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Understanding the Student Course Evaluation Experience 

This guide walks you through your students' experience completing course evaluations. 
Familiarity with this process can help you anticipate common student questions, 
understand what affects your response rates, and ensure nothing on your end 
inadvertently limits student access. 

1. Initial Invitation 

When the evaluation period opens, students are notified through two channels: direct 
email and a tab within their Canvas course. 

Email Notification 

Each student receives a personalized email containing: 
• A greeting with their name 
• An explanation of the evaluation's purpose and confidentiality protections 
• A direct link to the evaluation platform 
• A backup URL in case the primary link doesn't work 
• Contact information for support 

Canvas Integration 

The Course Evaluations tab becomes active in each student's Canvas course when 
evaluations open, providing a familiar alternative to the email link. For 16-week courses, 
a global Canvas announcement is also posted when evaluations go live. Shorter 
sessions do not receive this announcement, so those students rely primarily on the 
email and the Canvas tab. 

Note for Faculty: If you have disabled the Course Evaluations tab in your Canvas 
course settings, students will not see it, even when evaluations are active. If you want 
students to have both access points available, verify that this tab is enabled before the 
evaluation period begins. 

Access Summary: 

• Two entry points: email link or Canvas Course Evaluations tab 
• Both methods lead to the same centralized evaluation platform 
• Students can use whichever access method they prefer 
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Email Notification: 
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Canvas Course Evaluations tab: 
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2. Course Evaluation Home Dashboard 

Once a student clicks either the email link or the Canvas Course Evaluations tab, they 
land on a personalized Home dashboard. This is the central hub where students 
manage all of their evaluations, not just yours. A student enrolled in multiple courses will 
see all of their evaluations in one place. 

What Students See on the Dashboard 

Each course listed on the dashboard displays: 
• Course number, title, and instructor name(s) 
• Status indicator: either "To Do" (not yet started) or "Done" (submitted) 
• Expiration date showing the deadline for that course's evaluation 

How Students Navigate the Dashboard 

• Students can complete evaluations in any order they choose 
• Status indicators update in real time as evaluations are submitted 
• Students can return to the dashboard at any time to check progress or complete 

remaining evaluations 

Note for Faculty: Students in courses with multiple instructors will see all instructor 
names listed on their dashboard and will be asked to evaluate each instructor 
separately. Students who do not have a particular instructor are instructed to skip that 
instructor's questions and move to the next. 
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3. Evaluation Questions 

When a student clicks on a course from their dashboard, they are presented with two 
sets of questions: 3 course-related questions and 13 instructor-related questions. The 
course-related questions appear first, followed by the instructor-related questions. 

In courses with multiple instructors, the 13 instructor-related questions repeat for each 
instructor, with each instructor's name displayed at the top of their section. Students 
who do not have a particular instructor are instructed to skip that section and move to 
the next. 

Course-Related Questions (3 items): 
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Instructor-Related Questions (13 items), repeated for each instructor listed on the 
course: 
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4. Navigation and Completion 

Moving Through the Evaluation 

The evaluation is designed to move forward sequentially. Students use navigation 
arrows to progress through the evaluation. While students cannot return to a previous 
screen during a session, they can retake the evaluation after submitting it (see Section 
5). Students can skip any question they prefer not to answer. 

Saving Progress and Returning Later 

Students are not required to complete an evaluation in one sitting. Progress is 
automatically saved, so students can exit and return at any time before the evaluation 
closes to finish where they left off. 

Completion 

Once a student submits an evaluation, they receive an on-screen confirmation that their 
response has been recorded. They can then return to the Home dashboard to complete 
the remaining evaluations or retake any already submitted ones. 
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5. Post-Submission Features 

Retake Option 

Students can retake any evaluation at any time before its expiration date. To do so, they 
return to the Home dashboard, click the course, and select the "Retake Evaluation" 
button. 

Note for Faculty: Only the most recent submission is retained. Previous responses are 
overwritten. If a student retakes an evaluation, their original responses will not be 
preserved. 

Reminder Emails 

Students who have not completed all of their evaluations receive up to two automatic 
reminder emails after the initial invitation. Only students with evaluations still marked 
"To Do" receive these reminders. Students who have completed all of their evaluations 
do not receive these reminders. 

6. Evaluation Timeline 

All evaluation communications are triggered by the course end date recorded in 
Colleague, so timelines may vary by course section. 

• Initial Invitation: Sent 14 days before the course end date 
• First Reminder: Sent 7 days before the course end date 
• Second Reminder: Sent 1 day before the course end date 
• Evaluations Close: On the course end date 
• Results Available to Faculty: The day after grades are posted in WarriorWeb 
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7. IDOC Course Evaluations 

Students enrolled in IDOC courses follow a different evaluation process due to 
limitations in their access to email and the standard Canvas environment. 

How IDOC Students Access Evaluations 

Rather than receiving an email invitation or accessing evaluations through the standard 
Canvas Course Evaluations tab, IDOC students are enrolled in a dedicated Course 
Evaluation course that appears in their Canvas shell a couple of weeks before the 
course end date. Upon clicking into that course, students are directed to the evaluation, 
which is administered as an ungraded Canvas quiz. The questions are the same: 3 
course-related and 13 instructor-related, used in the standard evaluation process. 

How Faculty Receive Results 

Because of the manual process involved in collecting and compiling IDOC evaluation 
data, results are not available on the same timeline as standard course evaluations. 
Faculty teaching IDOC courses will receive their results through a separate report. If 
you have questions about IDOC evaluation results, please contact Institutional 
Research and Effectiveness. 
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