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Student Feedback Instrument (SFI) – 
Faculty FAQs 

 

FAQs  
Q:  What are SFIs? 
A:  Student Feedback Instrument (SFI) is the means by which students provide feedback on 
instruction at Red Deer Polytechnic. 
 
Student feedback shall be obtained from students in each course using the instrument approved 
by the Faculty Performance Committee. Non-instructional faculty members shall receive 
feedback from students in small groups, workshops or classes conducted using an instrument 
approved by the Faculty Performance Committee. The Dean and faculty member shall both 
receive a summary of all data from the prescribed student feedback instrument each term. 

Student Feedback Instrument (SFI) for credit courses will be administered after 75% of a course 
has been completed. SFI results will be available to instructors on the scheduled SFI Report 
release date providing final grades have been submitted. 

Student Feedback Instruments are overseen by Red Deer Polytechnic's  Institutional 
Research department. 

Reports: 
The Dean and faculty member shall both receive a summary of all data from the prescribed student 

feedback instrument each term.   SFI results will be available to instructors on the scheduled SFI Report 

Release Date providing final grades have been submitted.  

 
Q: When are SFIs administered? 
A:  Student Feedback Instrument (SFI) for credit courses will be administered after 75% of a 
course has been completed. SFI results will be available to instructors on the scheduled SFI 
Report release date providing final grades have been submitted. 

For the specific SFI administration dates for the current academic year, please refer to the 
Student Feedback Instrument (SFI) webpage. 

  

https://rdpolytech.ca/about/our-story/governance/institutional-research/institutional-research
https://rdpolytech.ca/about/our-story/governance/institutional-research/institutional-research
https://rdpolytech.ca/about/our-story/governance/institutional-research/student-feedback-instrument-sfi


SFI FAQs - Faculty P a g e  | 2  February 2022 

Instructor-Related Questions: 

Q: How will I know when my SFI(s) are available for Students to complete? 

A:  Instructors will be made aware of their SFIs in one of the following ways: 

 

Instructors will initially receive an Instructor Confirmation Notification email (click here to see an 

example) from the SFIFacilitator within a few weeks of the Term beginning that will provide them with 

the following: 

- Their course(s) and administration date range(s). 

- A deadline to contact the SFIFacilitator if a course(s) is missing or incorrectly listed. 

- A script to provide to their students in class – reminding students of start and end dates. 

- A script to provide to their students by means of a Blackboard message – again reminding 

students of start and end dates. 

 

Once the SFI administration period opens for their course, they will receive an SFI Notification 

email from the Red Deer Polytechnic SFIFacilitator  with a link to log in with their Red Deer 

Polytechnic login credentials (e.g., jdoe9) to access their Response Rate(s) for their active SFI(s). 

 

Q: What if there is an error in the course listing provided by the SFIFacilitator in the Instructor 

Confirmation Notification email I received? 

A:  If you notice an error in the course listing provided by the SFIFacilitator, please respond as 

soon as possible (each term there is a deadline date to respond listed  within the email) and 

providing as much detail as possible. 

 

The SFIFacilitator will review the issue (and discuss with the School where necessary) and 

respond with an updated listing as required. 

 

Q: I’m a continuous faculty and eligible to have only 50% of my courses administered SFIs – how are 

the courses selected? 

 A:  Where an instructor is a continuous faculty, each term the SFIFacilitator will randomly select 50% of 

an instructor’s courses to be removed from SFI administration and will provide an SFI administration 

course listing to the instructor. While a continuous faculty is eligible to have these courses removed, the 

instructor is welcome to add back one or all their randomly removed courses for additional feedback. 

 

Q: I’m a continuous faculty and eligible to have only 50% of my courses administered SFIs – what if I 

want to add back one or more of my courses? 

 A:  When an instructor receives their Instructor Communication Notification email from the 

SFIFacilitator, they should review and then reply to the email by the deadline date (provided in 

the body of the email) requesting the add-back of course(s).  

