Updated Aug. 25, 2015

Universal Student Ratings of Instruction (USRI) Manual Coversheet Process

A manual coversheet process is used when the original (scannable) survey coversheet is not available.  Information provided in the manual coversheet will be used to generate an original coversheet, which will have a barcode and be printed on special paper that can be scanned.
How to use the manual coversheet:
1. Administer the USRI/Faculty Survey in the classroom.  These forms do not have the course and instructor information pre-printed on the paper.
2. Request that students fill in the instructor name at the top of the survey form in the space provided.  (Black or blue ink pen please.)
3. Fill in the course and instructor information on the manual coversheet for each class.  Use a separate coversheet for each class that is evaluated.
4. Place 1 completed coversheet, and the matching class’s completed surveys into a 9x12 (8 ½ x 11 is OK) envelope. Seal and sign across the seal.  All of these surveys are kept in their envelopes and later stored in special boxes and archived – that’s why the size of the envelope matters.
5. Mark the envelope with:
Department / Faculty
Term
Course name and number
Instructor name

How to return the manual coversheet:
NOTE:  Do not return Faculty Surveys.  We do not scan these.
1.  Deliver the envelopes to Printing Services, basement of the Education Tower.  DO NOT use Campus Mail as these are highly confidential documents.
	Coversheet to be Used for 
USRI and Faculty Surveys

	Faculty/Department:
	

	Instructor’s Name:

(Please ensure the name is the same as listed in course timetable)
	

	Course Title:

(e.g., Child Welfare)
	

	Course Name Code/Topic/Section
(e.g., SOWK 551.5 S02)
	

	Survey Term (e.g. Fall 2013)
	

	Date:
	

	Contact Name & Phone:
	


PLEASE COMPLETE THIS FORM AND PLACE IT ON TOP OF THE COMPLETED QUESTIONNAIRES INSIDE THE ENVELOPE.  
For USRI surveys:  this information is used to create a scannable coversheet.
For Faculty surveys:  this coversheet is optional as we do not scan faculty surveys.
