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Introduction
This guide has been designed to provide an overview of the Blue Survey tool and its role in
deliveringthe Student Learning Experiea Surveyach semester.

In the pages that followthis guidewill provide an overview of the typical survey process,
highlighting the tasks that faculty participate in either as users or as resources to students.

As of Fall 2019, Blue has been integrated with the Banner student information system, Loyalist
College enail, and the Blackboard learning management system in order to provide
comprehensive capabilities to survey students, collect responses, and distribute reports.

Loyalist College Policies

The survey process has been designed in acooelavith Loyalist Glege policy AOP237

Student Learning Experience Survey. The survey delivery period, questions, and procedures are
aligned with this policy, which can be reviewed at the link below.

Link:https://www.loyalistcollege.com/aboutoyalist/policies/aop237-studentlearning
experiencesurvey/
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The Survey ProcesC | Odzf 18 Qa w2ft S

Faculty use Blue tparticipate in the Student Learning Experience 8uityy completing key
tasks. In a typical survey period, these tasks occur in the following order:

SemesteiVeek 56: Question Personalization

Each semester faculty will have the option to add up to threespnalized questions through
the Question Personalization task. Faculty are invited via email to complete Questio
Personalization (QP) in WeelaBd must complete and submadl changes by the end of Week
6. Submitted changes can be edited right up utite end of Week 6

SemesteiVeek 1011: Response Rates Monitoring

By default surveys are distributed to students in Week 1@ expire at the end of Week 11.
{GdzRSyda KI@S mn RlIéa G2 O02YLX SGS GKSANI O2dzN&
this time, students may reach out to faculty for assistance with accessing their surveys or to
reportissues (e.g., a course missing in their task list

During this period, faculty members can monitor the response rate for eftifeir courses
using theResponse Rate Monitor tool in their Dashboard.

Note: Some courses may have their surveys delivered to students earlier or later in the
semester schedule. These changes can be requested by Deans Offices.

After Semester/eek 15: Course and Course Instruct®eports

After the completion of each semester when grades have been submitted, faculty will receive
reports collecting their survey results (Week 15). Faculty reaaivail invitations to reviewwo
separate reports:

1 R21FacultyCourse ReportsA uniguereport generated for each faculty member
associated with a specific course. Data in this report is collected only from students who
have selected that faculty member as their instructor within the survey.

1 R2 Cours®eports An aggregate report for each ase combining the feedback for
each associated faculty member.

All current and past reports issued to faculty are stored in the Blue panig can be viewed at
Fye GAYS 060aSS awSOASgAYy3I tFald wSLR2NIagdLd

On the pages that follow, each of these tasks wiltllseEussed in more detail.
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Student Learning Experience
Survey - A Timeline

Learn more about the different steps of the
Student Learning Experience Survey that take

place in a typical semester.

Semester
Start

Subject View
Management
In Week 4, Deans and Week 1
Chairs review all courses "
and determine if and when T Week 2 Question
they will be surveyed. Personalization

In Weeks 5 and 6,
faculty will have the
option to add
customized questions to
their course surveys.

5: :
X

Week 5--1--
-1 -Week 6
Extended v Week7--]--
Survey 1.
Period u Wieeleh
{Weeks 7 -11) v Week 9--|--
Sga';dgrd W -} -week 10
Period v' Week 11--{-- Report
{Weeks 10 -11) ‘ ’ Distribution
--1--Week 12 Reports collecting

student feedback are

By default, students distributed to faculty

complete surveys during Week 13--

o after the deadline to
Weeks 10-11. submit final grades.
Deans and Chairs --1--Week 14
can customize the survey
dates for shortened, off-

cycle, or placement

courses to any period
between Weeks 7-11. Semester
End

Questions?

For questions and concerns about your course, its survey dates, or the
feedback in your reports, please contact your Dean's Office.

For technical assistance related to the Blue Survey Tool, contact
servicedesk@loyalistcollege.com.

You ¢an also review Blue User Guides here,
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Question Personalization

The Blue Survey tool allows faculty to customize the Student Experience Survey by adding up to
3 unique courseelated questions.

¢tKS ljdzSaiGAazya Oly 6S | YAE 2RAVIAAGAINBEAStISYOR A

G5AalFaANBSE€0 FYRK2NI 3SYSNIf O02YYSyidao
How to Add Customized Questions
Step 1: Select the Course

Select the course you would like to customize by accessing the link provided in your encrypted
email message.

Qf_ Reply féf(%_ Reply All E:f, Forward
Loyalist College <surveys@loyalistcollege.com> Gregary Paziuk

Student Learning Experience Surveys About to Open - Add questions now!
Hi Gregory (Instructor),
Thank vou for participating in the new online Student Learning Experience Survey tool. The new survey includes a set number of core

questions that appear on all course evaluations. In addition, vou are mvited to create customized questions for each of your courses
(referred to as Question Personalization).

