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Background 

At Palm Beach State College, all student course evaluations are conducted online.  Online 
assessments offer students an easy and confidential way to provide instructors and the college 
with valuable feedback regarding their classes and how they have been taught.  Students access the 
system with their PantherWeb accounts, while faculty and administrators may monitor progress 
and view reports through Employee Web.   

Online assessments also save valuable class time by allowing students to take the survey on their 
own, at a time convenient for them.  Palm Beach State College may save as much as 500 classroom 
contact hours a year by conducting student assessments online. 

The system also offers improved data quality and security.  Stray marks, double marks and other 
limitations of the paper form that affect scoring are no longer an issue with the electronic system.  
And because students are not rushed to take a timed survey in a classroom, they are free to offer 
more thoughtful commentary.  In addition, only students enrolled in the class can complete an 
assessment, and they can submit only one per class, per term. 
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Process 

 

STUDENTS MUST HAVE PANTHERWEB ACCESS TO COMPLETE AN ASSESSMENT.  Your students may 
complete an assessment anytime between the day after the last day to withdraw and the day before 
the last day of the session, as defined in PantherNet.  Students who have withdrawn or dropped 
your class during the drop/add period are not eligible to evaluate the class. 

The course evaluation system is integrated with the PantherWeb student portal.  Your students 
must log on to PantherWeb to complete an assessment.  Because they are required to authenticate 
their identity, students are able to complete only one assessment per class, per term.  After they 
have submitted an assessment, they may log in and edit their responses at a later time, but their 
responses will be frozen when the evaluation window closes, and only their most recent evaluation 
will be counted. 

All student identification numbers, which are used by Institutional Research & Effectiveness (IRE) to 
maintain authenticity, are stripped from the student assessment database at the end of the 
assessment period. 

Credit, college preparatory and EPI classes 

Credit, college preparatory and EPI students who are eligible to complete a student assessment will 
receive an email from the College with about three weeks remaining in the term (two weeks in 
summer) alerting them that they have classes available to assess.  The email contains instructions 
for completing an assessment, as well as background on the importance of evaluating classes and 
how the information is used by faculty and administrators. 

PSAV classes 

Because PSAV classes normally are not tied to one of the four major sessions, PSAV evaluation 
windows will remain open until the end of the session associated with the class, as loaded in 
PantherNet.  In most cases, this will be the end of the regular 16-week term.  However, some classes 
wrap into the following term and therefore must be loaded into a session that ends after the end of 
the 16-week term. 

Also, because the starting and ending dates for PSAV classes vary greatly, it is impossible to send 
timely emails to students.  Therefore, AFTER the deadline to withdraw from the class has passed, 
PSAV instructors should ask their students to log on to PantherWeb to complete their student 
assessment. 

PSAV students will receive an email from the College with about three weeks remaining in the 16-
week term, asking them to log on to PantherWeb and complete all open evaluations.  The email 
contains instructions for completing an assessment, as well as background on the importance of 
evaluating classes and how the information is used by faculty and administrators. 
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Coverage 

All credit, college preparatory, teacher certification (EPI) and postsecondary adult vocational (PSAV) 
classes are covered under the online course evaluation system. 

Students are asked to assess the primary instructor in the class, as defined in PantherNet.  Only the 
primary instructor will receive the final report. 

Below is an example of a team-taught class with two instructors.  Only one can be listed as primary.  
For this class, students will be asked to assess Professor Joe because he is listed as the primary 
instructor; Instructor John will not be evaluated in this section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STC210P1       ***** PB STATE Student Information System *****        STC210M1 
Aug 17,10           - Maintain Credit Class and Schedule -            5 more > 
 
*Action (B,C,D,N)          __ *Course ID....: NUR2712C__ *Offered Term: 20101_ 
 Reference Number..: 131760   *Campus/Center: 1____      Section......: 003 
*Session Code......: 1___     Course Title..: NURSING 4 CLINICAL__ 
   Dates: 08/21/09 - 12/17/09 *Division/Dept: DEG_ NUR_ *Cls Stat.: U 
Curr Enrolled......:   26     Max Class Size..: __30    Time Block..: D 
Curr Paid..........:   26     Min Class Size..: ___1    Stacked.....: Y 
Curr Honor Enrld...:          Max Honor Size..: ____ Tot Spcl Fee:     101.25 
Curr Writing Enrld.:          Max Writing Size: ____ In State Fee:     596.25 
Credit Hours.......: __6.00                          Non Res Fee.:    1897.41 
Total Load Value...: _27.00   Prime Instructor   1 of 2  More  > (Y) 
Act Contact Hours..:  217.20    Y  PROFESSOR,JOE,D 
Std Contact Hours..: _192.00                             Comments Exist.: N 
*Org Unit..........: 11230100 230105 10 
  1_ of 3        *Bldg  *Room  Room  *Begin    End      Begin     End   Except 
    Days                       Limit  Time     Time     Date      Date    Flag 
 1  M T _ _ _ _ _ AH__  00202_ 60      1:30 P   4:30 P  08/21/09  12/17/09 
 2  W R _ _ _ _ _ TBA_  TBA___         7:30 A  11:20 A  11/03/09  12/17/09 
Direct Command: ____________________________________________________________ 
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-- 
      help  retrn quit  DATES COURS V-Rst bkwrd frwrd CMNTS left  right main 
8026 - Class C-NUR2712C-20101-1--003 displayed successfully 

