SOP Template: Student Feedback Survey Scheduling
and Timeline Management

This SOP details the process for student feedback survey scheduling and timeline management, including planning
and setting survey dates, coordinating with academic departments, communicating timelines to students and faculty,
monitoring survey progress, managing reminders and follow-ups, analyzing response rates, and ensuring timely reporting
of survey results. The objective is to effectively organize and manage the survey schedule to maximize participation and
obtain valuable student insights for improving educational quality.

1. Purpose

To outline procedures ensuring efficient scheduling, communication, monitoring, and reporting for student feedback
surveys.

2. Scope

This SOP applies to all academic departments and administrative staff responsible for coordinating student feedback
surveys each term/semester.

3. Responsibilities

¢ Academic Affairs Office: Coordinates overall scheduling and communicates with departments.
¢ Department Coordinators: Liaise with faculty and ensure departmental adherence to timelines.
¢ Survey Administrators: Set up, monitor, and report on the survey process.

4. Procedure

1. Planning and Setting Survey Dates
o Determine ideal survey window (mid-way and/or end of semester).
o Consult academic calendar to avoid conflicts with exams, holidays, or major campus events.
o Draft a proposed schedule, including survey launch and closing dates.
2. Coordination with Academic Departments
o Share proposed survey schedule with Department Coordinators for feedback and finalization.
o Obtain departmental approval and confirmation of faculty availability.
3. Communicating Timelines
o Draft and disseminate an official communication to faculty and students at least two weeks before survey
start.
o Publish survey timeline on relevant channels (email, LMS, notice boards).
4. Survey Monitoring and Progress Tracking
o Monitor real-time response rates via survey administration platform.
o Provide weekly progress updates to academic departments and administrators.
5. Reminders and Follow-Ups
o Schedule automated reminders for students who haven't participated (at least two: midway and two days
before close).
o If necessary, request faculty to remind students during class sessions.
6. Response Rate Analysis
o Analyze overall and departmental response rates after survey closure.
o |dentify areas or groups with low participation and document for future process improvements.
7. Reporting Timeline
o Compile survey results and preliminary analysis within 10 working days after survey closure.
o Distribute summarized results (with actionable insights) to departments and relevant stakeholders.

5. Standard Survey Timeline Example

Step Timeframe
Survey planning and schedule finalization Weeks 18€"2 of the semester

Department coordination & confirmation Week 3



Announcement to students and faculty Week 4

Survey launch Week 8

First reminder Week 9

Final reminder Week 10
Survey closure End of Week 10
Data analysis & reporting Weeks 118€12

6. Documentation & Records

e Archive all communications, response reports, and analyses for future reference and audit purposes.
e Record lessons learned and recommendations for improving participation and process efficiency.

7. Review & Continuous Improvement

e Review the scheduling and management process annually.
e Solicit feedback from students, faculty, and administrators to identify areas for improvement.
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