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	Purpose
	To provide policy and procedures for student surveys and course evaluations.  


	Background
	As part of its Quality Management System, the institute obtains student feedback on courses, lecturers and programmes.  Ratings from the satisfaction surveys are reported internally and externally.  Information from course evaluations informs course/programme reviews.  Student feedback on lecturers is used by the lecturers for reflection and development.



	Statutory Compliance
	


	National Guidelines
	



	Policy
	The First Impressions Survey measures the satisfaction levels of the programme and teaching experiences of students who are new to a programme.  For those students enrolled for the first time, the survey also measures the satisfaction level with the Institute and student services.  The survey is conducted within the first six weeks of a programme.

The Programme Satisfaction Survey measures the satisfaction levels of students towards the end of each year of their programme regarding teaching experienced, the programme, the Institute and student services used.  

Course Evaluations, including Postgraduate Survey, measure the satisfaction levels of students with various aspects of individual courses. 

Feedback on Lecturers – All staff have a professional responsibility to seek developmental feedback on their practice from students/clients/colleagues as part of an ongoing consideration of the effectiveness of their work practice.  It is considered essential for staff development to seek feedback on at least an annual basis, and this is required of all staff.

The Graduate Destination Survey is usually conducted in May the year after the students have completed programmes to provide data on graduate destinations.

Exit Surveys are completed with students withdrawing without completing programmes.  A member of the Student Services team will administer the survey.


	Procedures
	The First Impressions Survey will be conducted across the Institute within the first 6 weeks of programmes of 40 credits or greater.    

The Programme Satisfaction Survey will be conducted across the Institute during the last 2-4 weeks of programmes of 40 credits or greater. 

Course Evaluations and/or the Postgraduate Survey will be conducted across the Institute at the mid-point and/or towards the end of a course in programmes of 40 credits or greater.  Courses will be evaluated according to the course evaluation plan for each programme using the central system for course evaluation.  The maximum number of evaluations permitted per occurrence of a course is two, however more than one evaluation per occurrence will be for exceptional circumstances  Where a course has consistently received excellent feedback and there are no major changes, the Head of School/Programmes may decide to evaluate less frequently than other courses in a programme. 

Feedback on Lecturers may be obtained at any time during the delivery of a course/programme;  however the timing of the feedback should give consideration to being able to make changes to teaching and provide feedback to students.  The lecturer initiates the survey with the Organisational Research Officer.

Exit Surveys - Students who withdraw prematurely from programmes may be expected to complete an exit survey with Student Services staff.

The Organisational Research Officer will contact all Programme Managers via email to arrange an appropriate time and date for First Impressions Survey and Programme Satisfaction Survey administration.  The survey will be administered by the Organisational Research Officer or a delegate if appropriate.  For online or mail-out surveying, Programme Managers must provide the Organisational Research Officer with students’ contact email or postal addresses.

The survey/evaluation/feedback form will contain a clear statement of how the data will be used, eg ‘combined information only may be used to review programmes, enhance teaching and learning, in the annual report and published as research on our activities’

Heads of School/Programmes/Programme Managers will contact the Organisational Research Officer to arrange the creation of an appropriate Course Evaluation Survey form.  A bank of questions will be available on Polybase and Head of School/Programmes/Programme Managers may select up to 10 questions.  The Organisational Research Officer will send an electronic copy of the survey form to the Head of School/Programmes/ Programme Manager who must print off the required number of copies.  The Course Evaluation Surveys will be administered by the nominated OPSA class representative or delegate or the school administrator and all teaching staff must leave the classroom.  At the conclusion of surveying, the OPSA class representative or delegate will return forms to the Organisational Research Officer via the internal mail.  Alternatively, an online survey may be conducted during class time using similar provisions to paper delivery.  The online survey will be administered by the nominated OPSA class representative and all teaching staff must leave the classroom.  For off‑site online or mail-out surveying, Heads of School/Programmes/ Programme Managers must provide the Organisational Research Officer with students’ contact email or postal addresses.

Survey data will be entered into the relevant database by the Organisational Research Officer or delegate, and then analysed.  

Completed First Impressions, Programme Satisfaction and Course Evaluation reports will be stored in the J/Shared/Surveys folder which can only be accessed by Leadership Team, relevant Head of School/Programmes, and the Internal Auditor/Evaluator.  Completed reports and follow up actions will be available on the Quality Management System section on Polybase.  Where there are sensitive issues, names/comments may be removed to ensure confidentiality.  In some instances the reports may only be accessed through applying to the General Manager Academic Services.

Course evaluation reports will be sent to the relevant academic staff member.  

If satisfaction is less than 80% on the First Impressions, Programme Satisfaction or Course Evaluation surveys on any variable measured, Heads of School/Programmes and Programme Managers will be sent a Follow-Up Form by the Organisational Research Officer and requested to provide feedback and action plan if required to the General Manager Academic Services.  This feedback should include consultation with relevant staff.

Analysis on feedback of the First Impressions, Programme Satisfaction and Course Evaluation Surveys is considered by the General Manager Academic Services for decision on required actions.  

The General Manager Academic Services will require Heads of School/ Programmes to undertake actions in a responsive and timely manner.  Heads of School/Programmes are responsible for ensuring that the relevant staff and students receive feedback on issues raised, commendations and required actions.

All feedback, actions and follow up will be recorded on the Academic Quality Survey Tracking Sheet by the Executive Assistant to the General Manager Academic Services, and be held in the J/Shared/Surveys folder.  They will also be available on the Quality Management System section on Polybase as per clause 10.

Lecturer feedback from students and peers is confidential to the lecturer unless the request to seek feedback has been required by the Head of School/Programmes (see Staff Development Policy).

Subject to the provisions in Clause 16.2, in the context of developmental feedback, the staff member shall establish, manage and control the process, including ownership of and control over the use of all information gathered.
Staff are encouraged to notify their manager that they are seeking feedback and to discuss feedback with their manager and with trusted colleagues.
Staff should reflect on feedback and seek to initiate development activities where these are indicated as desirable.  Such development activities should be built into a staff member’s IDP.
Managers/supervisors are expected to facilitate the development activities that are incorporated into the IDP, including the allocation of resources as appropriate.  Where developmental feedback has not been shared/discussed with a staff member’s manager, summative feedback which is shared/discussed is required every two years.

Where a staff member has failed to meet his/her responsibilities with regard to obtaining and responding to developmental feedback, the relevant manager may initiate feedback processes and consequently shall manage and control the process, including ownership of and control over the use of all information gathered.  (Information provided on Staff Qualifications spreadsheet in J/Shared, accessible to managers.)

In the rare cases where the Organisational Research Officer becomes aware of consistently negative feedback on two or more occasions, the Organisational Research Officer will alert the Head of School/Programmes/Manager that action is required.



	Referral Documents
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Appendix C	Programme Satisfaction Survey 
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