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OFFICE OF PROVOST AND EXECUTIVE VICE CHANCELLOR PROCEDURE

Student Evaluations of Teachers, Procedures for
 Administration of

PURPOSE: 
To comply with Regents requirements that student evaluation of teaching forms must be administrated and
 collected under controlled conditions that assure students’ anonymity.

APPLIES TO: 
All departments and schools

CAMPUS: 
Lawrence, Edwards

POLICY STATEMENT: 
Procedures for Administration of Student Evaluations

 

I. Evaluations of teaching will be administered during the last two full weeks of classes each
 semester.  Evaluations may not be conducted during the time designated for final examinations. 
 The class session during which evaluations will be distributed should be announced at least one
 class period in advance.

 

II. Departments may use either the Curriculum & Instruction Survey or departmentally-developed
 evaluation instruments.

 

III. The instructor should designate a student volunteer to administer the evaluations.  The instructor will
 provide the student with an instruction sheet for administering and returning the completed
 evaluations to the department office.  A suggested format is attached.
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IV. Sufficient time (no less than 15 minutes) is to be provided during the class session for students to
 complete the evaluation.  The instructor is to leave the room while the questionnaires are being
 completed.

 

V. The student-volunteer will collect the completed forms and return them in a sealed envelope to the
 designated individual in the department office.

 

VI. The forms will remain in the sealed envelopes until final grades have been submitted.  Faculty may
 have access to their evaluation forms and/or results only after grades have been submitted.

 

 

  

SAMPLE FOR DEPARTMENT MODIFICATION, AS APPROPRIATE

 

 

INSTRUCTIONS FOR ADMINISTERING STUDENT EVALUATIONS

 

Thank you for agreeing to assist the department in administering student evaluations.  Please take this
 sheet to (insert location for picking up forms) to obtain the evaluation forms for this class prior to the next
 class period.

 

Arrange with the instructor when the evaluations will be distributed.  The instructor will not be present
 when you administer the evaluations.  You are asked to read the following statement to the class prior to
 distributing the forms.

 

The University of Kansas and the department are committed to effective teaching.  Students assist in
 maintaining and enhancing this effectiveness by completing teaching evaluations in a thoughtful and
 honest manner.  We ask that you take time to respond to all questions and write comments.  If you do not
 wish to participate in the process, write "no comment" on the form and turn it in.

 

Please rate the quality of the course and make suggestions.  Student evaluations can help improve
 instruction and are used in the annual faculty evaluation, reappointment, and promotion and tenure
 processes.

 

The instructor will not be given your comments nor informed of the results of the evaluation until after final
 grades have been submitted.
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Academic Categories: Instruction

Thank you for taking the time to answer thoughtfully.

 

After the evaluations have been completed, place them in the envelope.  Return the sealed envelope to
 the department office.

CONTACT: 
Vice Provost for Faculty Development

795-864-4904

provost@ku.edu

APPROVED BY: 
Provost and Executive Vice Chancellor

APPROVED ON: 
Monday, October 11, 1993

EFFECTIVE ON: 
Monday, October 11, 1993

REVIEW CYCLE: 
Annual (As Needed)

KEYWORDS: 
course evaluation

REVIEW, APPROVAL & CHANGE HISTORY: 
7/14/15:  Made update to contact information.
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 The University of Kansas prohibits discrimination on the basis of race, color, ethnicity, religion, sex, national origin,
 age, ancestry, disability, status as a veteran, sexual orientation, marital status, parental status, retaliation, gender

 identity, gender expression and genetic information in the University’s programs and activities. The following person
 has been designated to handle inquiries regarding the non-discrimination policies and is the University’s Title IX
 Coordinator: the Executive Director of the Office of Institutional Opportunity and Access, IOA@ku.edu, 1246 W.

 Campus Road, Room 153A, Lawrence, KS, 66045, (785)864-6414, 711 TTY.
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