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This EETI-modified, CTL-created document is intended as a guide for the running of Mid-Semester Formative
Evaluations at UGA. Please use it as your guide, to help you keep track of time and to make sure you’ve covered
the points you need to cover during your introduction. Among other things, this will help to ensure consistency in
our service to instructors across campus. (And see page 3 for a quick-reference guide!)

Introduction, Group Construction, & Worksheet Distribution: 2 minutes
Use the first few minutes to (quickly) introduce yourself and the upcoming process. Make sure you
mention the following points in your introductory comments:
e The process is:
o voluntary for instructors (a.k.a. no one’s making your professor do this)
o anonymous for students (a.k.a. | won’t reveal who said what to the instructor)
o confidential to the instructor (a.k.a. you will only share the results with the instructor)

e Process details:
o groups (3-5 students) with forms?
o large group discussion
o small groups to identify top recommendation

e Online Form / Worksheets:
o Submit only one per group
o Please do not submit until the very end
o There are three main questions for you: (1) strengths, (2) areas for improvement, and
(3) specific suggestions for changes.

e Guidance for Discussion:
o Looking for specific, descriptive feedback that is focused on your learning
o Respectful disagreement: good and expected
o Three basic questions are about (1) strengths, (2) areas for improvement, and (2)
specific suggestions
o Mark comments with * or otherwise make a note when you don’t have consensus in
your small group

e If you have a specific comment you’d like to submit separately from your group, please turn it in
on any piece of paper, in the same pile as the rest of the worksheets.

Once you've given your spiel (and perhaps asked if there are any questions), ask students to form
themselves into small groups of 3-5, and distribute worksheets to them (1 per group).!

Note that in very large classes you may also want to prompt them with the idea of the three questions
(“strengths, weaknesses, suggestions”) while they’re waiting to receive their worksheet.

Small Group Discussions: 8 minutes
e If the instructor has asked for feedback on something specific, write it on the board as students
begin working.
e At the four-minute mark, quickly interrupt students and prompt them to move on to the third
guestion soon, if they haven’t already. Note anything you’ve written on the board, if relevant.

!'In very small classes you might have students work in pairs instead of groups of 3-5. In very large classes you may
want to ask for groups of 5.
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Large Group Debrief: 10 minutes

This is your chance to find out about some of the ideas from students that represent their most pressing
or salient ideas. Your role is to ask questions to clarify what a student has said (and to connect it up with
the sort of feedback that’s useful to us), and to check with the rest of the class to see if you can
determine consensus among them. We recommend starting by asking for shoutouts of positive
feedback before soliciting constructive feedback.

There are multiple ways to prompt for constructive feedback. A good way to start is with this prompt:
e If you could offer just one piece of feedback to your professor, what would it be?

With each response you receive, you should follow-up with the following:
e As needed: Question to clarify what the student means (to help you understand the real issue)

e Re-state the student’s point
o Asneeded, ask questions to clarify what the student is getting at and/or ask them to tell
you the connection of what they’re saying to their ability to learn in the class
o This re-statement will ensure that you have it right, and will allow other students the
opportunity to hear it again

e  Write the point down somewhere (scratch pad, whiteboard, paper displayed on a document
camera)
o Remember that pace is important here: try to paraphrase in a way that will allow you to
recover the point for yourself later, when you are writing up your notes; don’t worry
about getting things perfect, but focus on key words or phrases.

e ASK: “How many people agree with this point/suggestion/comment?”

o Based on the show of hands, write down the approximate percentage of the class that
seems to agree with this point — and say it out loud for students.

o If there’s hesitation from students to commit to dis/agreement, take time to inquire
about that hesitation. This may lead to a need to change the nature of the point that’s
on the board, or even ultimately not keep it in rotation for the group.

o If alarge portion of the class disagrees, or a small portion disagrees very
enthusiastically, then ask them to explain their disagreement (and thereby continue the
conversation).

o Use your instincts and your clock to make decisions about cutting off the conversation
and moving on.

After completing discussion for the first point raised, ask for new or additional comments. (e.g., return
to the top of this page and continue).
e Note that sometimes you will need to be explicit in asking about something completely
different, to get students off a particular topic.

Wrap-Up: 2-5 minutes
e Remind students that if they have a comment they’d like to submit separately from their group,
they can do so by inserting any piece of paper into the pile with the rest of the worksheets.
e Instruct students to (1) look at the back of their worksheet and decide in their small groups how
to respond, then (2) turn their sheet in at the designated spot.
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