 

Please note, to avoid student survey fatigue, where the same instructor will be teaching the Lecture, 

Seminar and Lab portions of a course, the Seminar and Lab sections will be removed and the Lecture 

component will be eligible for SFI administration. 

 

https://rdpolytech.ca/about/our-story/governance/institutional-research/documents/sample-instructor-communication-email-attachments-sfis
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Q: I’m a continuous faculty and eligible to have only 50% of my courses administered SFIs – but what 

if I want all my courses to be administered an SFI each term? 

 A:  Each term when an instructor receives their Instructor Communication Notification email 

from the SFIFacilitator, they may simply respond by the deadline date provided in the body of 

the email requesting that all eligible courses be added to their SFI administration listing.  

 

Q: How do I access my SFI Response Rate(s)? 
A:  Instructors may access their SFI Response Rate(s) by way of: 

 
The link sent to them in the SFI Notification Email from the Red Deer Polytechnic 
SFIFacilitator to their Red Deer Polytechnic email.  
Or  
By typing https://rdcstudentfeedback.rdc.ab.ca into a recognized web browser (ie.,  Google 
Chrome). 
 
When logging in, ensure to select the correct DataSource. Instructor DataSources are 
indicated in their notification email(s). 

- Select either “Instructors” for Credit or “Trades_Instructors” for 
Apprenticeship/Trades from the Data Source pull-down menu. 

- Login with Red Deer Polytechnic credentials (as one would log into either a 
computer and/or Blackboard) using their username (e.g., jdoe9) and their 
password. 

                             
  

Important:  
Instructor access to response rates or results will always be that of their Red Deer 
Polytechnic login credentials (username and password). 
 
Instructors cannot change passwords through the “Forgot your Password?” link at the 
bottom of the login screen.    
 
If an instructor is experiencing difficulty logging in, please reach out to:  

o SFIFacilitator@rdpolytech.ca  
OR 

o ITServiceDesk through the IT Portal which can be accessed through The Loop.  
 

 
  

https://rdcstudentfeedback.rdc.ab.ca/
mailto:SFIFacilitator@rdpolytech.ca
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Q: When will I receive my SFI results for the Term? 
A: Feedback will be available to instructors only AFTER final grades are submitted for this course. 

Feedback will also be made available to their Associate Dean/Dean for use in assessing their 

performance and institutional effectiveness. 

Refer to the Instructor Communication Notification email from the SFIFacilitator at the 

beginning of the term – at the bottom of this email the Term Results Release Date is provided 

(click here to see an example).  (Typically results are released the day after the last day to 

submit final grades as listed in the Red Deer Polytechnics Events Calendar). 

When results have been released and are available, the instructor will receive an email for the 

Red Deer Polytechnic SFI Facilitator with a link to their results. 

 
Q: How are Student responses reported?   What will I receive? 
A: Feedback will be available to the instructor only AFTER final grades are submitted for this course.  

Student identities will remain anonymous.  

The 5-point scale ratings from all respondents will be summarized, all comments (as written but 

in no particular order) will be listed following each Question Section Block.  

To protect anonymity, we do not release SFI results for courses with less than three (3) 

respondents.  

Q: What will my SFI results consist of? 

A: SFI results will consist of the following so long as final grades have been submitted AND the 
minimum threshold of three (3) responses have been received: 
 

An Individual Class Result for each course scheduled for the administration of an SFI – 
this result will provide both scaled and open-ended questions for that individual course. 
 
An Instructor Collective – a combination of all scaled questions for all courses scheduled 
for the administration of an SFI for the term for an individual instructor. 
 
A Department Collective – a combination of all scaled questions for the department for 
which your course(s) are a part of.   (Please note, for a Department Collective to be 
created there must be three (3) instructors each with a minimum of three (3) responses. 
 
An Institutional Collective – a combination of all scaled questions for all courses 
administered SFIs for the term. 
 

