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1. Purpose of SFQ

The Student Feedback Questionnaire (SFQ) is one of the formal channels at PolyU to collect student
feedback on teaching and learning for both developmental and judgemental purposes. The SFQ results can
be used by the teaching staff and programme/subject team to identify the strengths and weaknesses of a
subject offered as well as the teaching of the staff member concerned for their reflections and
improvements. They will also be used as one of the sources of evidence in judging a staff member’s teaching
performance in the annual staff appraisal and in important personnel decisions regarding (re)appointments,
tenure and promotion [see Operation Manual of The 2011 Framework for Appointment, Promotion and
Retention of Academic Staff (HRO, 2012)].

2. Structure and items of SFQ

The SFQ form consists of two sections, namely, Section | About the Subject and Section Il About the Staff
Member. The structure and items are outlined as follows:

Section | About the Subject

e 7-8 standard items on students’ learning experience of the subject

e A set of customised items on the achievement of learning objectives/intended learning outcomes
(General University Requirements (GUR) subjects only)

e 2 standard open-ended questions

e A maximum of 5 additional questions set by the Subject Leader (optional)

Section Il About the Staff Member
2 standard items on the overall view about the teaching of the staff member

A set of Faculty-based items endorsed by the respective Faculty Board
2 standard items on the use of the medium of instruction

2 standard open-ended questions
e A maximum of 5 additional questions set by the individual subject teacher (optional)

For the standard items used across Faculties/School, see Appendix A.
For the customised items for individual Faculties/Schools and categories of GUR subjects, see Appendix B.

For ideas on additional questions about the subject or teaching of the staff member, see
https://www.polyu.edu.hk/edc/explore-a-topic/teaching-evaluation/sfg-sample-questions/.

3. PolyU policy and operational guidelines on the implementation of eSFQ

From 2014/15 onwards, all SFQs will be conducted online via the electronic SFQ (eSFQ) system in
replacement of the in-class, paper-based SFQ.

The following sections set out the policy and operational guidelines on conducting the eSFQ, endorsed by
the Academic Council (AC) and Learning and Teaching Committee (LTC) in July 2014.


https://www.polyu.edu.hk/hro/docdrive/_sso/staff/events/2011/newframework/OperationManual.pdf
https://www.polyu.edu.hk/hro/docdrive/_sso/staff/events/2011/newframework/OperationManual.pdf
https://www.polyu.edu.hk/edc/explore-a-topic/teaching-evaluation/sfq-sample-questions/
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3.1 Importance for departments to ensure accuracy and updatedness of teaching assignment
and student enrolment records on AR system

As the administration of the eSFQ is primarily based on the AR records regarding teaching assignments and
student enrolments, any inaccurate or incomplete information shown in the AR records will lead to problems
in administering the eSFQ. Departments should, therefore, make every effort to ensure that the teaching
assignments and student enrolments in the subject and class components (tutorials, seminars, laboratories
and studios in particular) are accurate, complete and regularly updated on the AR system. In particular:

e Inorder to deploy the eSFQ, the teaching staff members concerned must have a valid PolyU NetID
(pseudo NetID will not work) and this information must be included in the class records on the AR
system. No eSFQ can be conducted for the staff members if they do not have a valid NetID.
Departments should ask their teaching staff members (especially part-time visiting lecturers) to apply
for a PolyU NetID if they do not have one. For more information on the eligibility and registration for
a NetlD, visit ITS” NetID Management Service webpage: https://www.polyu.edu.hk/its/it-

services/netid-management-service/.

e Departmental SFQ administrators should contact their department’s corresponding AR staff should
there be any problem updating the teaching assignments on the AR system. Allow at least one day
for the teaching assignments/class records to be updated on the eSFQ system.

e To avoid sending the wrong eSFQ forms to students due to class group changes, students who would
like to switch to another seminar/tutorial group must seek approval from their subject teachers,
who should then notify the department for the administrative staff to update the student
enrolments of the class records accordingly via the AR system.

3.2 Who should be included in the SFQ exercise?

All full-time and part-time staff having a major teaching responsibility (see Section 3.3 for definition) for any
subjects/classes of any PolyU award-bearing programmes at the sub-degree, undergraduate and
postgraduate levels should be included in the SFQ exercise.