Please click here to select yvour customized questions —

Note: If you don't have questions to add, simply SUBMIT without selecting questions.

For assistance with creating customized items please contact your servicedesk@lovalistcollege.com
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Step 2: Show Section
Review the instructions on the Question Personalization page carefully.

A

J£A01 G{K2g {SOiGAz2yé G2 | 00Saa (KS Odadz2YAlld

Messages

= When this icon is visible, you can modify text.
There are no errors to display

Instructions [Hide)

How to customize your Course Evaluation(s)?

You have the option to customize your evaluation by adding a number of customized items or questions to inform specific discipling contexts and
teaching settings.

Instructors can add up to 3 course-specific questions

Fiease note that when courses are taught by multiple instructors, it is up to the faculty to collaborate on course-specific questions they would like fo be
added. Please designate only one instructor from the team to input additional questions.

Preview Questionnaire View | Personalizable items v || All options v

Instructor Selected/Added Questions
Show Section

Save Submit

Step 3: Add Your Questions

G2t 2F ¢ oflyl ljdzSadAaz2y GSYLX FGSa oAttt oS
your question in the text field. Remember: Only 3 questions total can be added. Blue will not let

you submit more than 3 customized questions.

Preview Questionnaire View | Personalizable items v || All options v

Instructor Selected/Added Questions
Collapse Section Open All Questions

Edit [Insert additional single selection course-related question here] Select m
Edit [Insert additional single selection course-related question here] Select [ X Deselected
Edit [Insert additional single selection course-related question here] Select m
Edit [Insert additional comment course-related question here] Select [ X Deselected
Edit [Insert additional comment course-related question here] Select m
Edit [Insert additional comment course-related question here] Select [ X Deselected

AAAAA
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Step 4: Save and Preview

hyOS e2dz KIS I RRSR YR NBOYJAASR e2dzNJ B.dzSauAz2y
Preview Questionnaire View Personalizable tems * || All options  *
Instructor Selected/Added Questions
Collapse Section Cpen All Guestions
Close [ v Selected Deselect |
Strongly Strongly
Agree Agree Disagree Disagree N/A
|..'-?]'Testing : [ 54
Close [ v Selected Deselect |
Strongly Strongly
Agree Agree Disagree Disagree N/A
i??TTest:ing 2 4

Edit [Insert additional single selection course-related question here] Select ||—x Pesclotied

Close | v Selected Deselect |
|"_-?]Tast:ing 3 4

4

Edit [Insert additional comment course-related question here] Select || X Deselected
Edit [Insert additional comment course-related question here] Select || X Deselected

The questionnaire has been saved successfully

Sove o —

{ St SOGAY3 Gt NBOASYG vdzSadAz2yylIANBeE FNRY 06208
guestions will appear to students completing the survey.

Item 5 of
12

Testing 1
item 6 of
12

Testing 2

tem7of  Testing 3
12

Previous Next Save Submit Opt Out
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Step 5: Finalize and Submit
Close the preview window. Make any necessary changes to your customiz&itbgeeOnce

A GAATFTASRE Ot A0l aG{doYAdé G2 FAYIEA]I So

Student Learning Experience Survey for

Messages
The additional questions have been selected and saved successfully. No modification is allowed.

Instructions [Hice]

How to customize your Course Evaluation(s)?
You have the option to customize your evaluation by adding @ number of customized items or questions to inform specific discipline contexts and

teaching settings.
Instructors can add up to 3 course-specific questions.

Flease note that when courses are faught by multiple instructors, it s up to the faculty to collaborate on course-specific questions they would like to be
added. Please designate only one instructor from the team to input addifional questions

Preview Questionnaire View | Personalizable items v || All options v

Instructor Selected/Added Questions

Show Section

The additional questions have been selected and saved successiully

Note: Questions can be edited once submitted. To edit your submitted question, select

G!' LIRFGS¢ FTNRY (GKS o620G2Y 27F (KG§andSmizing y R NB LIS

when complete.
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Monitoring RRsponse Rates

During each survey period, faculty receive an automatic invitation to a response rate
monitoring tool. This tool can be accessed from faculty email or in the Blue Dashboard and it
providesupdated tracking the level of completion for each cseisurvey while also keeping
responses anonymous.

Accessing the Response Rate Morfitom Email
Navigate to your Loyalist College email inbox and locate your email invitation. To review your
response rate(s), chee one of the following options:

1. Toreview a summary of the response rate data for each individual course you are
facilitating, select the link to view daily response rates.