Q: Who can access my SFI results? 
A: Besides the instructor having access to their own personal results – the instructor’s 
Dean/Associate Dean will also have access to all instructor results within their School. 
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Q: How do I access my results? 
A: Results will be released the day after final grades are due (as per the Red Deer Polytechnic 
Events Calendar).   When results have been released by the SFIFacilitator, instructors will 
receive a notification email from the SFIFacilitator providing a link to their results.  As above, 
instructors will be required to login using their Red Deer Polytechnic login credentials 
(username (e.g.,  jdoe9) and password). 

Important: 
To protect anonymity, we do not release SFI results for courses with less than three (3) 
respondents. 

If final grades have not been submitted, results will not be released.   

In the event of a co-taught course, all grades must be submitted prior to either 
instructor receiving results. 

Q: My name and/or login credentials changed – I can’t find my results. 

A: Results are associated with an instructor by means of their login credentials and specifically 
their username (e.g., jdoe9).   If an instructor’s username changes for any reason, access to 
their previous results will need to be requested through the SFIFacilitator@rdpolytech.ca.   As 
the Student Feedback Instrument (SFI) software is run separately and is not connected to the 
Red Deer Polytechnic database, any changes to an instructor’s information (name and/or 
change to their username) must be communicated directly to the SFIFacilitator. 

Important: changes to an instructor’s information mid-term may impact access to 
historical SFI results for that instructor. Please ensure all updates to instructor 
information is communicated to the SFIFacilitator as soon as possible. 

Q: What if my contract ends before the end of the term, how can I access my results?  
A: On the rare occurrence, an instructor’s contract may end prior to the end of term (and the 
formal release date of SFI results) and they require their SFI results to complete their Self-
Reflective report prior to their exit, the instructor should ask their Associate Dean to make a 
request to the SFIFacilitator@rdpolytech.ca for early release of these results and provide the 
following: 

- Instructor’s name 
- Course(s) 
- Instructor’s last day of contract 
- Personal email address of instructor (if their contract will end prior to results being 

available). 

Early Release will consist of an instructor’s individual result(s) for each course where the 
minimum threshold of three (3) responses has been met.  Department and Institutional 
collectives will not be available for early release.  

mailto:SFIFacilitator@rdpolytech.ca
mailto:SFIFacilitator@rdpolytech.ca
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Individual results for course(s) meeting the minimum threshold will be sent as a PDF file and  
emailed to the instructor via their Red Deer Polytechnic email (unless a personal email 
address was included in the request from the Associate Dean).  The instructor’s Associate 
Dean will be cc’d on the email. 

Q: How do I access results from a previous term(s)? 

A: Instructors may access previous results from their “My Reports” dashboard and selecting 
“Archived” from the right of their screen (see below).  So long as there has been no change to 
the instructor’s username at any point, all previous results should be available. 

 

Q: Not all of my grades have been submitted by the deadline for submission of grades, now 
what? 

A: On the morning after final grades were to be submitted, the SFIFacilitator will review grade 
submissions and those instructor’s who have not submitted their grades (even for one student 
within a course) will not receive their individual class results or any collectives for that 
particular course(s). 

Once all results have been released for the institution, an email will be forwarded to the 
instructor(s) with outstanding grades. Once an instructor has submitted their outstanding 
grades, they should respond to the original email from the SFIFacilitator notifying that final 
grades have now been submitted. Once verified, the SFIFacilitator will make the necessary 
changes to release the result(s) to the instructor. A subsequent email will be forwarded to the 
instructor to let them know the results are indeed now available. 

 

Student-Related Questions: 

Q: What if a Student asks me a question about SFIs that I am unable to answer? 

A:  A few commonly asked questions are provided below but instructors may direct students to 
a number of other places to obtain answers: 

- A Student-specific SFI FAQ page located here. 
- The SFIFacilitator is also available to field SFI-related questions from students. Instructors 

may encourage students to reach out by email to SFIFacilitator@rdpolytech.ca. 
 
  

https://rdpolytech.ca/about/our-story/governance/institutional-research/documents/student-feedback-instrument-sfi-student-faqs
mailto:SFIFacilitator@rdpolytech.ca
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Q: What questions are Students asked on the Student Feedback Instrument (SFI) survey? 
A:  Please click here to review the Student Feedback Instrument (SFI) questionnaire. 

