the speaker and/or event, a summary of what happened (what was the event about?) and your opinion (what are your thoughts on the information presented?) of the content of the event. Before writing your first report read the detailed rubric posted in Canvas. In fairness to everyone on class that submits their reports on time, no late submissions are accepted. See due dates on the course schedule.
a. Your report must include the following info, each of these 4 basic pieces of info are worth 0.5 point each of the total grade (30) of the report.
1) your name
2) presentation title or topic, speaker’s names and credentials (if applicable)
3) date and time of the event
4) total word count 
No late submissions are accepted.
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Rubric
	Maximum possible points
	Checklist

	Basic info (2 points)
	Report includes this basic info (0.5 points each):
1) your name
2) presentation title or topic, speaker’s names and credentials (if applicable)
3) date and time of the event
4) total word count of the report

	Summary of the event (4 points)
	-No more than half of report (max 150 words) consists of a summary of the event.
-Grammar and spelling are correct
-Summary is clear and easy to understand

	Your opinion of the event (4 points)
	-At least half of the report (150 words) consists of your opinion about the event (what are your thoughts on the information presented?)
-Grammar and spelling are correct
-Summary is clear and easy to understand