Teaching Assistants (TAs) employed under the Teaching Postgraduate Studentship (TPS) Scheme or research
students who are required to teach should be excluded from the exercise [see Guidelines for Evaluation of
TA under TPS Scheme (VPAD, 2012)]. If departments would like to collect student feedback for TAs or
research students who are required to teach, they should use other means such as the survey function on
Blackboard (Bb) to do so.

3.3 For which subjects/classes of which staff members should the eSFQ be administered?

The eSFQ should be conducted for all staff members for all of their subjects/classes in which they have a
major teaching responsibility. A major teaching responsibility is considered as teaching contribution to the
same component of the same subject of no less than 6 sessions (roughly 45%).

In team-taught situations where staff members do not have a major teaching responsibility in a subject/class
they teach, or in subjects that involve multiple teachers each teaching/supervising a small sub-group of the
students in class (e.g. studio class, FYP), only Section | About the Subject of the eSFQ should be


https://www.polyu.edu.hk/its/it-services/netid-management-service/
https://www.polyu.edu.hk/its/it-services/netid-management-service/
https://www2.polyu.edu.hk/ltc/4_POLICY/files/evaluation/Handbook%20on%20Teaching%20Evaluation.pdf#page=35
https://www2.polyu.edu.hk/ltc/4_POLICY/files/evaluation/Handbook%20on%20Teaching%20Evaluation.pdf#page=35
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administered and no eSFQ should be conducted on the teaching of the individual staff members concerned
(i.e., Section Il About the Staff Member), unless otherwise deemed appropriate by the Head of Department.

In service teaching situations, the eSFQ should be conducted by the subject offering department using its
faculty-based eSFQ form regardless of the teaching staff’s affiliated department. The Head of the staff’s
affiliated department can request the staff member concerned to submit the eSFQ report of the subject if
needed.

Final decisions on conducting the eSFQ should be made by departments in consultation with the staff
members concerned.

Note that the eSFQ should not be used to collect interim feedback. Departments should use other means
such as the survey function on Blackboard (Bb) if they wish to collect interim feedback from students for
subject improvement purposes.

3.4 Which SFQ results will be included in the computation of departmental and faculty norms?

The University has adopted the 3-year moving averages in replacement of cumulative norms since the
2018/19 academic year. Instead of including all data in the computation of the departmental and faculty
norms, SFQ results of the last 9 semesters are used to calculate the 3-year moving averages. However, it
should be noted that SFQ results from classes with very low response rates (e.g., less than 30%) or a small
number of responses (e.g., n<5) should be interpreted and used with great caution especially in making
judgments about the teaching performance of a staff member, as those results might be quite unreliable.

3.5 How will the eSFQ be conducted?

By default, the eSFQ is conducted out-of-class, but teachers may opt for in-class administration with
approval from their DLTC.

3.5.1 Out-of-class eSFQ

Out-of-class eSFQ will be conducted in the standardised survey periods prescribed by the University (see
Section 3.6 for survey periods).

On the first day of the survey period, the eSFQ system will send an email to students, inviting them to log in
to the eSFQ site for students (www.polyu.edu.hk/esfq/student) to complete the eSFQ. They can then

complete the eSFQ at their own pace, anywhere, anytime outside class hours until the survey period ends.

Each eSFQ form can be submitted only once. Once submitted, the student will not be able to revise his/her
responses or do it again. Students can save a partially completed eSFQ form for later completion and
submission. However, data from saved drafts without actual submission will not be captured and included in
the SFQ results.

During the survey period, students will be reminded of any incomplete eSFQ via system-generated emails
and/or SMSes. Subject Leaders and teachers who wish to further promote student participation are
welcome to do so by means of personal appeals. The eSFQ system provides a facility for Subject Leaders,
subject teachers and departmental SFQ administrators to check real-time response rates and send emails to
students. Staff members who wish to make use of this facility to boost response rates should do so during
the survey period.


http://www.polyu.edu.hk/esfq/student

PolyU SFQ Handbook for Departmental SFQ Administrators

No email invitation and email and/or SMS reminder will be sent to the students if they do not have to do any
eSFQ or have completed them all.

3.5.2 In-class eSFQ

In-class administration is recommended for classes with low student enrolments (e.g., 30 or below) to boost
the response rate, and exemption from approval to conduct in-class eSFQ within the 13-week teaching
schedule is given to classes with enrolments of 30 or less.

