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	Statement:
	It shall be the policy of WNC to solicit evaluation of instruction and 
effectiveness of the instructor's teaching from students. This evaluation will 
be conducted in a systematic way each semester (fall, spring and summer).
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Section 1: In-Class Evaluation

1. The evaluation by students shall be conducted during the last half of the instructional period and before final grades are issued.
2. A student selected by the faculty member shall distribute the survey forms to those students in attendance, collect the surveys after the surveys are completed, and seal the surveys in the envelope provided. The faculty member (after reading the instructions to students) shall leave the room during the evaluation process.
3. A link to student evaluation of classes is sent to students’ preferred email addresses as listed in PeopleSoft. Students can also access class evaluation links through their class shells in the learning management system.
Section 2: Student Participation

1. Students will be afforded the opportunity to evaluate the quality of instruction in every one of their enrolled courses.
Section 3: Handling of Survey FormsDistribution of Survey Results

1. Blank survey forms will be distributed to each faculty member by Institutional Research staff.
2. Institutional Research staff members will process completed forms.
3. Division summaries will be delivered to each appropriate Academic Director. Campus summaries will be delivered to the President, Vice President of Academic and Student Affairs and the Academic Director. Institutional Research will also maintain copies of the Division and campus summaries.
4. Individual summaries and comments, if any, will be delivered to appropriate Division offices for their use and for distribution to faculty.
5. Copies of individual summaries and comments, if any, will be delivered to the Dean of Instruction and will be kept on file in that office for three years.
6. Original survey forms will be stored by Institutional Research for one academic year.
7. After official grades have been posted, faculty receive an email link to each of their class summaries of student evaluations.
8. [bookmark: _GoBack]The Vice President Academic & Student Affairs, and the evaluation platform system administrator have access to all class evaluation summaries. Academic Directors have access to division class evaluation summaries.
9. Summary evaluations of courses by students are retained following the NSHE Records Retention and Disposition Schedule.
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