Teaching Feedback Form
  2015

To maintain student confidence in the feedback process:
· The questionnaires will be mailed to you along with detailed instructions for a student/or a non-academic staff member to administer in class.
· Addressed envelope(s) will be supplied to return the questionnaires for processing.
· The instruction sheet included with the questionnaires must be completed by the student or non-academic staff member who administers the questionnaires.
· Under no circumstance is the staff member being evaluated to administer the questionnaires or handle the completed questionnaires.
· The feedback is administered following the instructions and the questionnaires are returned to this office for processing using the supplied return envelope(s).
· Any questionnaires found not to be completed following the instructions; administered by an academic staff member; or where the instruction sheet is not returned/completed will not be processed and the questionnaires destroyed.


Please read the following instructions and information before competing the teaching feedback form.
· The individual being evaluated is to complete the teaching feedback form.
· The questionnaires are designed to gather feedback on individual teaching only.
· The questionnaires are designed to evaluate one teacher only.  Each person requiring an evaluation will need to fill in a separate teaching feedback form and nominate a time from one of their own teaching sessions for the administration.
· If you have finished teaching the subject you will have to organise a suitable time with your colleague/s for your feedback to be administered.
· Fill in one form for each subject.
· Fill in one form for each campus.
· If you are collecting feedback from groups of students in the same subject – e.g. you teach 3 tutorial/prac groups in the same subject, please indicate the number of Groups of Students on the form so we can supply you with instruction sheets and envelopes for each group.
· Results are published in StaffOnline using your staff number for identification, please ensure you supply the correct 5 digit staff number.
· If you are located on a different campus to the class being evaluated, when you submit this form please include details of who to send the questionnaires to at the other campus, to organise the administration.



You can either print this form out and mail it, or you can fill it out on your computer and save it as a Word document and email it as an attachment to teachingevaluation@jcu.edu.au

If you need assistance completing the form or have questions regarding the feedback process please ring 478 15417. 

IMPORTANT
Completed forms to be returned 10 working days before the evaluation administration date.


Teaching Feedback Form
2015

Subject Details
Subject Name:	_____________________________________________
Subject Code:		___________________________	Study Period:  ___
Subject Campus:	________________________
Mode:			  Internal	  External	  Placement	     Block	  Limited Attendance
Number of Students:	_________
Number of Groups of Students (if applicable):   ________

Your Details
Title:			____________
First Name:		_________________________________
Family Name:		_________________________________
[bookmark: _GoBack]Academic Group & College:	_________________________________
Campus:		_________________________________
Staff Number:		_________________________________
Phone Number:	___________________


Administration Date
The questionnaires will be sent to the address supplied above, unless alternative details are supplied.  The questionnaires and administration instructions will be sent to you as soon as possible after the Teaching Feedback Form is received by the evaluation office.


	Date you will have the questionnaires administered.
	/      /  
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