Staff members who wish to conduct the eSFQ in class are required to provide justification and where
appropriate, seek approval from their DLTC Chair. If the subject teacher making the request is the DLTC
Chair, approval should be obtained from the Head of Department instead. From Semester 2, 2018/19
onwards, all in-class administration requests must be submitted and approved (where appropriate) via the
eSFQ system or no in-class administration can be set up.

For the proposed survey period, staff members can decide on the start date of the eSFQ exercise (normally
on the date of the in-class administration). By default, the end date of the eSFQ exercise is the last day of the
nearest standard survey period. Staff members can alter the end date to another date they deem
appropriate. However, the survey period cannot be shorter than 3 days and the designated end date cannot
be later than the default end date (see Section 3.6 for survey periods).

For in-class eSFQ administration, no email invitation will be sent to the students; only one email reminder
will be sent to the non-respondents on the second day of the designated survey period, unless the
designated survey period overlaps with the standard survey period. Staff members are welcome to
encourage students to participate in the eSFQ exercise via explanation in class and follow up on the response
rate by means of personal emails to students if they so desire. The eSFQ system provides a facility for Subject
Leaders, subject teachers and departmental SFQ administrators to check real-time response rates and send
emails to students. Staff members who wish to make use of this facility to boost response rates should do so
during the survey period.

Each eSFQ form can be submitted only once. Once submitted, the student will not be able to revise his/her
responses or do it again. Students can save a partially completed eSFQ form for later completion and
submission. However, data from saved drafts without actual submission will not be captured and included in
the SFQ results.

All in-class eSFQ should be administered by administrative/support staff assigned by the department, and
the teaching staff concerned should be absent from the room/hall during the eSFQ exercise. The
administrative/support staff responsible for conducting the eSFQ in class must clearly tell the students the
following information before conducting the in-class eSFQ:

e On which staff member(s), subject and part(s) of teaching the students are providing feedback
e Purpose of the SFQ

e Instructions to doing the eSFQ

o Time allowed for the in-class eSFQ exercise

No spare mobile devices will be provided to students without access to a mobile device during the in-class
eSFQ exercises. The administrative/support staff responsible for conducting the in-class eSFQ should ask
those students to complete their eSFQ as soon as they have access to a computer or mobile device.
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A standardised PowerPoint presentation containing in-class eSFQ instructions has been developed for
departments’ use and reference. Departments are welcome to adapt the PowerPoint Presentation should
they decide to use it.

The PowerPoint presentation and the instructions to using it can be obtained from the following places:

e eSFQ system website for Departmental SFQ Administrators (www.polyu.edu.hk/esfqadmin)
e EDC website (https://www.polyu.edu.hk/edc/explore-a-topic/teaching-evaluation/procedures-for-
conducting-in-class-esfq/)

SEQ)
e Viathe eSFQicon . located on the desktop of each classroom/lecture hall computer

3.6 When will the eSFQ be conducted?

The out-of-class eSFQ will be conducted in the standardised survey periods set out as follows:

Semesters 1 and 2 Summer Term
Teaching ends by Week 7 Teaching ends after Week 7
Monday of Week 6 to Tuesday of Monday of Week 12 to the day Monday of Week 6 to the day
Week 8 of the semester before the University exam before the University exam
period starts period starts

As mentioned in Section 3.5.2, for in-class eSFQ, staff members can decide on the start date and end date of
the survey period. However, the survey period cannot be shorter than 3 days and the designated end date
cannot be later than the default end date i.e., the last day of the nearest standard survey period.

3.7 Requests to conduct eSFQ for subjects held outside the 13-week teaching schedule

For subjects that do not follow the regular 13-week teaching schedule (e.g., teaching goes beyond Week
13) and conducting the eSFQ within the 13-week time frame does not seem appropriate, the department
should submit a request with justification to the DLTC Chair for approval to conduct eSFQ outside the end-
of-term standard survey period, regardless of the class size. The request must be submitted and approved
via the eSFQ system or no in-class administration can be set up.

