Process Map

Process: Student Survey of Instruction

Department: Academic Schools

Owner: Vice President for Teaching and Learning

Team Member: Sarah Gardenhire

Start

l

1) Late July, District-wide
committee meets to review
time line set by District
Office.

2) Campus rep determines
how many Scantron answer |
sheets to order for AYR.

3) DSC orders Scantron
answer sheets for all orders
and directs delivery to
campus reps.

l

7) Campus rep delivers blank
Scantron answer sheets to €¢————
academic schools.

6) Campus rep sends time
line, instructions, and labels
to academic schools.

4) DSC prints course labels

| and sends to campus rep for

distribution to academic
schools.

l

8) Academic schools put
together packets: packet
label, proctor instructions on ————p
outside of envelope, blank
answer sheets, and pencils.

9) Proctors administer survey
in class (without instructor),
collect materials, place in
envelope, and return to
academic school.

10) School staff sorts
packets, removes all material
except completed Scantron
answer sheets, and sends
packets to VPTL Office.
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13) VPTL designee uses one
set of reports to cross check
against record book of
packets and then files in
VPTL cabinets.

12) DSC staff pulls file,
generates reports, and sends
four copies of reports to
campuses (to VPTL
desginee at Richland).

11) VPTL office designee
checks packets off master

: list, checks Scantron answer

sheets for problems, and
scans answer sheets into file.
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14) VPTL designee sends

one set of reports to RLC

Library and two to academic ————»

schools (one for school files,
one for instructor).

15) VPTL designee returns to
schools completed packets
submitted to late or with
problems that prevented
scanning.

16) Academic schools file
one set of reports and give
the other to the appropriate

instructor with any hand-

written notes.

l

End
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