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FAC Resolution -Approval of the Updated Student Course Survey Procedural Manual 

Whereas the Faculty Affairs Council (FAC) is charged with providing the Office of Institutional Planning 

and Effectiveness policy and procedures for administration of course evaluations across the 

university; and 

Whereas FAC was asked at the start of the 2022-2023 academic year to review and update the existing 

Student Assessment of Instruction Procedural Manual to reflect recent changes to the course 

evaluation instrument; and 

Whereas the FAC presented a provisional draft of an updated procedural manual that was approved at 

the September 29, 2022 Faculty Senate meeting for use in the Fall 2022 evaluation cycle, including 

the fall mini-mester and fall end of semester course surveys until a finalized APR-14 (Guidelines and 

Procedures for Administration and Oversight of Student Course Surveys) and Student Course Survey 

Procedural Manual can be updated; and 

Whereas the Faculty Senate approved a final update of APR-14 at its February 16, 2023 meeting; and 

Whereas the FAC has finalized updates to the Student Course Survey (SCS) Procedural Manual, including 

the addition of references to the guiding policy on student course surveys in APR-14, streamlining 

information, adding a subsection on what department heads and deans would see, and creating 

appendices based on the user and their experience. 

Be it resolved that the Faculty Senate approves the updated version of the Student Course Survey 

Procedural Manual for immediate use. 
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STUDENT COURSE SURVEY AT WESTERN CAROLINA UNIVERSITY 

OVERVIEW 

Western Carolina University uses an online course evaluation system, Anthology Course Evaluations, 

for gathering and disseminating the results of student perceptions of learning. The process and 

procedures for the student survey are the same across the campus so that data collected can be as 

unifonn as possible. These procedures are outlined in APR 14 (as seen in Appendix A in the 

document). 

It is recommended that all faculty review this document. Student assessments are often referred to by 

the acronym SCS (Student Course Survey). This tenn refers to the online evaluations done using the 

Course Evaluatio11s system. SCS data are an integral part of the reappointment, tenure, and promotion 

process at WCU as well as essential for our continuous improvement efforts. 

The purposes of the Student Course Survey are: 

I. provide fo1mative feedback from the student point of view of course instruction, organization 

and effectiveness; 

2. to use such feedback as one source, among multiple sources, including peer review of teaching,

instrnctor's self-repmts, and review of course materials to provide fonnative feedback on

aspects of Organization and Clarity, Course Environment and Rapport, and Overall Satisfaction.
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History and Background 

Student Course Smveys (SCS), previously referred to as Student Assessment of lnstrnction (SAI), are 

important to both faculty and administrators. Required for use in teaching evaluation procedures by 

UNC Policy Manual (400.3.1. l[G]) the WCU Faculty Senate, in collaboration with the Provost Office 

and the Office of Institutional Planning and Effectiveness (OIPE), has worked to review, implement, 

and revise the online Student Comse Smveys since the 2004-2005 academic year. The Faculty Senate, 

on behalf of the General Faculty, continues to update and address issues with student evaluation 

instruments recognizing its role in the collegial review process and the innate flaws of student survey 

instruments as documented in literature. (See the Summa1y of Findings and Rationale Section of the 

Spring 2022 report from the Student Questionnaire Task Force.) 

Development of the Online Instrument and Procedures 

Early versions ofWCU student evaluations were implemented using scannable response forms and a 
software system that became increasingly unreliable and finally obsolete. When the UNC System 
Offices mandated all constituent universities to create a uniform mechanism for measuring 
performance, a Student Assessment Instmment (SAI) Task Force was fo1med by the Faculty Senate to 
take the lead on this work. The Task Force agreed that compiling university-wide data on student 
assessment of instrnction would be useful, and any new instrument needed to unif01m and universal 
bases for evaluation. 

As the types and modalities of courses grew more diverse, the Task Force recommended developing 
different versions of assessment instruments to offer the flexibility to address the distinctive aspects of 

WCU's many departments and programs. The Faculty Senate developed a list of standardized questions 
to be used in course evaluation, and 12 different versions of SAi instrnments were created to match the 
needs of distinct types of courses. A resolution adopting these 12 "master" question sets was passed by 
the Faculty Senate in 2005. 

Additional task forces were created to review online course evaluation systems to provide the uniform 
mechanism for student evaluations. After detennining using current software on campus was not 
logistically feasible, external vendors were considered and Academic Management System's product, 
CoursEva/3, was selected. In Spring 2007, a pilot program was conducted with five volunteer 
depa1tments and results were evaluated to determine the utility and efficacy of the online system. The 
pilot was successful, and CoursEval was open to all faculty and departments as of the Fall 2007 
academic year. 