Please note that the eSFQ should not be conducted during or after the subject’s examination or its
equivalent (e.g. final assessment or presentation), or after the release of the subject’s finalised grades, and
the proposed survey period cannot cross over semesters (the latest possible survey end date is the last day
of a semester).


http://www.polyu.edu.hk/esfqadmin
https://www.polyu.edu.hk/edc/explore-a-topic/teaching-evaluation/procedures-for-conducting-in-class-esfq/
https://www.polyu.edu.hk/edc/explore-a-topic/teaching-evaluation/procedures-for-conducting-in-class-esfq/
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4. How the eSFQ system works

Launching of the eSFQ system for the semester

v

Departmental SFQ Administrators (1) consult the staff members concerned
regarding the eSFQ arrangements, (2) assign classes to be surveyed, and (3)
specify mode of eSFQ administration via the eSFQ system

v

Subject Leaders receive an email asking them to input additional questions (if
any) about the subject once the Subject Leader information is inputted to the
eSFQ system by the Departmental SFQ Administrators

Subject Teachers receive an email asking them to check subject information,
input additional questions (if any) and update profile once the eSFQ
assignments are confirmed by the Departmental SFQ Administrator

v

e Subject Leaders input additional questions (if any) about the subject

e Subject Teachers (1) check and confirm with Departmental SFQ
Administrator subject information, student enrolments, mode of
eSFQ administration, and survey period; (2) input additional
questions (if any) on their teaching; (3) upload a photo of themselves
(recommended)

v

During the standard survey period:

e Students receive email and/or SMS invitation, asking them to
complete the eSFQ; non-respondents receive email and/or SMS
reminders, notifying them of any incomplete eSFQ (applicable to out-
of-class administration only; for in-class administration, see Section 6
for invitation/reminder arrangements)

e Students log in to the eSFQ system to complete the eSFQ

e eSFQ system captures and summarises data for reporting

v

Release of subject report and full/staff report to staff and departments
concerned for subject/programme evaluation and/or staff appraisal purposes
the day after the finalisation of overall assessment results.

From that day onwards, via the eSFQ system (www.polyu.edu.hk/esfgadmin):

e Departmental SFQ Administrators and Subject Leaders can access the
subject reports

e HoD and the staff members concerned can access the full/staff

reports
v

Students can access the aggregated SFQ results on Section | About the Subject

of the subjects they studied



http://www.polyu.edu.hk/esfqadmin
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5. Timeline for administering the eSFQ

Key Date Semesters 1 & 2
Weeks 3-10 Departmental SFQ Administrators
1. check subject lists
2. liaise with staff
3. assign classes to be surveyed
4. specify the mode of eSFQ administration
5. enter required information on the eSFQ system
Weeks 3-10 Subject Leaders and/or Teachers (1) check and confirm student enrolments,

subject information and mode of eSFQ administration with Departmental
SFQ Administrator, (2) input additional questions related to the subject
and/or teaching, and (3) update profile, if so desired

Sunday of Week 10

Last day for Departmental SFQ Administrators to submit in-class eSFQ
administration requests for the semester for the DLTC Chair’s approval

Week 6 — Tue of Week 8

Mid-semester eSFQ period

Week 12 — Day before
University exam period
starts

End-of-semester eSFQ period

Day after finalisation of
overall assessment results

Release of subject and full/staff reports to departments and staff concerned

Last day of semester

Deadline for Departmental SFQ Administrators to input service teaching
information for the semester

Key Date

Summer Term

Weeks 3-5

Departmental SFQ Administrators
1. check subject lists
liaise with staff
assign classes to be surveyed
specify the mode of eSFQ administration
enter required information on the eSFQ system

vk wnN

Weeks 3 -5

Subject Leaders and/or Teachers (1) check and confirm student enrolments,
subject information and mode of eSFQ administration with Departmental
SFQ Administrator, (2) input additional questions related to the subject
and/or teaching, and (3) update profile, if so desired

Sunday of Week 4

Last day for Departmental SFQ Administrators to submit in-class eSFQ
administration requests for the semester for the DLTC Chair’s approval

Week 6 — Day before
University exam period
starts

End-of-term eSFQ period

Day after finalisation of
overall assessment results

Release of subject and full/staff reports to departments and staff concerned

Last day of semester

Deadline for Departmental SFQ Administrators to input service teaching
information for the semester
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6. Promoting student responses

The University adopts a number of strategies to promote student participation in the eSFQ exercise.

eSFQ pamphlet

Distributing pamphlet containing essential information on the eSFQ
exercise to new entrants via the Welcome Pack given out on the
Welcoming Day

Email invitations

Inviting students to complete the eSFQ on the start day of the
standard eSFQ periods via email

Note: For in-class eSFQ administration, no email invitation will be
sent to the students

Campus-wide posters and
banners

Putting up posters and banners on campus during the end-of-
semester eSFQ period

Promotional videos

Broadcasting short videos each featuring a teaching staff member to
encourage students to take part in the eSFQ exercise on campus
display TVs

