
American University 
Instructions for the in-class administration of SET surveys 

 
Optional step: Adjust the date the survey is open to align with the beginning of the time you 
will designate for the in-class evaluation. It is advised to do the survey in the last few days of 
class meetings and before finals week. Instructions on how to alter the time frame that the survey 
is open are here. The Subject Management task is typically available ~30 days before the 
opening of the survey. It may also be good to designate this time and/or information about the 
surveys in the syllabus. 

Step 1: Notify students one to two classes in advance that they should bring a WiFi-enabled 
device to class (this includes a laptop, tablet, or smart phone).   

Step 2: Reserve approximately 15-20 minutes to introduce and conduct the survey.  

Step 3: Have students open the evaluation either through the SET portal, set.american.edu, 
Canvas, or the email they should receive from the system when the survey becomes available.  

Step 4: Either read the following statement to students or have a volunteer read and skip to step 
5:  

“As part of our focus on improving the student experience at American University, we are 
seeking your feedback about your course. AU values your honest assessment of learning in 
these courses and encourages you to add comments where possible.  
 
Your responses are confidential and will not be connected to your name or any other personally 
identifiable information in any reports. Answers in comment fields are reported verbatim and 
will only include personally identifiable information if you have volunteered it. Survey results 
for open-ended questions and instructor personalized questions are only made available to the 
instructor. Results for all other closed-ended questions are made available to the instructor, 
administrators, and the university community. SET reports will be made available 
approximately three weeks after the end of final exams.” 

 
Step 5: Depart the classroom while students are completing the evaluations. Instructors 
cannot be in the classroom while students are completing the evaluation.  

Step 6: Send an email message or Blackboard announcement later that day or evening asking 
any students who have not yet completed the evaluation to do so ASAP. This is especially 
important if a large number of students were not in class during the evaluation time.  

If you need any other information, have questions or need help please see the SET website 
(https://www.american.edu/provost/oira/set.cfm) or contact the SET Team 

(Faculty_SET@american.edu) 
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