 

The 5-point scale goes from left to right with “1” on the left being “Strongly Disagree” and "5" 

on the right being “Strongly Agree”. Students are encouraged, that if they cannot answer a 

question, they may leave it blank or select "Not Applicable/No Response". 

Q: Is completion of a Student’s SFI(s) mandatory? 

A: While student participation in this evaluation is voluntary, their opinions are very important to you as 

their instructor and to Red Deer Polytechnic. Constructive feedback from students is valuable for 

improving teaching. 

 

Q: How will Students know when SFI(s) are available? 

A:  Students will be made aware of available SFIs in one or more of the following ways: 

 

Instructors should announce the start and end dates of upcoming SFIs either “in class” or 

“via Blackboard message”.    

 

Students will receive an Invitation email from the Red Deer Polytechnic SFIFacilitator  with 

a link to their available SFIs on Blackboard.  

Checking Blackboard for their available SFIs by clicking on the from the 

Blackboard Home Page. (Note:  this list will be updated as new SFIs become available 

throughout the term). 

 

Q: How do Students access their SFI(s)? 
A:  Students may access their SFIs by way of: 

The link sent in their Invitation Email from the Red Deer Polytechnic SFIFacilitator to their 
Red Deer Polytechnic email. 

By clicking on the on the Blackboard Home Page and clicking the 
appropriate course link from their available SFIs. 

 

 
 
 

Q: What if the SFI link is not visible to Students on the Blackboard Home Page? 

A:  If the  link is not visible to students on the Blackboard Home Page, they may 
also access the link by: 
 

Selecting Tools from the Blackboard menu (on the left of their screen).  

https://rdpolytech.ca/about/our-story/governance/institutional-research/documents/student-feedback-instrument-sfi-questionnaire
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The should be visible on the far right of the screen (as shown below). 
 

 
 
Q: What web browser should Students use to access their  SFI(s)? 
A:  If students are having difficulty accessing their SFIs, please ensure they are using either Google 

Chrome or FireFox web browsers. (The Safari web browser - typically the default with Apple devices - is 

not compatible with opening SFIs). 

Q: How do Students complete their SFI(s)? 
A:  Students may click on either the link provided in their invitation email or the link provided in 
Blackboard for their available SFIs. 
 

If students are accessing their SFI from a computer/laptop – they will progress through 
the questionnaire using the buttons at the bottom  left of the screen. 

 
with a submit button appearing on their last screen. 

 
 

If students are accessing their SFI from a mobile device – they will progress through the 
questionnaire using the buttons at the bottom right of the screen. 

 
with a submit button appearing on their last screen. 

 
 

Q: Is there anything Students should watch for when completing their SFI(s)? 
A:  IMPORTANT things to watch for: 

• First and foremost, students should ALWAYS check that they are completing their 
SFI for the correct Course AND Instructor.  The following message will appear at the 
beginning of each of a student’s SFIs. 
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• BEFORE HITTING THE SUBMIT BUTTON, students should always double-check that 
the feedback and comments provided have been for the correct Course AND 
Instructor that they thought it was for when they started. 

The last line on the SFI will read: 
Thank you for participating in this evaluation for INSTRUCTOR NAME in your course: COURSE 
NAME. 
 
Students SHOULD NOT HIT SUBMIT if they realize they have provided feedback for the wrong 
instructor! Once the submit button has been selected, students will be unable to return to make 
any further changes. 
  
Q: How long do Students have to complete their SFI(s)? 
A: Depending on the duration of your course, the SFI administration date range may be a 
minimum of three (3) days or a maximum of four (4) weeks. The typical administration is 10-14 
days. As the instructor, you should announce the start and end dates (as provided in the 
Instructor Communication Notification email) either “in class” or “via Blackboard message” . The 
last day to provide feedback is always the last day of the course. 
 

Please note, all SFIs open at midnight of their start date and remain open until midnight 
of their end date (which is also the last day of the course). 