Email and SMS reminders to non-
respondents

Reminding students of any incomplete eSFQ during the standard eSFQ
period via emails and SMSes

Week 6 & Week 7 & Week 13 | Week 8 & the week
Week 12 before University
exam period
Email Friday Monday, Second last day &
reminder Wednesday, Friday | last day of survey
period
SMS -- Monday & Friday Last day of survey
reminder period

Note: For in-class eSFQ administration, only one email reminder will
be sent to the non-respondents on the second day of the designated
survey period, unless the designated survey period overlaps with the
standard survey period. Staff members are welcome to encourage
students to participate in the eSFQ exercise via explanation in class
and follow up on the response rate by means of personal emails to
students if they so desire.

Apart from the above strategies, subject teachers are encouraged to urge their students to respond to the

eSFQ via in-class explanation or additional email reminders during the survey period if they wish to do so.

Subject teachers can check the real-time response rates and send additional email reminders via the eSFQ

system (www.polyu.edu.hk/esfqadmin). Please note that the University does not approve of extending the

survey period or re-opening a survey due to low response rate. Subject teachers and departments are

encouraged to make use of the facilities in the eSFQ system to promote student participation as appropriate.

10
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7. Analysis and reporting of the SFQ data

The Educational Development Centre (EDC) will be responsible for analysing and reporting the SFQ data.
Two different reports will be produced: (1) a full/staff report on both the results of the teaching of the
individual staff member and the subject (if available); (2) a subject report on the results of the subject (i.e.
Section |) only.

The reports will be made available on the eSFQ system the next working day after the finalisation of the
overall assessment results (please check the academic calendar for the specific dates). The staff members
and Head of Department concerned can access the full/staff reports via the eSFQ system for their perusal,
and the department concerned can access the subject reports for further distribution to various officers such
as the Programme Leader and Departmental Learning and Teaching Committee Chairman for programme
evaluation and improvement purposes. The Head of Department concerned has the discretion to
disseminate the reports to relevant parties as needed.

8. Confidentiality

Confidentiality is emphasised in the SFQ exercise. All SFQ data and reports on individual staff members are
confidential. Access to the full/staff reports is restricted to the individual staff members and the Head of
Department concerned, as well as other relevant officers or committees (appraisers etc.) if needed. EDC will
not disclose or discuss the SFQ data of an individual staff member to or with anybody other than the staff
member and the Head of Department concerned.

Likewise, anonymity of student participation and feedback is promised in the SFQ exercise. Information on
students’ participation and their individual responses are anonymous and will not be released to the
department and staff member(s) concerned.

9. Enquiry
Area Contact
SFQ policies and guidelines LTC Secretary
Email: Itc.secretary@polyu.edu.hk
eSFQ support Email: esfg.support@polyu.edu.hk

11
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10. Help from EDC

Help is available from EDC for individual Faculty/School members in interpreting the SFQ results, planning
teaching improvements on the basis of the feedback and advising on alternative forms of student feedback
collection for teaching evidence documentation purposes. Please contact the EDC representative
(https://www.polyu.edu.hk/edc/get-help-from-edc/contact-your-edc-representative/) for your department

if you need any help.

12
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11. Operational manual for Departmental SFQ Administrators

The following operational manual is for Departmental SFQ Administrators’ use. It can also be accessed at
www.polyu.edu.hk/esfqgadmin. Subject Leaders and Teachers should refer to their corresponding manuals as

their system interfaces are different from that of the Administrators.