Updates 

Summer Session Timelines: The Faculty Senate modified the timeline for course evaluations for 

summer sessions in March 2012. (See the resolution here.) 

Revised Assessment Instmment: Building on the work of three consecutive years of Faculty Senate 

councils and task forces dedicated to researching, reviewing, and revising SAi process, procedures, and 

uses, the 2021-2022 Student Questio1maire Task Force recommended replacing the current SAI smvey 

in their March 2022 reQQI! with a new instrument of student perception of teaching effectiveness to be 
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named the Student Course Survey. At their March 23, 2022 meeting, the Faculty Senate voted to adopt 

the "Student Course Survey", the instrument recommended by the Student Questionnaire Task Force, 

starting with the Fall 2022 semester. 
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Student Course Survey Form 

The current student course survey (SCS) below was approved by the WCU Faculty Senate on March 

23, 2022 and is to be the student survey instrument used for all courses at WCU, regardless of modality, 

starting with the Fall 2022 semester. 

The student-facing view of the survey consists of 15 statements or questions. The first ten statements 

address aspects of Organization and Clarity, Course Environment and Rapport, and Overall 

Satisfaction. (See Faculty Handbook, 4.05 B l .�). Questions 11 and 12 are intended to provide context 

to student evaluations and are NOT to be considered in the student ratings of teaching or satisfaction. 

Question 13 asks students to identify their anticipated grade, and the final two questions are open­

ended, as with previous instruments. 

View to be seen by students: 

Statements/Questions SA A D SD 

I. In this course, the subject matter was explained
clearly.

2. The organization of this comse (e.g., due dates,
required assig1m1ents, resources) was
communicated clearly.

3. Clear guidelines were provided for the work
required in this course.

4. Grades and/or other feedback enabled me to 
know how 1 was doing throughout this course.

5. Students were encouraged to use available
resources ( e.g., textbooks, readings, websites,
libra1y materials, tutoiing, or office hours) to
improve their understanding of course content.

6. The instructor was available during office hours
or via email.

7. The instrnctor encouraged participation and/or
students' questions.

8. The instructor treated me with respect.

9. The subject matter was presented in an interesting
and engaging way.
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10. Overall, I was satisfied with this course. 

On the next two items, compare this course with Much Less About More Much NIA or 

less than average than more cannot 
others you have taken at this institution. lhilll most most than answer 

most most 

11. Amount of coursework. 

12. Difficulty of subject matter. 

13. W11at grade do you expect to receive in this 
course? 
Open-ended questions: 

14. Describe the most important aspects of this 
course that fostered your learning. 

15. Describe changes that could be made to this 
course to foster learning. 

View with sub-scales and annotations for faculty and administrators: 

Statements/Questions SA A D SD 

Organization and Clarity 

I. In this course, the subject matter was explained
clearly.

2. The organization of this course (e.g., due dates,
required assignments, resources) was
communicated clearly.

3. Clear guidelines were provided for the work
required in this course.

4, Grades and/or other feedback enabled me to
know how I was doing throughout this course.

5. Students were encouraged to use available
resources (e.g., textbooks, readings, websites,
library materials, tuto1ing, or office hours) to
improve their understanding of course content.

Course Environment and Rapport
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6. The instrnctor was available during office hours
or via email.

7. The instrnctor encouraged participation and/or
students' questions.

8. The instrnctor treated me with respect.

9. The subject matter was presented in an interesting
and engaging way.

Overall Satisfaction

10. Overall, I was satisfied with this course.

Open-ended questions:

14. Describe the most important aspects of this
course that fostered your learning.

15. 
Describe changes that could be made to this 
course to foster learning. 

Course Workload and Difficulty 
(The following questions are for context only, and are not of inclusion in the 

assessment) 

On the next two items, compare this course with Much Less About More Much N/Aor 

less than average than more cannot 
others you have taken at this institution. than most most than answer 

most most 

11. Amount of coursework.

12. Difficulty of subject matter.

13. What grade do you expect to receive in this
course?

Each semester, based on course listing in Banner, the Office of Institutional Pla1rning and Effectiveness 

(OIPE) conducts a validation exercise by contacting department heads after the census date to verify 

course instrnctor assignments. 
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Evaluation of Cross-listed Courses 

Many of the courses coded as cross-listed in Banner need to be combined to represent a single 
course section for faculty evaluations. Since courses are cross-listed for various reasons it is 
difficult to determine which courses to combine as one. Therefore, the following guidelines will be 
used. 

G11ideli11es for EJ1al11ati11g Cross-Listed Courses 

Courses which are coded as cross-listed in Banner will be set up for Course Evaluations using 
the following procedures: 

I) An instmctor's cross-listed courses which have the same level (UG/GR), instructional
method and schedule/activity type, and are under a single depar/111e11t will automatically
be combined into one course evaluation for a given evaluation pe1iod.

2) Graduate and undergraduate courses which are cross-listed will be evaluated separately.

3) For all other cross-listed courses which a department wishes to have evaluated as one
course, the depaitment head must inform the OIPE and identify the courses. Examples
are (a) cross-listed courses with different delive1y methods which are essentially the
same, such as cross-listed EDHE53 I lecture sections with face-to-face and online
methods; (b) cross-listed multi-departmental courses which are identical except for the
course name, such as BIOL 361 and CHEM 361.

The standard files sent by OIPE which request changes to course evaluation forms will contain 
additional fields which will identify cross-listed courses and will allow department heads to flag 
those courses falling under #3 above which they wish to have evaluated as one. 
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Timeline 

Exam Dates 
# of Open Date must be after Close Date must be (Excluded from 

Term Survey Title Weeks 'W' date before exams SCS) 

Run 1- First 8 Weeks 
8 

Open on Sunday for 1 On the Sunday before 
(F8W) week prior to close exams 

Run 2- Main Open on Sunday for 4 Ends on the Friday-last 
Last week of 

Spring/Fall 16 scheduled 
(15 Weeks) weeks prior to close day of classes 

term 
Run 3- Last 8 Weeks 

8 
Open on Sunday for 1 On the Sunday before 

(L8W) week prior to close exams 
Full Term (1) ~14 or Opens on Sunday for 2 

15 weeks prior to close On the Sunday before 

Nine Weeks (T) Opens on Sunday for 2 exams (The weekday 
9 

weeks prior to close may need to be Last week of 

8 Week Session Opens on Sunday for 1 
adjusted to the class scheduled 

8 scheduled end day of term 
lweeks prior to close , .. eek) 

Mini-Mester 
5 

Opens on Sunday for 1 
Summer Extended MJeeks prior to close 

Mini-Mester (M) Open 5 days prior to last Close 2 days prior to Last 2 days of 
4 class (Minimum of 60 last class day �erm 

Hours) 
Contract (CON) and 

Not included in recent academic years 
rrravel (TRV) 14 
courses 
1-2 Week classes 1 or 2 To be on paper by departments 

Summer Term to be assigned run numbers by earliest start AND end dates. Parts of Term that end within a 
week of each other may be combined if the surveys are open for the same length of time. 
Withdrawal dates assigned by the Registrar's Office to be after 70% instruction has been provided. 

For classes with few students, the following disclaimer shall be added to the Student Course Survey: 

"We welcome your feedback on the course and the instructor. Please be aware that 

because this is a course that has few students in it, your professor may be able to 

determine from whom your comments came. In this course, as in all courses 

regardless of their size, your instructor will not see your comments or ratings until 

after final grades have been submitted." 
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Communication and Visuals 

What Students Receive and See 

Course Evaluations will be open when approximately 80% of the course is completed. During this 

period, email notifications will be sent to students' Catamount email accounts indicating that SCS are 

now open. These emails include instructions about when and how to log-on to the Course Evaluations

system. The University will use multiple methods and media to advertise the surveys around campus. 

The communication with students will include: 

• Survey Announcement email notification

• Automated Participant Reminder email notification

See Appendix B for details and other student views. 

Open-Ended Questions 

The SCS contains a section with the following two open-ended questions: 

1. Describe the most important aspects of this course that fostered your learning.

2. Describe changes that could be made to this course to foster learning.

Students have a text box in which to respond to these questions. 
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What Faculty Members Receive and See 

For each given course (or courses, if within the same evaluation period) faculty members receive a 

message four days prior to their Course Evaluations opening. Then an additional email is sent to the 

faculty member alerting him/her/they that the SCS is open. Halfway course evaluation reminder email 

is sent to the faculty member indicating the percentage of students that have responded at that time. At 

this point, it is appropriate to remind students of the importance the course evaluation process and 

encourage them to participate. 

The communication to faculty will include: 

• Automated Pre-survey Announcement email notification

• Faculty-Smvey Open email notification

• Automated lnstrnctor Reminder email notification

• Automated Survey Results Announcement email notification

See Appendix C for details and other faculty views. 

Ope11-E11ded Questions 

All open-ended responses are viewable only by the specific faculty member, depaiiment head, and 

dean. Open-ended responses may be included in reappointment, tenure, promotion, and annual 

evaluation documents. The inclusion of open-ended responses is at the discretion of individual faculty. 

All students' responses are intended to provide formative infonnation, i.e., be constrnctive in helping 

faculty to continue to improve teaching. 

What Department Heads and Dean Receive and See 

Each semester, based on course listings in Banner, OIPE conducts a validation exercise by contacting 

depa11ment heads after the census date to verify course instructor assigmnents. This list indicates all the 

courses for which evaluations are slated to be conducted, and all the instructor(s) associated with each 

course. This task is for the department heads to review and respond so OIPE has the time to build the 

SCS and have it ready on time and as c01Tect as possible. 

The communication to department heads and deans will include: 

• Email for validation from OIPE 

• Survey Results Announcement email notification
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See Appendix D for details and other department head/dean views. 

Ope11-E11ded Questions 

All open-ended responses are viewable only by the specific faculty member, department head, and 

dean. Open-ended responses may be included in reappointment, tenme, promotion, and annual 

evaluation documents. The inclusion of open-ended responses is at the discretion of individual faculty. 

All students' responses are intended to provide formative infonnation, i.e., be constructive in helping 

faculty to continue to improve teaching. 
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Getting Results 

After final grades have been recorded, a last Survey results email will be sent to the faculty member and 

depa1tment head indicating survey results are available. This email contains password and usemarne 

information. Faculty will go to the Course Evaluations site and enter their MyWCU username and 

password. These are usually the same as the Outlook passwords (i.e., not 92 numbers). Once logged 

into the system, the Home page has an active link for the Evaluation Reports. This report defaults to the 

Comparative view which provides a breakdown by individual question 

See Appendices C and D for details and other faculty and department head views. 

Please note that evaluation reports are available indefinitely while the faculty member is employed at 

WCU. The reports are no longer available to that faculty member once he/she/they leave(s) WCU 

employment. Department Heads and Deans do have access to all historical reports. 

Responses 

Faculty will be able to see how many students Strongly Agreed (SA), Agreed (A), Disagreed (D), 

or Strongly Disagreed (SD) with each category in the survey. These qualitative responses are then 

conve1ted into their numerical equivalents as follows: 

Strongly Agree 4 

Agree 3 

Disagree 2 

Strongly Disagree 

To the right of the number of responses received for each question, a table provides the median, 

mode, standard deviation, the N, and the mean for each. Open-Ended responses from questions 13 

- 15 can be viewed at the end of the comparative view report. They appear in individual text

boxes. See Figures 17 and 18 in Appendix C.

Faculty may be required to include these reports in reappointment, tenure, and promotion documents as 

well as annual faculty evaluation dossiers. The exact format for including information in these 

documents may vary by department and college. 

16 



Frequently Asked Questions 

From Students 

• Why are Student Course Surveys i111porta111?
Student Course Surveys are important for two reasons. Course evaluation results 
are meaningful. They provide feedback to improve the quality of courses and the 
experiences of future students. 

• What ifl do11 1t want to complete a survey (or surveys) regarding my courses?
While students are strongly urged to complete course evaluations, the process 
is volunta1y. 

• Will my survey be co11jidential?
All surveys are kept strictly confidential. 

• When are the surveys shared with faculty?
Faculty are only allowed access to the evaluation after all grades for all 
course sections for the semester have been posted. 

• Can I see past surveys of WCU faculty?
Access to past evaluations is not available. 

• Why am I 1101 allowed to complete the course evaluation after the final exam?
The open and close dates are set by the Faculty Senate. It is set to be after Withdrawals 
and before Exams. 

• May I use another email other than my student email?
No. The system is set up to match your MyWCU username and password. 

• I completed the wrong survey. Ca11 you please open my course evalualion back up?
Yes. We will mark the evaluation as incomplete and you may make revisions during the 
survey window, or until you resubmit it. 

From Faculty 

• How does the use of on line course evaluatio11 systems like the one from Anthology
affect response rates?

This answer depends how the program is administered. Variations in response rates 
exist. Most research indicates that the initial phases of implementing an online course 
evaluation system will result in lower response rates than traditional paper systems (the 
average is approximately 30%; WCU has a response rate of -55% for full-term classes 
and lower for shorter classes. 

• What can 1 do to improve response ra/es?
Faculty can help increase response rates by announcing to students the change in the 
evaluation system and leading a discussion in class on how their evaluations are used 
by the individual faculty members and the University. The University will be using a 
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