NIC Course Feedback Surveys
samemoaon — Faculty Instructions

This handout provides the steps and screen shot examples of how the NIC Student Learning Experience
Course Feedback service works utilizing automated surveys linked to NIC courses and class lists. Only
those instructors who choose to participate will have surveys sent to their classes. All student survey
responses are anonymous. Summary reports go only to the instructor. CTLI manages this service.

@ STEP 1: What are the instructor invitation details for the NIC Course Feedback Service?

1. You will be emailed an invitation = Forcourses you’ve opted in to, students will be invited
from feedback2@nic.bc.ca (an to fill out a course survey at 85% of the course
account CTLI manages with access duration. The window of time to fill out the survey will
by Liesel Knaack, Kim Pfeifer and end after 10% PAST the course duration. This might be
Wayne Hopwood) that will look like mid-December, for most Fall courses. Their responses
the email below. are allanonymous.

2. Thetiming of the components of the
feedback service are based on your
course’s start and end dates, as
fOllOWS: ° MIC Learning Experience Feedback Team <feedback2@nic.bc.ca @ 99>

Your email invitation to participate will look like this:

P
= Theinvitation to optin (choose to
participate) to the Student
Learning Experience Feedback
service is sent to all instructors at
60% of your course’s duration. NORTH ISLAND COLLEGE
This might be early November if ” N IC
you have a typical Sept. to Dec.
Fall course, or early March for a De=r (D
January to April Winter course. You are invited to join NIC's Student Learning Experlence Feedback service.

This email comes from a sender outside of North Island College. Please use caution when

opening attachments or clicking links.

This is a service where your students provide feedback to you on their learning experience in your course(s). Students

=  Youcanoptin(chooseto _ : ) .
. provide responses to 18 standardized questions and only you get the results to support the growth of your teaching
participate) up to 80% of the practice,

course duration (mid-November, You are being invited ta OPT IN for the 2023-24 NIC Student Learning Experience Feedback Survey: End of Course. You
for most Fall cou rses) Once the have a limited time to decide if you wish to join {deadlines for each course are shown at the link below).

‘Opt in window’ of time has Select the courses you want to include in this service.
paSSGd, yOU can no l.onger Mote: By default, your courses are not included in this service.
pa rtici pate In the service. Flease indicate if you'd like to opt in for any given course by clicking Create, then clicking the switch to beside your
name Yes. If more than one instructor is co-teaching a course with you, you'll nead to click "Select Instructars” first,
L Student feedback reports (fol’ then switch your name on. Only opt in to your own name. When you're done, click Launch.
courses With a I’eSpOI’\SG I’ate that After the survey is over you will get an email indicating your results are available in the form of a report - sent only to
meets a minimum threshold of youand o one else

th ree StudentS) W| ll be availa ble If you have any questions, please do not hesitate to reply to feedback? @nic.be.ca or reach out to the Centre for

Teaching and Learning Innovation,

sometime after the survey is

Complete - you,“~ be nOtifiEd by NIC Student Learning Experience Feedback Team
email When the I’epOI’tS are ready. Centre for Teaching and Learning Innovation
These reports will go only to you.
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@ STEP 2: How do | opt in my course(s) to be part of the NIC Course Feedback Service?

1. Tojointhe Student Learning Experience
Feedback service for this term, select the blue S
link in your invitation email that says, “Select the | |

. . . . ” 2023-24 NIC Student Learning Experience Feedback Surv...  Cancel 3%
courses you want to include in this service. ANT-260-CV51 - NIC Student Learning

2. This will take you to the Subject Management screen Experience Feedback Service - Invitation...

'H ’ B Opt in to this evaluation?

