Process for posting a part-time (less than 50%) instructor evaluation online student survey:
Steps:

1. The Division Office will alert the instructor of the process for surveying online students, including the course CRN and the date the student survey will be posted. 

See attachment 1 for example.

2. Division Office completes the Research Office’s Online Survey Request Form.

3. Research Office notifies Online Instruction of the date to place survey link on the Online Class Home page.

4.  Online Instruction places a survey link on the class home page on the indicated date.

 

5. Within courses for which the Mail tool has been enabled by the instructor, Online Instruction sends to all students in the class a broadcast Mail message with the survey link and standard wording requesting they complete the survey. 
TO ALL STUDENTS:

Please take the time to complete the (hyperlink:)Survey of Student Opinion of Teaching for Part Time Faculty.

Simply click the link above (or the link on the Course Content page), fill out your answers, and click "Send."

Your answers are anonymous, only a compilation of all results will be given to your instructor as part of the evaluation report.

6. Research will notify Online Instruction after the survey is completed to cue the removal of the survey link.

7. Online Instruction removes the link at end of survey period.
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