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SRef-01 - Supervisor Reference Sheet - How to complete a student feedback form. 
 

Steps Action What it looks like 

1. 

The Student Shifts section displays the 
days of the week that you have a student 
assigned to you. 
 
Click the Pending feedback forms (#) in 
the sidebar, where (#) is the number of 
outstanding forms for you to complete. 
 
This navigates to the Feedback Forms 
screen.  

 

 
 

2. 
Any feedback forms that need to be 
actioned will be listed here, showing the 
period of time the form is related to (either 
a shift or a number of shifts), and the 
student. 
 
To action a feedback form, click Edit in 
the far right column of the screen. 

 
 
 

 

3. 

The first section of the feedback form 
displays the details of the student, shift(s) 
and period. 
 
The second section displays the student’s 
feedback form if they have completed it, 
and that it is pending if they have not yet 
completed it. 
 
Your questions to fill out start below this. 
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4. 

Once you fill out all of the fields in the 
feedback form, click the Submit button. 
 
NOTE: The form will not submit unless 
you have given a response in all of the 
fields. 

 

5. 

Once submitted, the (#) of pending 
feedback forms in the sidebar link 
reduces by 1. 
 
To view completed feedback forms, click 
the View your completed feedback 
forms link in the sidebar. 
 
This navigates to your previous feedback 
forms. 

 

6. 

Previous feedback forms display 
Supervisor responses with a dark green 
header, and Student responses with a 
light green header. 
 

 
 


