[image: image1.png])
SAINT MARYS
W UNIVERSITY SINCE 1802

One University. One World. Yours.




Instructor/Course Evaluation Procedures
Directions for the Student Evaluation Administrator (SEA)
1. Have the instructor sign the Instructor Acknowledgement Form before he/she leaves the classroom. 
2. When the instructor has left the room:

a) read the Statement of Purpose and Procedures (reverse of this sheet) to the class,

b) distribute one questionnaire to each student,

c) read students the information to be filled into the shaded box at the top of the form (this information is on the label of the envelope), and

d) if the instructor is using the ‘supplemental questions’ option, explain to the class that these questions are ones the instructor wishes to have feedback on, and they can be answered in the ‘supplemental questions’ section on the second page of the form.
3. Collect all completed questionnaires and put all forms (completed and unused) back in the envelope along with the Instructor Acknowledgement Form, a copy of the supplemental questions (if used) and this Procedures sheet.  It is important that all forms are returned to the Senate Office.

4. In the presence of other students:

a) seal the envelope, and
b) sign your name over the sealed flap.

5. Return the envelope to the Evaluation Room (L280A) immediately after the evaluation is completed, or at the end of class.  Envelopes not returned within this time frame may not be processed by the Senate Office.  
6. Report any problems directly to the Senate Office.


