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Using Google Forms for Peer Assessment

Steps:

1. Sign-Up for a Google Apps account
2. In the upper left of your screen click on ‘Documents’
3. Click ‘Create new’ and then choose ‘Form’
4. Create you form, rename it appropriately, and then close your browser window.
5. Next, you will want to create a template from the form you just developed.  Go back to ‘Documents’  and next to ‘Search Docs’ you will see a link for ‘Browse Template Gallery’ - Click it.
6. To the right of the screen, click on ‘Submit a template’
7. Click ‘Choose from your Google Docs’ and choose the form you just developed
8. Give your template a brief description, select a category, and then click the ‘Submit template’ button at the bottom.
9. You should get the following message - “Your template has been saved and should be visible in the template gallery momentarily. Have a moment? Give us feedback.”
10. Wait a few minutes and then check your Template Gallery again.  Once your form has been processed it will be added to your template gallery.  
11. To prepare this form for peer assessment, click ‘Use this template”
12. Click ‘Save’ and go back to your Google Template Browser and continue opening as many copies of this form as you will need.
13. Next, go back to Google Docs and scroll over one of the forms.  You should see a dropdown box entitled ‘Actions.’  Scroll down to ‘Rename’ and use this option to rename each copy with the group or student(s) name that will be assessed (e.g. ‘Group A’ or ‘Matt & Andy’).  Continue renaming all of your forms with the appropriate groups.
14. Next, you’ll want to post the URL addresses of each form in a place that students will be able to access them.   In the file menu, click on ‘Form’ and then ‘Edit form’.  The URL address for this form will be found at the bottom of the page.  Copy this URL and paste it somewhere your students can access it.  (You can also embed the form by clicking ‘More actions’ and then ‘Embed’)
15. After students have used the form to give constructive feedback you should share each form with the group that was assessed by it.  To do this, go back to your ‘Documents’ and scroll over the title of a form.  Under ‘Actions’ click ‘Share’ and choose ‘Email editors/viewers’.  Enter the email address of your group and click ‘Share’.   
16. You will want to teach your students how to click on ‘Form’ and then “Show summary of responses” so they can see all of their feedback in a clear way.
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