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California State University San Marcos 
 

Instructions for Administering 
Student Evaluation of Course Instruction 

 1 
Instructions for the TWO (2) STUDENTS administering this evaluation. 2 

 3 
1. Distribute one evaluation form and #2 pencil to each student in the class, including 4 

yourself.  Distribute one (1) sheet with additional course-specific questions to each 5 
student IF you have received such forms from your instructor. 6 

 7 
2. If your instructor has not already done so, write the class CRN number on the 8 

blackboard.  This number can be found on the label attached to the envelope containing 9 
the evaluation forms and other materials.  In addition, put one of the following numbers 10 
on the board, depending on the College offering this course: 11 

 12 
Arts and Sciences:760/750-4200 13 
Business: 760/750-4245 14 
Education: 760/750-4291 15 

 16 
3. Please read the statement enclosed in the forms packet to the entire class. 17 

  18 
4. Collect the completed forms and place them in the envelope, along with the erasers, 19 

pencils, and any extra forms. 20 
 21 

5. Sign the certification statement below, being sure to provide all information requested.  If 22 
this sheet is not taped to the envelope, fold it in half and insert it in the envelope 23 
containing the completed evaluations. 24 

 25 
6. Place the envelope in one of the Evaluation Form Drop Boxes found in several on the 26 

first or second floor of one of the classroom buildings (e.g., UNIV, ACD, SCI2, ARTS, 27 
Library entrance).  If you cannot locate one of thesea drop boxes, return the envelope to 28 
the box in the first floor lobby of Craven Hall.Analytic Studies Office in Craven 5210.  29 
Should the office be closed, use the drop box by the double doors next to the elevators 30 
that are across from the building’s central stairs. 31 

 32 
--------------------------------------------------------------------------------------------------------------------33 
-- 34 
I certify that I am a student in the class being evaluated, have distributed and collected the course evaluation forms 35 
according to the procedures specified, and have read the enclosed statement to the class. 36 
 37 
Signature: _____________________________________________  Date: _______________________________ 38 
 39 
Name (please print): _____________________________________  Telephone Number: ____________________ 40 
 41 
---------------------------------------------------------------------------------------------------------------------- 42 
I certify that I am a student in the class being evaluated, have distributed and collected the course evaluation forms 43 
according to the procedures specified, and have read the enclosed statement to the class. 44 
 45 
Signature: _____________________________________________  Date: _______________________________ 46 
 47 
Name (please print): _____________________________________  Telephone Number: ____________________ 48 
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 49 
Statement to be Read to the Entire Class 50 

 51 
 52 
 53 
 54 
 55 
 56 
 57 
 58 
 59 
 60 
 61 
 62 
 63 
 64 
 65 
 66 
 67 
 68 
 69 
 70 
 71 
 72 
 73 
 74 
 75 
 76 
 77 
 78 
 79 
 80 
 81 
 82 
 83 
 84 
 85 
 86 
 87 
 88 
 89 

The forms being distributed to you are the official university course evaluation forms.  Your careful 
completion of these forms will assist your instructor in strengthening this course the next time it is offered 
and will play a role in your instructor’s future performance evaluations. 
 
Please read the individual questions with care.  They are not identical for all classes. 
 
The anonymous evaluation forms you are completing will not be seen by anyone in the College or 
department until after the semester’s grades have been submitted.  Please follow these instructions carefully.
 

Do not talk with your classmates while completing the forms.  All students must make 
independent judgments and express their own opinions. 
 

Use #2 pencils only; forms filled out in ink cannot be processed.  We have a few erasers and 
extra forms in case you want to change one or more responses in mid-stream. 
 

Write the course CRN in the upper right hand corner of the form and fill in the bubbles 
associated with it.  The CRN for this class is on the blackboard. 
 

To insure the anonymity of your evaluation, do not put your name on the form. 
 

Complete both sides of the form.  One side contains most of the course evaluation items and the 
other side contains several open-response questions. 
 

Question #71 has a number of statements.  Please indicate your reaction to each by fully 
darkening the appropriate bubble to the right of each statement. 
 

Note that number one (1) on the right side of the form indicates that you STRONGLY 
DISAGREE with a statement and number five (5) on the left side of the form indicates that you 
STRONGLY AGREE with a statement.  Zero (0) means that the item does not apply to this class.  DO 
NOT darken more than one bubble on each line; if you do, your response to that item will be ignored. 
 

When you are finished with your form, please give it to one of us.  The only valid evaluation 
forms are those completed at this time; no one can ask for or return a form at a later date. 
 

If you believe that proper procedures have not been followed during the administration of these 
evaluation forms, please contact the Dean’s Office staff in the College responsible for offering this course.  
The appropriate telephone number is written on the board. 
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 90 
Instructions for the course INSTRUCTOR 91 

 92 
 93 
Attached is the Evaluation Packet for one of the courses you are offering this semester.  It 94 
contains: multiple copies of one version of the course evaluation form approved by the 95 
Academic Senate in May 2004 scannable evaluation forms, #2 pencils, and a few erasers for 96 
students to share. 97 
 98 

1. Using #2 pencils only, your students should complete the enclosed evaluation forms 99 
during one of the scheduled class sessions prior to the due date shown on the envelope 100 
containing your evaluation forms. 101 

 102 
2. Please choose two students to administer the evaluation in class and alert them to any 103 

changes in the forms.  The two students should be instructed to follow the Instructions for 104 
the Students Administering the Evaluation.  They should read the Class Statement to the 105 
entire class, pass out the forms and pencils, collect the forms and pencils after 106 
completion, sign the statement on the Student Instructions, and deposit the completed 107 
packet in one of the drop-off boxes found in several classroom buildings (e.g., UNIV, 108 
ACD, SCI2, ARTS, Library entrance) or in the first floor lobby of Craven HallAnalytic 109 
Studies Office (CRA 5210). 110 

 111 
3. If you have additional items you wish to add (e.g., items 8a-8f1o and 1p on the 112 

form), please list these on a separate sheet of paper and make sufficient copies for all 113 
students in the class.  Be sure to give these sheets to the student proctors and retain a 114 
copy for your records.  Also, be sure each question sheet includes directions for 115 
completing the additional items (i.e., directly on the sheet you have prepared or in the 116 
space provided for these items on the scannable form). 117 

 118 
4. The instructor must leave the room during the in-class evaluation process (15-20 119 

minutes).  Before leaving, be sure to put the CRN number of the class on the blackboard 120 
in large letters (you will find the CRN on the envelope containing your evaluation forms).  121 
It is essential that all students write the course/instructor CRN in the space provided in 122 
the upper right hand corner of the evaluation forms. 123 

 124 
5. Once the forms have been collected, sealed in the envelope, and turned in, the evaluation 125 

process is completed.  Students may not ask for an evaluation form at a later date (should 126 
they miss class) or ask to change their forms once they have been submitted. 127 


