
 

 

To:                    UA Little Rock Faculty Senate 

From:  Faculty Senate Professional Development Committee: Naeem Bajwa, David Briscoe,   
Sarah Clements-chair, Ahmed Abu Halimeh, Beth Levi, Louise Lowe, Mariofanna Milanova, 
Lundon Pinneo, Heba Sadaka, and Leslie Sharp 

Date:                December 8, 2022 

Subject:           Recommendations to Connect Faculty in the Student Evaluation Process     

 

The Faculty Senate Professional Development subcommittee met to discuss the current student 
evaluation process. Firstly, the subcommittee met with eLearning to understand how Qualtrics is used in 
the student evaluation process. An explanation of eLearning’s role in the student evaluation process can 
be found on the eLearning webpage. 

Secondly, the subcommittee would like to focus on the following five areas to improve the evaluation 
process: 1) increase communication distribution, 2) review questions included, 3) evaluate 5-point 
Likert scale, 4) increase response return rate, and 5) offer possible incentives. 
  
1. The subcommittee recommends increase communication regarding the student evaluation timeline. 

The dates are posted on the eLearning webpage. Faculty can access the dates prior to the start of 
the semester and may schedule course activities accordingly. Department chairs and deans can 
share this information at the beginning of every semester. Course evaluations provide students with the 

opportunity to provide feedback about their experiences during the course. Completion of the 
evaluation plays a vital role in providing faculty with information about course effectiveness. In 
addition to helping professors improve their classes, evaluations play a role in tenure and promotion 
decisions. 
 

2. The subcommittee encourages faculty to review and discuss student evaluation questions with the 
department chair. The department chair is responsible for adding or changing questions to the 
survey. Because faculty are evaluated on a calendar year (January to December), changes to a 
department survey question should be submitted to eLearning by January 31. 
 

3. The subcommittee recommends all departments evaluate and adopt the same Likert scale: 1, 
strongly disagree-5, strongly agree. The faculty can work with the department chair to ensure the 
scale is consistently used. It has been acknowledged that some departments are using five as the 
lowest which causes confusion for students and data collection. 

  
4. The subcommittee offers options to consider for faculty to increase the response rate. The return 

rate for student evaluations is a concern of the subcommittee. The faculty, in addition to eLearning, 
can help communicate with students about the evaluation time frame. The schedule for the student 
evaluation is posted prior to the start of the semester on the eLearning webpage. Below is possible 
verbiage to use to help increase the response rate: 

 
  
 

MEMO 

https://ualr.edu/elearning/files/2021/12/Course-Evaluation-Process-Information-3.pdf
https://ualr.edu/elearning/course-evaluations/
https://ualr.edu/elearning/course-evaluations/


 

 

Instructor may include student evaluation process in the syllabus. Possible wording: 

  
At the end of the semester, you will be invited to participate in a course evaluation for 
this class. The feedback you provide is extremely important to me because I continually 
work to improve my teaching strategies and provide a strong classroom environment. 

  
(Optional - faculty can provide a clear example of how the feedback was used) 

  
Additionally, when you complete the evaluation, your anonymous feedback can be used 
for annual, promotion, tenure, and post-tenure reviews. Your feedback can also be used 
to keep academic programs relevant to you and future students. Remember, your 
feedback is completely anonymous. If you have any questions about how your feedback 
is used or want to know more about the course evaluation process, please let me know. 

 
eLearning sends the first email to the faculty and students the day evaluations open. Possible 
wording: 

 
Course evaluations distributed through Qualtrics QClassroom will be made available to 
students this Fall following the schedule posted on the eLearning website. Here's what 
you need to know at a glance: 
 
Faculty Access:  Information regarding faculty access to evaluation results is available on 
the Course Evaluations webpage. Please note that question results and feedback will not 
be available while the surveys accept responses. 
 
Monitoring Response Rates: Although faculty will not be able to view survey results 
until the evaluation period closes, they can still log in to the Qualtrics faculty dashboard 
to monitor response rates for their courses. 
 
Student Access: Information about student access to the evaluation surveys and why 
evaluations are important can be found on the Blackboard Student Support website.  
 
Updates to Surveys: Survey content and questions distributed through Qualtrics are 
under the full purview of departments. Updates can be submitted to the eLearning 
course evaluation team by emailing courseevaluations@ualr.edu. Survey edits for the 
2023 calendar year should be submitted by Jan 31, 2023. If additional time is needed to 
make edits, please let us know of your intention to update survey content by that date. 
For questions or additional information please contact us at 
courseevaluations@ualr.edu. 

 
Instructor may send a personal email to students on the first day evaluations open to 
encourage completion. Possible wording: 

 
Course evaluations have launched. Please complete your student evaluations. Your 
comments and feedback help me adjust the course. You have two ways to access and 
respond to the course evaluations: 

https://officeofelearningualittlerock.cmail19.com/t/r-i-tjtitutd-l-r/
https://officeofelearningualittlerock.cmail19.com/t/r-i-tjtitutd-l-y/
https://officeofelearningualittlerock.cmail19.com/t/r-i-tjtitutd-l-j/
https://officeofelearningualittlerock.cmail19.com/t/r-i-tjtitutd-l-t/
https://officeofelearningualittlerock.cmail19.com/t/r-i-tjtitutd-l-k/
https://officeofelearningualittlerock.cmail19.com/t/r-i-tjtitutd-l-k/


 

 

1. November 28 (change date) Email: notifications were sent from 
courseevaluations@qemailserver.com to your UA Little Rock Gmail account with 
a link to the evaluation dashboard. 

2. Blackboard: you can navigate to the Tools page on Blackboard’s Base Navigation 
menu and click the Course Evaluations button to access the evaluation 
dashboard. 

Your course evaluation is completely anonymous and will not affect your grade.  They 
are carefully reviewed by me and my supervisor.  This is an opportunity to tell me what 
worked well in this course, what wasn't so successful, what you enjoyed, and so on.   

Please grant me the privilege of learning from you about your experience in (class 
name). 

Instructor may check the response rate at the start of the second week and send a follow-up 
email to encourage participation. Possible wording:  

 
 As you know, course evaluations are available until (end date). 

 
The class response rate is (enter percentage here).   

  
Remember your feedback is important to me. I would really like additional feedback, so 
I can review a range of perspectives. Could you take a few minutes to evaluate me and 
this course before (end date here)? 

  
The course evaluation for (class name) can be assessed on Blackboard.  Take this 
opportunity to help me improve this course and my teaching methods.  

 

5. In addition to the increase in communication between deans, chairs, and faculty, the subcommittee 
researched possible incentives to offer students for completing the student evaluation. Possible 
incentive options:  

• Extra credit (screenshot of completion screen) 
• Tiered extra credit (offer extra for completion, double the offer if the entire team or 

class completes) 
• Reward for 100% completion 
• Allow class time to complete the survey 

 
If return rates are satisfactory as determined by the department chair or dean, then faculty may not 
need to make any changes. In addition, individual faculty members may conduct additional faculty-
created assessments throughout the semester.  

 
To evaluate if the following recommendations increase the student response rate, the subcommittee 
would like to compare the 2022 fall response rate to the spring 2023 response rate (once available). 

 

 


