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Instructor/Course Evaluation Procedures
Directions for the Instructor
1. Designate a student to be the Student Evaluation Administrator (SEA).
2. The instructor may collect the evaluation package from the Evaluation Room up to 24 hrs. prior to evaluation, but the SEA is responsible for conducting the in-class evaluation.  

Or …
3. At the beginning of class, ensure that the SEA collects the evaluation package from the Evaluation Room (L280A) and conducts the evaluation.
4. Please refrain from making comments, except to clarify procedures, if necessary.
5. If you will be using the ‘supplemental questions’ option, please ensure that you have a maximum of 12 questions (numbered from 41 – 52) displayed on the screen (using computer or overhead transparency) before leaving the room.  Include a copy of your supplemental questions with the Instructor Acknowledgement Form.
6. Sign the Instructor Acknowledgement Form, and return it to the SEA.  Leave the room before the evaluation is conducted.
7. After the evaluation process has been completed, the SEA will return the envelope to the Evaluation Room (L280A).  This may be done either immediately following the evaluation, or immediately following the end of class.  Envelopes not returned within that time frame may not be processed by the Senate Office.