 
Q: What if a Student misses the deadline to complete their SFI? 
A: On the rare occasion a student misses the deadline to complete their SFI and provide their 
feedback, the student may reach out to the SFIFacilitator to explore their options. The student  is 
encouraged to send an email to the SFIFacilitator (SFIFacilitator@rdpolytech.ca) stating their 
missed Course Name(s) and Section(s) (e.g., ENGL 999 Z) and the instructor’s name(s). 
 
Q: What will Students say about me? 
A: Students are encouraged to be honest and provide constructive feedback about their 
instructor. Constructive feedback from students is valuable for improving teaching. The feedback 
should be specific, focused, and respectful. It should address the positive aspects of the teaching 
in this course as well as suggestions for improvement.  
 
Q: What if a Student is interrupted when completing their SFI(s)? 
A: Students should always remember to hit the “save” button if they need to leave before they 
are done. When a student returns, their previous responses will remain. Students should 
remember to hit the “submit” button when finished  the entire survey. 
 
 
  

mailto:SFIFacilitator@rdpolytech.ca
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Q: Why is a Student missing an SFI for one or more of their instructors? 
A:  This may occur for a number of reasons including: 

- an oversight   
OR 

- Some of the instructors at Red Deer Polytechnic are only required to have SFIs administered 

in 50% of their courses (selected randomly by Institutional Research). 

Please encourage tudents to send an email to the SFIFacilitator 
(SFIFacilitator@rdpolytech.ca) stating their missing Course Name(s) and Section(s) (e.g., 
ENGL 999 Z) and the missing instructor’s name(s)  and we will investigate and get back to 
the Student with more information. 

 
 
Q: What should a Student do if they are missing an SFI for one or more of their instructors? 
A:  Please encourage the student to send an email to the SFIFacilitator 
(SFIFacilitator@rdpolytech.ca) stating their missing Course Name(s) and Section(s) (e.g., ENGL 
999 Z) and the missing instructor’s name(s). 
 
Q: What if a Student asks if an instructor can see “who” wrote the comments? 
A:  Comments will appear as exactly as written by the respondent, but unless they identify themselves in 

their comments, their identity will remain anonymous. In addition, to further protect student 

anonymity, we do not release SFI results for courses with less than three (3) respondents.  

Q: What if a Student asks if an instructor can tell if they filled out an SFI? 

A:  Student identities will remain anonymous.  Instructors have the ability to check their 
Response Rates but it provides only the number of responses vs how many were invited to 
participate – no personal information is provided. 
 
Q: What if a Student hits the submit button and then realizes their comments were for the 
wrong course/instructor? 
A:  Once the submit button has been selected, students will be unable to return to make any 
further changes. If they realize this error has occurred, please ask the student to notify the 
SFIFacilitator (SFIFacilitator@rdpolytech.ca) for their options. 

Q: What if a Student mentions their SFI is for the right course but wrong instructor? 
A:  Students who recognize the SFI they have received is for the correct course but not the 
correct instructor SHOULD NOT complete that SFI – instead, please encourage the student to 
send an email to the SFIFacilitator (SFIFacilitator@rdpolytech.ca) stating their Course Name and 
Section (e.g., ENGL 999 Z) and who their instructor should be. 
 
  

mailto:SFIFacilitator@rdpolytech.ca
mailto:SFIFacilitator@rdpolytech.ca
mailto:SFIFacilitator@rdpolytech.ca
mailto:SFIFacilitator@rdpolytech.ca
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Q: Will Students receive a reminder to complete their SFI(s)? 
A:  Yes, in most instances students will receive two (2) reminders. 
 

For courses that have an SFI duration of greater than 7 days, students will receive their 
first reminder seven (7) days following the start of the SFI administration period. 

 
All courses will receive a “Last Chance” reminder on the last day the survey is open 
(which is also the last day of the course).   

 
As an instructor, we ask that you encourage your students to participate before the end 
of the administration period. 

 

 

Staff contact: 
If you have questions about this survey or its related reports, please contact the SFIFacilitator at 

SFIFacilitator@rdpolytech.ca.  

mailto:SFIFacilitator@rdpolytech.ca

