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Course and Instructor Evaluations
Student Assessment of Teaching Effectiveness 
Instructions for Instructor
University Policy
University policy requires that a student assessment of teaching effectiveness be completed for your class. Please observe the procedure outlined below so that we may have reasonable uniformity of process.  

· Refrain from making comments to your classes about the evaluation process.  
· Deliver the envelope containing the rating materials to a student enrolled in your class.  
· Request that this student assume Responsibility for administering the rating scales in the exact manner outlined in the direction sheet attached to the envelope.  
· Leave the classroom while the students are completing the evaluation form.  
· For campus classes, the sealed envelope containing completed ratings must be immediately returned by the student who administered them to the department office or to another designated place.    
Please Utilize the Following Procedures Exactly as Presented Below

1. Read the Following Statement to the Class
The goal of the university is to recognize effective teaching as an important criterion in the evaluation of faculty members for matters of salary, promotion, and tenure. Your assessment of teaching effectiveness is an important part of that process; Evaluations will go to the personnel committee as well as to the faculty member after the semester has ended. Be fair and objective in rating your professor.

2. Distribute a Rating Sheet and an Answer Sheet to each Member of the Class

3. Read the Following Directions
· Use a number two lead pencil to complete the answer sheet. Do not use ink.
· Turn the answer sheet so that the front is up and the section for name is on the left. 
· In the boxes to the left titled Last Name print your instructor's last name. Print his or her initials in the Initial section. Blacken in the corresponding letter in the column below each letter of the name and initials. 
· On the line titled Date write today's date. 
· In the Dept boxes print the abbreviated department title. 
· Write the course number in the Course boxes, and the section number to the right of the class number. 
· In the first four or five spaces of the section of the answer sheet titled ID Number write the class number of this course. 
· Blacken the appropriate space in the column below each number which you have written. 
· Read and follow the directions on the questionnaire. 
· Collect the completed answer sheets and rating sheets and place them in a sealed envelope.
· The sealed envelope containing completed ratings must be immediately returned by the student who administered them to the department office or to another designated place.	
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