
Administering IDEA 
 

Tips for Facilitating Quality Feedback and Response Rates  
 

 Integrate IDEA objectives into your syllabi   
 Sample Syllabi Integrating IDEA Objectives (PDF) 

PDF available online at: 
 http://www.theideacenter.org/sites/default/files/Syllabus-ObjectivesExamples.pdf  

 
 

 Refer back to your course objectives throughout the semester  
 Highlight in class and on assignments the IDEA objectives that are relevant to your course 

 
 

 Communicate to students the importance of their IDEA evaluation of the course 
 Encourage student feedback 
 Assure student confidentiality  
 Explain to students how their feedback will be used (both for formative and summative 

purposes)  
 
 

 Familiarize students with the IDEA Student Diagnostic Survey form  
 Show students what the Student Diagnostic Survey Form looks like. 
 Highlight how the scales they are asked to complete vary by section of the form (e.g., for 

Questions 1-20 students are asked to rate frequency of use; Questions 21-32 – progress 
made). 

 
 

 Schedule time for administering IDEA in your course  

if administering in class indicate the class period on your syllabus – students will see that they are 
“expected” to complete the IDEA survey 
Invite students to bring their laptops or schedule to have class in a campus computer lab. 
Remind students that the emails will stop as soon as they complete their survey for the course 

 
Resource: 

Best Practices for Online Response Rates 
http://www.theideacenter.org/taxonomy/term/110 

 
 
 
 
 
 

http://www.theideacenter.org/sites/default/files/Syllabus-ObjectivesExamples.pdf
http://www.theideacenter.org/sites/default/files/Syllabus-ObjectivesExamples.pdf
http://www.theideacenter.org/taxonomy/term/110


Classroom administration of the IDEA system 
 
The evaluation should be administered near the end of the course (about the second to last week) so 
the students’ ratings of their progress can accurately reflect their learning for the entire course. IDEA 
recommends that the evaluation NOT be administered on either the last day of class, the day before 
the final exam, or on the day of the exam.  
 
Options for administration:  
(1) Paper (in-class)  (2) Online (in-class)  (3) Online (outside of class) 
 

PAPER (in-class) 
 
Step 1:  Complete a Faculty Information Form (paper or online) for each class before the 

end of the semester. 
 
Step 2: Distribute the student opscan forms (and the comment sheets or sheets with 

additional questions, e.g., FUSA questions). 
 
 Note: Students must complete paper opscan forms with a No. 2 Pencil (surveys 

completed in ink cannot be processed).  
 
Step 3:  Read aloud the following instructions to your students: 
 

Your ratings will be most helpful to me (the instructor) and Fairfield University if 
you answer thoughtfully and honestly. Students sometimes wonder, “If the course 
was well taught and I learned a lot, should I rate every item high?” The answer is 
“No.” IDEA focuses on what the instructor was trying to teaching and on what you 
learned. As such, an instructor is not expected to do well on every item. In 
recognition of this, items not related to this course are not counted in the final 
evaluation.  
 
As student raters, you should also know that the results of your ratings for this class 
will be included as part of the information used to make decisions about promotion, 
tenure, and merit for this instructor. Fairness to both the individual and the 
institution require accurate and honest answers.  

 
Step 4:  Leave the room while students complete the student response forms. 

If using paper forms, have a designated student or colleague collect the forms and 
return the sealed envelope to the Dean’s office of the respective college.  

 

Adapted from the IDEA Center Directions to Faculty (February 2009) 
http://www.theideacenter.org/sites/default/files/DirectionsToFaculty.pdf 
 
 
 

http://www.theideacenter.org/sites/default/files/DirectionsToFaculty.pdf


ONLINE (in-class – personal laptops or computer lab) 
 
Step 1:  Complete a Faculty Information Form (online) for each class before the end of the 

semester. 
 
Step 2: Give students the survey URL unique to the course.  
 
Step 3:  Read aloud the following instructions to your students: 
 

Your ratings will be most helpful to me (the instructor) and Fairfield University if 
you answer thoughtfully and honestly. Students sometimes wonder, “If the course 
was well taught and I learned a lot, should I rate every item high?” The answer is 
“No.” IDEA focuses on what the instructor was trying to teaching and on what you 
learned. As such, an instructor is not expected to do well on every item. In 
recognition of this, items not related to this course are not counted in the final 
evaluation.  
 
As student raters, you should also know that the results of your ratings for this class 
will be included as part of the information used to make decisions about promotion, 
tenure, and merit for this instructor. Fairness to both the individual and the 
institution require accurate and honest answers.  

 
Step 4:  Leave the room while students complete the student response forms. 
 

 
 

ONLINE (outside of class) 
 
Step 1:  Complete a Faculty Information Form (online) for each class before the end of the 

semester. 
 
Step 2: Take time in class to explain to students the importance of completing the IDEA 

form for the course, familiarize students with the form, and read the instructions to 
students.  

 
Step 3:  Remind students to complete the survey using the unique y URL sent to their email.  
 

 
 
 
 
 
 
 


