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What do I have to do in the evaluation of teaching? 
 

Please follow the next steps to ensure a smooth and correct process of the teaching eval-
uation. 

 

Preparing the evaluation 

1. After having received these documents, please choose one of the last dates of your 
teaching courses this semester in which you can distribute the evaluation question-
naire without problems. 
 

2. Please take the attached evaluation questionnaire and copy it in sufficient quantity 
for the number of participants in your course. 
 

 ESSENTIAL: 
Please copy the “Evaluation of Teaching in Modules (Lecture)”-questionnaire 
and the “Evaluation of Teaching”-questionnaire double-sided, so that a fast scan-
ning of your results in the evaluation center is possible. However please copy the 
“Evaluation of Teaching in Modules (Exercise)”-questionnaire and the “Evalua-
tion of Teaching in Modules (Tutorial)”-questionnaire one-sided. 
 

3. If you would like to use the open questionnaire in addition to the evaluation question-
naire, you will have to copy it as well. (The open questionnaire will NOT be evaluated 
by the evaluation centre and remains directly in your hands). 
 

4. Please ensure that the barcode and the corner angles are printed out correctly. 
 

5. Please take the following items with you to the course (checklist): 
 the copied questionnaires       
 the "Course Information"-sheet 
 the „Instructions for student“-sheet 
 the open questionnaires 

 
6. Exercises and Tutorials: Please forward the questionnaires for the exercises and 

tutorials to the respective course instructors. You will find the date and location of 
the course indicated in the headline of the questionnaire, so that the correct ques-
tionnaire can be matched with the correct course. Please note that the question-
naires are personalized and can therefore be used only for the course specifi-
cally indicated in the headline.  
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Subsequently, the respective instructors will copy their questionnaire according to 
the number of students in their exercise or tutorial and distribute them to the stu-
dents during their course, where they will be filled out by the students immediately 
and send to the Evaluation Centre with the internal mail. 

 

Conducting the evaluation 

1. To confirm a correct conducting of the teacher evaluation we need the confirmation 
of a student. 
Therefore, please ask a student from the audience to confirm the correct procedure 
of the evaluation with her/his signature and her/his contact details. Please give 
her/him the "Information for student"-sheet. 
 

2. Please remind the students how important a clean, clear and unambiguous com-
pletion of the questionnaires is (use a pen, not a pencil!). Otherwise the scanning 
of the evaluation questionnaires cannot be done correctly. Therefore, the crosses 
should not go beyond the boundaries of the given box. 
 

3. Hand out the questionnaires. 
 

4. Fill out the "Course Information"-sheet while the students fill out the evaluation 
questionnaires. You can also enter any remarks or special incidents or irregularities 
there. Let the student fill in her/his contact information. 
 

5. Make sure that you and the student sign the “Course Information”-sheet to con-
firm the correct conducting of the evaluation. 
 

6. Make sure that all students have completed their questionnaire and gave them back! 
Then put all completed evaluation questionnaires & the "Course Information”-
sheet into an envelope (but NOT the open questionnaire!). 

 
7. Please send the envelope with the internal mail immediately after the evaluation 

of your course to the evaluation centre. 
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