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Department Frocszdurss for Administsr
Etudent Evaluation of Faculty Ferformamce
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Faculty Evaluation iz scheduled for the week startin
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These instructions ar2 +to qguide departmental chairs in +he
administration of the student evaluation of faculty.
MATERIALS ACCOMFANYING THIS DOCUMENT
(1) A package of blank response forms.
(2) Two response forms with identi fving information already filled in.
ka

(2) A pa 2 of guesstion booklets (reusable).
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(3) A listing of department and faculty codes.

(4) Several manila envelopes for returning forms.

(5) EBlank labels 4or labelling the snvelopes (these may be zlready
attached to the envelope).

(&) A list of courses for vour depariment including faculty member and
faculty code.

FROCEDURES AT THE DEFARTMENT LEVE

IMFORTANT: Each response form will have codes on it identifying the
department, faculty member, and course. I+ care iz not taksn in
recording these codes, the forms cannot be properly processed. We

o
strongly suggest that the department undertake to encodsz the
NOT leave this job to the students=. The encoding method is

especially for students who will bhe encoding only onse  form

class.,

(1) Check the li=t of claszsss in vaur packet. Maks any changss nesded

to that list: mark courses not acttually running; change Taculty
member, if incorrect; add couo e not liszted (give course number.
faculty name, and faculty cod

(2) Check the lizt of Ffacult. oy vour department. If therszs are
instructors in yvour courses mot listed for your department, acd
them to the snd of the list. Azzion them code numbsrs in sEgQuUences
with *the code numberz for faculty listed on the form already.

(3) Frepare packetz Ffor =2ach courses feach ss=ction of multi-section

COUWERS) .

(a) One manila envelope for =ach Course

() One label on each envel ope, uppar left  corner, with this
information:



