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Course Evaluation Directions/FAQs

Question 1:  What is the IDEA Center evaluation?


In 2004, the CPHS decided to use a single, tested instrument for all course evaluations.  The IDEA Center is a non-profit organization which developed and researched the evaluation instrument, originally in the 1960’s.  The evaluation can be done either on-line or by paper in the classroom and produces a written report for the faculty member which includes areas for improvement and resources to improve teaching effectiveness.

Question 2:  What courses need to have an IDEA Evaluation done?


All didactic courses taught by any CPHS faculty other than independent study type courses (where only 1 or 2 students are enrolled).  Electives, and required courses in health sciences, OTD,  and pharmacy curricula should be evaluated.  Also, CPHS faculty teaching FYS, Honors courses, or other didactic courses should have them evaluated using the IDEA evaluation. 


Question 3:  What do I need to do to have my course evaluated?


The process is quite simple: 

Step 1:  You will receive an email soon after each semester starts, linking you to an on-line form.  From there, you’ll choose on-line or paper evaluations and we’ll also ask when you’d like the students to start receiving the evaluations.  If you plan on using on-line evaluations, we will take care of loading student information, you’ll just have to fill out the on-line form discussed in Step 2.

Step 2: You’ll need to complete the Faculty Information Form (FIF) for each course (either on-line or paper).  If you want to include your own additional questions on the paper or on-line evaluation, let us know and we can help you set that up as well (you can add them on-line or we can add them to the paper process).

Step 3:  When the evaluation time draws near, remind your class that their responses are important to you and the college.  For those of you using on-line evaluations, we'll keep you posted on how the class response rate is progressing.

Question 4:  What if I want to use paper evaluations?

If you are planning on using the paper form for your class:

Please use the on-line form to request a time for Chuck Phillips to visit your class and administer the evaluation.  We recommend giving the evaluation approximately two weeks before finals. 

-The assessment office will prepare a packet with the blank evaluation forms ready for your class. 

-We will pre-mark an FIF for your class demographics and forward it to you.  You’ll need to complete the remaining sections and return the FIF to Sandra Harris.

-If you have additional questions you would like to add to the evaluation, please provide those to Chuck Phillips before the evaluations are given.

Question 5:  What if I want to use on-line evaluations?

If you are planning on having students submit the evaluations on-line:

Once the course is set up with the IDEA Center (by the assessment office), you will begin receiving automated email messages asking you to complete your on-line FIF (Faculty Information Form).  This must be completed prior to the end of the semester.  
  If you wish to add your own additional questions to the evaluation, you will be able to do so up to the day that students begin receiving messages to complete their evaluations.  Be sure to keep a copy of the questions that you asked since only the responses are included with your evaluation results.  Sandra Harris can also help set up extra questions if you need assistance.  You can ask up to 20 extra questions.
  Once the evaluation is made live, students will receive automated e-mails asking them to complete the evaluation. It is important that you let the class know that their responses are important for you as the instructor, as well as the College and our assessment efforts.  If you have the opportunity, an email along with an in-class announcement is recommended for good response rates.
Question 6:  How do I choose essential and important objectives on the FIF?

FOR ALL EVALUATIONS (PAPER OR ON-LINE):

*When Filling Out Your Faculty Information Form (FIF):
  There are instructions for faculty on how to best fill out the FIF for each of your courses.  These can be found in the Fitch office with the FIF and student IDEA forms.  A few things to help you fill these out:
1) As a general rule, only mark a few objectives as either 'Essential' or 'Important' (3-5 at most).  Research shows that the highest progress on relevant objectives is made when a smaller number of objectives are addressed in a course. Others should be marked as “Minor or No Importance”.
2) When selecting your objectives on the FIF, ask yourself:

-Is this a significant part of the course?

-Do I do something specific to help the students accomplish this objective?

-Does the student's progress on this objective affect his/her grade?
  If you answered 'yes' to one or more of these, then the objective should probably be either  'essential' or 'important'.
3) Further explanation of the objectives is in the "Directions to Faculty" pamphlet found by the IDEA forms
Question 7:  What values should I use on the FIF?

Discipline Code:  Use 5120 if you’re teaching a “PHAR” course




Use 5123 for OTD courses




Use 5100 for HSCI courses




Use 2400 for Honors courses




Use 9920 for FYS courses


Local Code:  Leave blank unless you want us to compare groups of courses in a special report.

Question 8:  What information will I receive from the process?

Within approximately two weeks of the semester ending, your department chair will receive the student evaluation report and comments for your courses.  After reviewing them, your department chair will forward them to you.  As part of the report, you will be able to identify resources for helping enhance your courses.  These resources are available on-line at: http://www.theideacenter.org/category/helpful-resources/knowledge-base
Question 9:  How can I use the information?

You can use the reports to track your progress in teaching.  Results are linked to resources from the IDEA Center (POD Notes, etc.) that provide concrete examples to improve teaching and learning.
You can also receive pdfs of your reports and a summary report of you ratings over time.  This can be incorporated into your promotion portfolios.