STC685N1       ***** PB STATE Student Information System ***** 
Aug 17,10              - Browse On Class Instructors -                 9:31 AM 
 
                                   Prim Cls                          Cls  Schd 
Act Instr ID    Instructor Name    Ind  Ty  Course ID   Term  Campus Sect Seq# 
--- --------- -------------------- ---- --- ---------- ------ ------ ---- ---- 
 
__  0000XXXXX PROFESSOR,JOE,D       Y    C  NUR2712C   20101  1      003    1 
                                                                            2 
                                                                            3 
__  0000XXXXX INSTRUCTOR,JOHN       N    C  NUR2712C   20101  1      003    1 
                                                                            2 
                                                                            3 
                          *** End of Data *** 
 
 
 
 
 
Class Instr Ky: C NUR2712C__ 20101_ 1 ____ 003 _________ 
Direct command...: ___________________________________________________________ 
 Add        Display    Modify     Purge      Replace 
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Who has access? 

Access to the supervisor piece of the student assessment system is controlled by a table of account 
numbers (org/qual) maintained by IRE.  For each account number, up to three levels of access may 
be granted.  Generally, this will be the academic dean, associate dean and program manager (if 
applicable), although this may vary. 

Department chairs in credit areas have access, as well, but only to student assessments completed 
on their adjunct faculty.  IRE will update the department chair field in the summer of each year 
according to the list maintained by the Vice President of Academic Affairs.  Mid-year changes must 
be reported to IRE by the associate dean.  Summer-only department chairs do not have access to 
the system. 
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Downloading reports 

Supervisors may view their faculty member’s full reports at any time.  However, the data should not 
be considered complete until the assessment window closes. 

 

Credit, college preparatory and EPI classes 

In most cases, reports will be complete on the day after the deadline to submit grades.  However, 
classes that run past the end of the term, cross into the next term, or have been loaded into a 
session other than the 16-week, 12-week, Express A or Express B terms should not be considered 
complete until the end of the session into which the course has been loaded because the evaluation 
period remains open until the day before the end of the session. 

Reports will not be available to faculty members until the end of the session.  Express ‘A’ and 
Summer ‘A’ reports will not be available to faculty until the end of the main term. 

 

PSAV classes 

PSAV reports should not be considered complete until the end of the session into which the course 
was loaded.  In most cases, this will be the end of the regular 16-week term.  However, some classes 
wrap into the following term and therefore must be loaded into a session that ends after the end of 
the 16-week term. 
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Viewing reports 

To view your faculty members’ reports, log on to Employee Web at 
https://www.palmbeachstate.edu/employeeweb.xml using your regular ID and password. 
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Select “Evaluation Reports for My Department” from the “Faculty/Advisors” dropdown menu on the 
yellow bar near the top of the screen. 

 

 

 

 

  



8 
 

You are now presented with two dropdown boxes – one containing a list of your instructors and the 
other containing the terms for which data are available. 

First, select the instructor whom you wish to view. 
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Now, select the term that you wish to view, and press submit. 
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You may select from two types of reports: 

• The report for a single section of a class, showing both the statistical report and student 
comments. 

• The “rollup” report, showing the statistical report for all sections of a particular course the 
instructor taught that term. (Comments are not available on this report.) 

 

To view a report for a single section, select the radio button on the far left and the section from the 
dropdown menu, and press submit. 
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The report opens in a new window.  The top portion always contains the statistical report, showing 
how many students rated the instructor on each criterion.  The mean (average) response is shown 
in the last column. 

 

 

Above is a sample random report.  It does not reflect the classroom performance of the instructor used in prior 
examples. 
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The bottom section shows the verbatim student comments. 

 

 

Above is a sample random report.  It does not reflect the classroom performance of the instructor used in prior 
examples. 

 

When you are finished viewing the report, simply close the window by pressing either the red ‘X’ in 
the upper-right corner or selecting the “Close Window” link located under the instructor and course 
information.  You will return to the evaluation type selection screen. 
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Similarly, to view the rollup report, select the bottom radio button on the left and select the course 
you wish to view. 
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Only the statistical report is available in the rollup format.  For student comments, you must view 
the single section report. 

 

 

Above is a sample random report.  It does not reflect the classroom performance of the instructor used in prior 
examples. 

