Making a course evaluation plan in 11 steps
Lisa Gommer, August 2010.
Adapted by Hans van den Berg, December 2014
Step 1. What is the object of your evaluation?
Determine what the “piece of education” is that you want to evaluate. This could be a lecture, a
series of lectures, a course, a semester, or even an entire programme. Possibly also of interest:
What contextual factors are influencing the object?
The steps listed below focus on making a plan for course evaluation.
Step 2. What is the function of the plan?
Decide what you want the plan to deliver. Is it an overall impression of the quality of the course
that you’re interested in, or do you need to have a detailed image of specific aspects of the quality
of the course? As to the latter: you might for example want to focus on the study book, or on the
lecturer.
Step 3. What is your goal for evaluating this object?
Are you evaluating to provide accountability for the “piece of education” that is the object of your
evaluation? Or is educational improvement your goal? Or maybe both are?
- In case of giving account: to whom? What would this person need to know?
- In case of improvement: are there any clues about potential problems or improvements?
Evaluation is mainly about (assuring and) improving the quality of education. Sometimes
however, giving account is also very important, for example in case of a self-evaluation (as part of
a formal accreditation process).
Step 4. What would you like to know about your evaluation object?
Phrase your main question or hypothesis: the single most important question you want to be able
to answer by looking at your evaluation results. Phrase this question as specific as possible.
For example:
 Example question 1. How do the learning results of the course “Introduction to sociology”
relate to the learning goals that were set for the course and how can this be improved?
 Example question 2. How is the course “Design Engineering” being valued by teaching
staff and students and what aspects of the course can be improved?
When phrasing your main question, also think about the following question: what is the nature of
the evaluation? Is it a process or a product evaluation? Or a combination of both?
- Product evaluation focuses on learning results and student performance. What are the
learning results in relation to the learning goals of the course? This can be determined in an
objective way (assessment of learning results) as well as in a subjective way (what is the
student’s perception of what they have learned?) See also: example question 1.
- Process evaluation is aimed at evaluating the teaching and learning process. Was the course
carried out as planned? Is the structure of the course clear to students? How are different
aspects of the course (teacher, course materials, teaching methods, assessment, feasibility,
etc.) being valued by students? See also: example question 2.
In many cases, a combination of product and process evaluation is at hand. It is good, however,
to make a clear distinction between these two.

Step 5. What are your evaluation questions?
The main question of the hypothesis can be divided into several sub questions in which one
aspect of the course you are evaluating is addressed. This sub questions will provide the actual
evaluation questions.
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The evaluation outcomes for the sub questions can lead to choices to be made by the lecturer
and/or programme management. It is a good thing to consider these possible eventual choices in
phrasing the sub questions. For example:





Are the teaching methods that were used, in line with the learning goals
of the course?
Does the planned study load of the course match the actual study load?
Is the content of the course sufficiently challenging for students?
Are the study materials that were used suitable for the course?

For all questions: If
not, what can be
done to improve
this?

Criteria for phrasing evaluation questions:
- phrased as an interrogative sentence (interrogative words like ‘where’ are used in
questions (Where is he going?) and in interrogative content clauses (I wonder where he
is going)
- offering a choice from two or more realistic and specified alternatives
- aimed at aspects of education which can realistically be changed
- to be answered by using practical and feasible evaluation methods
- not aimed at aspects already set to be changed
- design the questionnaire so that the data analysis and reporting will be efficient and
effective.

Step 6. How will you evaluate?
Determine the methods you will use to collect the information needed to answer your evaluation
questions.
For example:
- observation of lectures
- interviews with involved teaching staff
- an evaluation panel with course participants
- analysis of assessment data
- a handwritten, machine-read or online questionnaire
- analysis of website log files
- etc …
Step 7. Who (or what) are your sources of information?
Determine what sources you will use for collection of your data. Who will you interview / what will
you observe, etc. (e.g. students, teachers, managers, support staff, alumni, etc.),

Step 8. Who will carry out the evaluation?
Will you do this yourself as the course-teacher or will this be done by students or fellow-teachers?
Or is there an independent evaluation committee who will carry out the evaluation?
Remark 1: preferably, the person who teaches the course or participates in the course, the
evaluator and the person taking the decision based on the evaluation results are three different
persons. For example: decision-maker = programme director, evaluator = evaluation committee.
In actual practice this often isn’t feasible.
Remark 2:some Faculties of our university run standardized and centralized evaluation schemes.

Step 9. When (and how) will the evaluation take place?
Plan how you will carry out your evaluation (evaluation procedure). If for example you plan to use
questionnaires: when and how will you distribute these amongst the respondents? How to make
the response rate as high as possible?
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Step 10. What should the results of the evaluation look like?
In what format will you present the evaluation results? Will it be a written evaluation report or
something else? Who will have access to the results? Hoe will the results be distributed amongst
stakeholders?

Step 11. What will you do with the evaluation results?
Who will take a decision based on the evaluation results? Based on which criteria? (target values
or quality indicators)
Follow-up: who will specify actions for improvement? When and by whom will these actions be
carried out?

After making your course evaluation plan ...











Construction of evaluation instruments (questionnaires, interview format, analysis tool, etc.)
based on the evaluation questions and the methods chosen (step 5 – 7).
Executing the evaluation according to plan (step 8 – 9) (Check)
Analysis of evaluation results
Drawing conclusions (based on previously set target aims)
Deliverance of evaluation report (step 10)
Deciding on actions to undertake and planning the execution thereof (step 11) (Act)
Preparation of next execution of the course (Plan)
Execution of the course in new or improved format (Do)
Evaluation of the new or improved course (Check)
Etc …
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