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How to Request and Conduct an Online Evaluation 

If you have been asked to evaluate a colleague’s online class, please follow these steps 

1. Send an email to abuchalter@peralta.edu requesting that a copy of the course you are 

evaluating be set up to do the evaluation, please include all relevant course info, 

including the CRN number 

2. We will set up the course, make sure that the students are enrolled and install the 

evaluation form, and then email you and let you know 

Before you can start the evaluation, you must do these things: 

1. Decide how log of a period of time you are going to give students to do the evaluation, 

you may choose any time period from 48 hours to 1 week 

2. Send a detailed email to all students in the class letting them know when the evaluation 

will be available and explaining to them why they should fill it out, you can tell them the 

same info you would if you were handing out a paper evaluation in a classroom 

3. Make sure students know that their input is anonymous  

4. Tell the students they need to log in to Moodle to access the evaluation 

5. Make the course available!! This is very important and often gets forgotten! 

How will you contact students in the course you are evaluating? 

You can ask the instructor to post a notice in the News Forum for the class, giving students the 

information on when the evaluation will be open and that they will see it during that time in 

their list of courses when they are logged in to Moodle. 

Send a notice via Passport 

Teachers can also email all of the students in their class via Passport, once again,  you will need 

to let the teacher know the time frame that the evaluation will be available and remind them to 

tell students how to find the evaluation (logged in to Moodle) 

 

 

 

 

You can send an email to 

everyone in your class via 

Passport, use Notify All 

students  
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Don’t forget to make the course available! 

 

 

Go to 

administration and 

Edit Settings 

Change the 

Visible drop 

down from 

Hide to Show 

Once you do 

this students 

will 

immediately 

be able to 

access the 

course 

This is the email 

tool in Passport 

Student emails will 

automatically be 

populated in the 

“To” box 
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