(your ‘instructor hub’) where you can optin to one or s o s 207 12.16 ves @
more surveys for each of your courses. Itis also here
you can monitor response rates after surveys have proa——s

. N
been launched. If you are seeing a low response rate, doyouwant to optin to this evaluation? @
you can encourage students to reply in an email or
talk to them in class. Choose timing Scheduled
See example screenshot below: Start Date 2023-11-2 05:00 &

End Date 2023 - 12 g4 23:5%9 H
+j+explorance. WH

Subject Management: OPT IN to the NIC Student

Learning Experience Feedback Service |:| | have finished all my 5, please stop sending me reminders.

Welcome to NIC's Student Learning Experience Feedback service.

This is a service where your students provide feedback on their learning experience in your
course(s), Save «" Launch

Students provide responses to 18 standardized questions.

On this page. you can choose to OPT IN (you and your course(s)) to the Student Learning

Experience Feedback process. By default you are not included in this service. 4. Th e f| rst 0 pt|0 n |S SWItC h ed to Yes

St by Yo v et o s i (green button) indicating that the
e vt . ik Lo St o 1 st o o e S ot course is eligible for being added to the
et showless Feedback service. You cannot change

this green button.
Search... Y O IF

5. Eventhough your course is eligible - it
doesn’t mean the surveys will go out.
Pencing pending You still need to optin as instructor. To

2023-24 NIC Student Learning Experience Feedback Surve.. 2023-24 NIC Student Learning Experience Feedback Surve...
ANT-150-CV51 - NIC Student Learning ANT-260-CVS1 - NIC Student Learning dO SO, SeleCt the bUtton marked NO
Experience Feedback Service - Invitatio... Experience Feedback Service - Invitatio... beS|de your name to SW'tCh |t to YeS
’ B ’ “
A cetstarted! et atarted! 6. It’llaskifyou’re sure. Select “Yes,
Create the evaluation to begin. Q Create the evaluation to begin. ’ ”
Changes allowed until 2023-11-16 Changes allowed until 2023-11-16 I m s ure.

7. Selectthe blue Launch button.

8. The survey won’t launch until the start
date thatis indicated. This is when
students will be sent invitations to
participate. You cannot change the

3. Tooptinforacourse, select the blue “Create” dates. They are part of the set up based
button. The opt in window will pop up. It looks like on time elapsed since the start and end
the window to the right. dates.
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NOTE: For course sections with more than one instructor!

e If one of your co-instructors has already opted in, then instead of a Create button,
you’ll see Manage Settings. Select: Manage Settings.

e Select: Select Instructors.

e Flip the switch beside your name to Yes to opt yourself in.
e Select the back arrow at the top-left of dialogue box.

e It’llaskifyou’re sure about your choice. Select: Yes, I’m Sure.

e Tofinish, select: Update.

@ STEP 3: How do I finish up and see how many students are responding to the surveys?

1.

The box for the course section you
just changed should now look
something like the image to the right.

You may want to bookmark this
screen, or keep your invitation
email handy, as it will allow you to
return here and monitor student
response rates (humbers of how
many have completed the survey)
once the survey has begun.

Continue Opting In for each of your
desired course sections following the
steps above.

If you don’t wish to optinfora
course or courses, then no action
is required.

If the system receives no response
from you, it will be assumed you have
Opted Out. No feedback survey will
launch unless you or a co-instructor
selects the Launch button.

If you wish to confirm who will be invited to
participate in the survey for a course, select the
three dots in the bottom-right corner of that
course’s box. Then select “View invitees.”

When you’re done, you can close the Subject
Management tab/window.

® Ready

2023-24 NIC Student Learning Experience Feedback Surve...

ANT-260-CVS1 - NIC Student Learning
Experience Feedback Service - Invitatio...

You're all done!

" All tasks are completed.

+ Evaluation is set to start on 2023-
11-21.

Manage Settings to change
evaluation conditions.

Changes allowed until 2023-11-16

¢ Manage Settings ese

If you encounter any issues, please take a screenshot, note what you were doing when the issue arose,
and send to the NIC Learning Experience Feedback Team at feedback2@nic.bc.ca.
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