

Notifications (Directions) to Accompany the Student Opinion Survey Policy
Disclaimer It is understood that the notifications (directions) provided on the following pages may need to be updated from time to time to reflect modifications to technology. These notifications are supplemental to and not part of the Student Opinion Survey policy.

As an illustrative example of the type of updates that may need to occur, these notifications are updated below to accommodate the modification of requiring UNIFY credentials to access PAWS. These access modifications were implemented while the Student Opinion Policy was making its way through our institutional governance process
.

Directions for Administering SRIS (URL yet to be determined).
A. Department Chair, Director, and/or administrative assistant/ department secretary to mark classes to be surveyed 

Once the department chair/director and instructor have determined classes that will participate in the administration of SRIS, the department chair/director, or administrative assistant/ department secretary will access Banner and mark the classes as follows:

· Enter bannerprod.gcsu.edu into your browser.

· Enter your Username and Password

· Once you successfully login to Banner, type the form SSAEVAL into Go To… box and press Enter.

· Select your term and CRN and click Next Block or press Ctrl + PgDn.

· If this is a multiple instructor class use the arrow keys to select the correct instructor to be surveyed for this class and click Next Block or press Ctrl + PgDn. Note: If multiple instructors are to be surveyed for one CRN, make sure to update each instructors record.

· Enter “1” in the first field of the first question to mark this CRN for SRIS evaluation.

· Make sure to save the record after you update the SRIS evaluation to 1 for YES and you are done for this CRN.

· Use the Roll Back arrow in the upper left of the Banner Form or press Shift F7 to repeat as necessary.

B. Directions for instructors to complete FIF
Two weeks prior to SRIS being open for students to complete, instructors will go into PAWS and complete the Faculty Information Form (FIF).

· Go to PAWS at http://paws.gcsu.edu/ Login to Unify at unify.gcsu.edu
· Click the PAWS link Click the PAWS icon
· Click Enter Secure Area and enter your GCID and password

· Click Faculty Services 

· Click Student Opinion of Teaching FIF Survey Link at bottom of page

· Click on a class link

· Scroll up and down to explore the SRIS FIF form

· Choose your options

· Click Submit at the bottom of the form when you are done.

C. Directions for students to complete SRIS 
Students who have classes selected for evaluation will receive an email encouraging them to complete SRIS. To access SRIS and complete the survey for selected classes, students can do one of the following options:

Option #1:

· Go to PAWS at http://paws.gcsu.edu/ Login to Unify at unify.gcsu.edu
· Click the PAWS link Click the PAWS icon
· Select Enter Secure Area and enter your GCID and password
· Select Personal Information
· At the bottom, select the link Student Opinion of Teaching Survey
· Student will be presented with a list of classes and Take Survey button beside each one.
· Click the Take Survey button for a class and it will present you with the student opinion survey form for that class.
· Click Submit at the bottom when you have finished.
· Repeat until all classes are gone from the list.
Option #2:
· Click on the one time use link provided in the email, which will open the default browser on the student’s computer/tablet/smartphone and take them to the class survey.
· Click Submit at the bottom when you have finished. 
D. Instructors/Students/Department Chair/Director to access student opinion survey results 
Upon the close of final exams for the term and the submission of final grades, Office of Academic Affairs generates the reports for both close-ended questions and open-ended comment questions.

Instructors may access their close-ended result reports as follows: 
· Go to PAWS at http://paws.gcsu.edu. Login to Unify at unify.gcsu.edu
· Click the PAWS link  Click the PAWS icon
· Select Enter Secure Area and enter your GCID and password
· Click on Personal Information.

· Click on Student Opinion of Teaching Survey Results
· Then select the Survey Term and the instructor's Department and press Submit. On this page you may also select See Previous Terms Reports for those terms prior to Spring 2009
· Then Select Instructor and press Select Instructor
Students may access the reports for close-ended questions by doing the following:  

· Go to PAWS at http://paws.gcsu.edu. Login to Unify at unify.gcsu.edu
· Click the PAWS link Click the PAWS icon
· Select Enter Secure Area and enter your GCID and password

· Click on Personal Information.

· Click on Student Opinion of Teaching Survey Results
· Select the Survey Term and Subject and press Submit
· Then Select Instructor and press Select Instructor
· Select classes and select Show to Screen or Download File and press Run Report
Department Chairs/Directors may access complete reports, including comments, by doing the following:

· Go to PAWS at http://paws.gcsu.edu. Login to Unify at unify.gcsu.edu
· Click the PAWS link Click the PAWS icon
· Select Enter Secure Area and enter your GCID and password

· Click on GCSU Reports 

· Under GCSU Reports Menu select Department Chairs Menu
· Enter password and click on I agree to abide by this policy button to enter the menu
· Click on SOS Processing link for historical results. For current results choose Student Rating of Instruction Results
· Pick the Survey Term and click Submit.

· A list of CRNs is presented that can be filtered. Click on the Adobe icon under Comments or Summary to download the appropriate PDF. You may then save or print the document.

· Only those classes and instructors that belong to your department will show.
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