2. To view all of your courses at a glamaigh updates in reatime, select the link to the
response rate dashboard.

£ Reply f{f(l Reply All 2} Forward
Loyalist College <surveys@loyalistcollege.com =

Student Learning Experience Surveys are Live — Check the Response Rates!
Hi

As a reminder, the optimal response rate 1s 65%. Please encourage vour students to complete these surveys in order to ensure meaningful
results.

Please click here to view daily response rates for each course o

For a general real-time view of response rate of all your courses, you can access the response rate dashboard here. e
You can bookmark the dashboard for easy access in the future.
Note: The reports are updated on a daily basis while the dashboard represents real-time data.

For assistance with this task please contact servicedesk@lovalistcollege com
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Daily Response Rate Reports

Step 1: Review the Report List
CKS awSLER2NI [Aade OASe oAttt AyOf dzRS | f f

Report List. Response Rate Report - F19

This table provides a list of links to reports in both PDF and HTML format. The PDF versions of the reports listed here are not WCAG 2.0 compliant. Please use the
HTWL version by opening the link located in the Report Title column of the table as an accessible alternative.

| Search repaort title Clear search

Results: 1 - 10 of 961 ltem(s) I 4 ||1/2345678910_.. | » 1]

|| Report Title 4

&
3

0@ HHHE
PR DE

2 ) )

EF N

I 4 ||1/2345678910.. | » || ¥

Select All Deselect All Wiew Download PDF Download Batch Print Config File

Step 2: Select an Individual Report
To review the report for an individual course, click theaepitle from the Report List.

| Search report title Clear search

Results: 1- 10 of 961 Item(s) 2345678910 | ¢ 4]

[ 1Por oo | Report e+
-
+ por

)T
R

This selection will load an accessible HTML version of the report in your web browser.
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For each course that you select, you will be provided the following:

1. A Response Rate Breakdown detailing the number of students that tesponded, the

YdzYo SN AYBAGSRY GKS LISNOSydGlr3IsS 2F G4Kz2asS Ay

wkiGA2é602 YR GKS ydzYoSNJ 2F aiddzRSyida GKI G
2. A Reliability Assessment that summarizes the number students surveyed and the

number respondedelative to set targetsNote: Both targets are preset within Blue and

R2 y20 O2NNBaLRYR (2 (GKS AyaltraddziazyQa Gl
3. Links to download the Response Rate Report for the course in PDF and review the view

log for thereport.

-
J‘.io,‘ Downlosd POF E‘] Wiew Log
Response Rate Breakdown

Student=

Responded H
Invited 23
Response Ratio 0%
Opted out 0

‘Reliability Assessment

With 0 responses from a survey population of 23

the data presented in this report is considered to be [ET IS0l
Mumber of responses needed to be considered sufficient: 11

MNumber of regponses needed to be considered good: 18

Step 3: Download Reports
To save reports for future reference, download them in PDF format. Select the respective icon
from the HTML report cover page or next to the title in the report list to begin downloading.
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Note: You can also download multiple reports at the same time from the Report List page.
Select the reports you want to download by checking the boxes in thédeftl column or
dzaAy3a a{StSO0 !'fftdé ¢KSYy {StSO0 a52¢yft2FR t5C

Report List. Response Rate Report - F19

This table provides a list of links to reports in both PDF and HTWML format. The PDF versions of the reports listed here are not WCAG 2.0 compliant. Please use the
HTML version by opening the link located in the Report Title column of the table as an accessible alternative.

| Search repart title Clear search

Results: 1 - 10 of 961 Item(s) 41 [|1/2345678910... | » | »l

’H

i)
PPEPRRPHPPBHEH

Report Title &

)G

D (2D (

D ED I

GD ) (

i)

[

Select All Deselsct All View Download PDF Download Batch Print Config File

4| 4 [[1]2345678910_.| » | Ml
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Response Rate Dashboard

The Response Rate Dashboard provides atial view of all of your courses, offering both
combined data to show overall response rates and the option to review data cbyrseurse.
Some features of the dashboard include thedwling:

1. An Overall Response Status graph that tracks the following:
a. Completedc Thepercentageof surveys completed across all courses.
b. In Progresg Thepercentageof surveys that have been accessed but not yet
completed by students.
c. Not Completed; Thepercentageof surveys that are currently live and active but
have not yet been completed by students.
d. Not Ready Thepercentageof surveys that have not yet been made available to
students or that are not currently live.
e. Expiredg Thepercentageof surveysot completed in the allotted time frame
2. {dz0 2SO0 t NRINBaa yR tSNF2NXYIyOS 3IANILKa (2
reached set targetdfNote:¢ KA & FSIF (dzNBE R2Sa y20 O2NNBaLRYy|
response rate target.
3. A list of Subjects proging numerical totals foresponse statuses per course.
4. Response Analytics to plot response volume according to date and time over a set
period selected byhe viewer as a line graph.
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