
COURSE EVALUATION INSTRUCTIONS 
 
Procedure for the Administration of the STUDENT EVALUATION OF INSTRUCTION. 
  
1. The evaluation form should be administered in the 12th week of classes with the faculty member out 
of the room. (In summer, the form should be administered two weeks before the end of the 6, 8, 10, or 
12 week term.) In the case of interactive video distance learning (IVDL) classes, the faculty member 
will leave the originating site room while the evaluation is administered. For online courses, procedures 
established by the Center for eLearning should be followed.  
 
2. A colleague or graduate student will administer the evaluation form. If this is not possible, the faculty 
member should ask a student volunteer to administer the form. If the class has offsite locations via 
distance learning media, then a colleague or student should administer the form at each site.  
 
3. The person administering the form should read the following to the students before the form is 
distributed:  
 
I am going to distribute the form used to evaluate the instruction and the instructor in courses offered by 
the College of Business. The evaluations are important for providing feedback to the instructor and for 
helping the college maintain the highest quality of instruction in its courses. Please consider each 
question carefully and answer it honestly according to the directions on the form. When you have 
finished the form, put it directly into this envelope. I will seal the envelope and deliver it to the 
department office. Your instructor will not see the results of the evaluation until after final grades for the 
course have been submitted. Your anonymity will therefore be protected.  
 
4. Completed evaluation forms are to be placed in a sealed envelope along with a SCANNER 
REQUEST FORM which has been filled in by the instructor. The person who administered the form 
should then sign his or her name across the sealed flap of the envelope.  
 
5. The person who administers the evaluation or another volunteer should take the sealed envelope to the 
departmental office of the instructor’s home department. Forms collected at off campus distance 
learning sites may be mailed to the departmental office in an appropriate envelope. Evaluation results 
will be provided for instructors after final grades have been submitted. 
 


