STUDENT FEEDBACK COORDINATOR
ROLE STATEMENT

BACKGROUND
The RMIT Student Evaluation policy aims to support improvement of the total student experience at RMIT through a systematic approach to student evaluation of the teaching and learning environment using a variety of feedback mechanisms including course and program level student surveys.

The Survey Services Centre (SSC) has been established within the RMIT Policy and Planning Group and is responsible for data analysis, survey design and advice to School and support areas regarding the development and use of survey instruments.

Student Feedback Coordinators are based in each School and work with the SSC and other Coordinators in the collection and administration of University surveys and communication of survey and reporting processes.

RESPONSIBILITIES

The principal responsibilities of the role are :

1. Promotion of the RMIT Student Evaluation Policy and its goals to staff in the School.

2. Management of the School’s student feedback activities in accordance with the RMIT Student Feedback Policy including :

· Attendance at meetings with SSC staff and other Student Feedback Coordinators as required.

· Working in conjunction with program staff and School management in the selection of programs and students for surveying.

· Liaison with academic staff on timing of surveying.

· Collection from the SSC and distribution of survey forms to School staff.
· Oversight of administration and collection of surveys to students to ensure these tasks are undertaken by a person other than the teaching staff of the program being surveyed.

· Monitoring of survey activities to ensure University and School targets for sample size and Program survey selection are being met and follow up where required.

· Return of all surveys to the SSC in agreed process.

· Assistance with distribution of survey reports to academic staff and Heads of School.

3. In conjunction with SSC, provide annual reporting to Head of School and SSC on survey activities undertaken, issues raised and improvement plan for future survey activities.

4. As part of the team of Student Feedback Coordinators, provide assistance within the School on the development of improvement plans based on student feedback.

5. Assist the SSC in the development of an annual feedback calendar of survey activities.

LIAISON

The work is to be undertaken in conjunction with the Survey Services Centre and other School Student Feedback Coordinators.

The Student Feedback Coordinator will develop working relationships with School staff as required to meet the goals of the Student Evaluation Policy.