 

When you are finished viewing the report, simply close the window by pressing either the red ‘X’ in 
the upper-right corner or selecting the “Close Window” link located under the instructor and course 
information.  You will return to the evaluation type selection screen. 
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Printing and saving the report 

The report may be printed on any printer.  It is recommended that you print the report in 
landscape. 

When you are finished viewing the report, you can save print or save the report onto your hard 
drive.  If you wish to save the report (from Internet Explorer): 

• Select File/Save As 
• Select the directory into which you want to save your report 
• Choose “Save as type:” “Web Archive, single file (*mht)” 
• Choose a file name and press “Save” 

If you have the full version of Adobe Acrobat on your computer, you may save a copy in Acrobat 
(.pdf) format: 

• Select File/Print 
• Select “Adobe PDF” from the list of available printers 
• Select “Preferences” 
• (Recommended step) Under the Layout tab, select Landscape and press “OK.” 
• Press “Print” 
• Select the directory into which you want to save your report, choose a file name and press 

“Save.”  

When you are finished viewing the report, simply close the window by pressing either the red ‘X’ in 
the upper-right corner or selecting the “Close Window” link located under the instructor and course 
information.  You will return to the evaluation type selection screen. 
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Summary of key differences between credit/prep and PSAV administration 

It has been stated that there are some key differences between how student assessments will be 
handled for credit and PSAV classes.  From a programming standpoint, the business rules are the 
same.  However, because of the session into which the classes are loaded, there will be some 
obvious implications. 

Almost all credit classes are loaded into one of the four main sessions (three in summer): 1 (16-
week), 2 (Express A), 3 (12-week) and 4 (Express B).  Classes loaded into these sessions have 
uniform starting/ending dates and withdrawal deadlines.  It is much easier to issue reminders to 
faculty and students when the key dates are defined as such. 

In PSAV classes, however, very few classes are loaded into these four sessions.  Rather, they are 
loaded into a variety of sessions (LE1, LE2, NC5, NC11, NTRM, etc) that do not require uniform start 
and end dates.  This is because PSAV classes are of varying lengths and start and end at many 
points throughout the term.  However, this also makes it impractical to send timely reminders to 
students and instructors when their evaluation windows are open.  Therefore, the system on the 
PSAV side must rely more on faculty to be aware of the evaluation periods and intervene when 
necessary, as there will be limited reminders from IRE. 

The table below summarizes the key differences in administration from credit, college preparatory 
and EPI classes, as opposed to PSAV classes: 

 Credit, college prep, EPI PSAV 

When does the student assessment 
period begin? 

The window for students to complete a student assessment opens on the 
day after the withdrawal deadline for the class. 

When does the student assessment 
period end? 

The window for students to complete a student assessment closes on the 
day before the end of the session into which the class was loaded. 

In almost all cases, this will be the 
last day of class, and students will 
not be able to submit a response 
after the grading deadline. 

Depending on the class schedule, 
students may be able to submit 
assessments after the class has 
ended. 

When will reports be available to 
faculty? 

In almost all cases, reports will be 
available on the day after the 
grading deadline.  Express A and 
Summer A reports are held until the 
end of the main term.  

Reports will be available on the day 
after the end of session into which 
the class was loaded.  This may not 
be immediately after the last day of 
the class. 

Will students get an email reminder? In almost all cases, yes, students will 
receive an email reminder about 
three weeks before the end of the 
class. 

Students will receive a general 
reminder about three weeks before 
the end of the main session, asking 
them complete any open student 
assessments. 

Will faculty receive an email 
reminder? 

Yes, in almost all cases, faculty will 
receive an email reminder about 
three weeks before the end of the 
class, asking them to remind their 
students to complete the 
assessments. 

No.  Because PSAV classes are 
continually starting and ending, and 
have varying withdrawal deadlines it 
is not possible to send timely emails 
to instructors. 
 
After the withdrawal deadline has 
passed, instructors should remind 
their students to complete their 
assessments. 
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Additional resources 

Student assessment calendar and evaluation periods: 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SA_calendar.pdf 

 

Evaluation instruments: 

Classroom lecture instrument 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SAform_10_Classroom.pdf 

Distance learning instrument 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SAform_20_DL.pdf 

Natural science laboratory instrument 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SAform_30_NSlabs.pdf 

Health science/EMS laboratory/clinical instrument 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SAform_40_HSlabs.pdf 

Health science/EMS combined lecture/laboratory instrument 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SAform_50_HScombined.pdf 

 

Guides and instructions: 

Faculty guide 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SA_faculty_guide.pdf 

Administrator guide 
http://www.palmbeachstate.edu/Documents/Institutional_Research/documents/SA_admin_guide.pdf 

Student information and tutorial 
http://www.palmbeachstate.edu/courseeval.xml 

 

Questions? 

If you have questions about the student course evaluation system, please do not hesitate to contact 
Institutional Research & Effectiveness at ire@palmbeachstate.edu. 
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