11.1  Adding classes and teachers to conduct the @SFQ.........ccecciiiiiiiiiiiicciee e e 13
11.2  Unselecting records of eSFQ-taking classes and teachers .........ccccviecieiicciee e, 19
11.3  Confirming all classes and teachers to conduct @SFQ.......ccuuviieiiiiieeiiiiie et 20
11.4  Exporting the list of candidate classes and teachers to conduct the eSFQ........ccccceevevveveeccienennneen. 21
11.5 Exporting the list of selected classes and teachers to conduct the eSFQ........cccooveveviieiecccieeeenneen. 22
11.6  Inputting Subject Leader information ........c.eee i e 23
11.7  Inputting In-class eSFQ Administration REQUESL.......ccuiiiiiiiiie it 24
11.8  Inputting Service TEaChiNg RECOIAS ....coceeeiiiiiiie et e e e e e e e rr e e e e e e e e e nnrraeeeeas 28
11.9  MONIOING thE SUIVEY ...eiiiii ittt e e e e s e st re e e e e e e e e s abtbeeeeeeeeesaanstaaaeeeeeeasnnrrnneeens 30
11.10 Departmental eSFQ status health Check........coocuviiiiiiii e 32
11.11  Viewing SFQ SUDJECE FEPOILS .....uviiiiiiee ittt e e e e eeetee e e e e e e eseetre e e e e e e e s abraeeeeeeesesnnreeaaeaeseessnnsenneeens 33
11.12 Viewing departmental and faculty NOIMS.......cocuiiii it ree e e 34
11.13  VIieWINg SUDJECT QVEIAZES ....uvviiiiirieeeiiieee ettt e ettt e e ettt e e e ste e e s s abe e e s sabeeeesabaeesessaeeeesssaeeeansteeesensenas 35
11.14 Combining SUDJECE FESUILS c.eeoeeiiiieeee ettt e e e e e e e e e e e e bt re e e e e e e e s nnbraeeeeaeeesnannrenneeens 37
11.15 Downloading raw data 0N SUDJECE.......cceeeiiieeee e 39
11.16 Logging out Of the @SFQ SYSTEM ....iiiiiiiiee ittt e s e e e s e e e e ssae e e e s abae e e entaeeeenrenas 40
11.17 Further assiStanCe and SUPPOIT.....coiiiiiiie ittt et e e e et e e e et e e e e e aree e e eabeeeeenareeeeentaeesennrenas 40

11.1 Adding classes and teachers to conduct the eSFQ

Stepl  Go to http://www.polyu.edu.hk/esfqadmin and log in using your NetID and password.

Step 2 In the top menu bar, select Administrator, then Choose Class & Teacher to Conduct SFQ from the
drop-down menu.

Q THE HONG KONG
Q’zb POLYTECHNIC UNIVERSITY

FEE T AL

l - ' Logout

Electronic Student Feedback Questionnaire System

Administrator »

I
[ ¥ | Choose Class & Teacher to Conduct SFQ ]

SFQ Report~ Analytics» Helpr % switch to side bar

¥ | Input In-class e5FQ Request
¥ | Input Service Teaching Records
F | Input Subject Leader

¥ | Maonitor Survey

¥ | Check eS5FQ health

13
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Step 3

Step 4

In the Candidate Class and Teacher to Conduct SFQ section, check the box next to the classes you
wish to select to conduct the SFQ.

Q THE HONG KONG
Q' b POLYTECHNIC UNIVERSITY
&/ mmmT i

Electronic Student Feedback Questionnaire System B Logout

Administratorv  SFQ Reportv  Analytics¥  Help» % switch to side bar

Choose Class & ... *

[&](2)[ ]

Candidate Class and Teacher to Conduct SFQ

ubyecs g::::;: f;:{;‘:ne“ f_:":;fﬂ Enrclment Teacher NetlD ;ﬁ: pals
BCT1101 101s01 LECOO1 INTRODUCTORY LIFE SCIENCE 184 ZHAD Yanxiang bcyxzhao J
BCT1101 101S01  TUTOO1 INTRODUCTORY LIFE SCIENCE 78 LEE Kam Len bcdlee
BCT1101 10101 TUTO02 INTRODUCTORY LIFE SCIENCE 92 KONG Hang Kin bchkkong L
1101 101501  TUT0DO2 INTRODUCTORY LIFE SCIENCE 92 WONG Gabriel Kun Yung bcgkyw10 7

Choose Class & ...
E3r2E:a
Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject
=
2] Code  Section Compone Title

Enrolment Teacher

Chosen Clas

subject | / ABCT110 101501 LECO01 INTRODUCTORY LIFE SCIENCE 184 ZHAD Yanxiang
— / ABCT110 101501 TUTO0T  INTRODUCTORY LIFE SCIENCE 78 LEE Kam Len

W/ ABCT110 101501 TUT002 INTRODUCTORY LIFE SCIENCE 92 KONG Hang Kin

/ ABCT110 101501 TUT002 INTRODUCTORY LIFE SCIENCE 92 WONG Cabriel K
[T ABCT130 301501 LABOO1 EIS:E;ESTRY AND MODERN 16 YU Wing Yiu

You can search for a class by clicking the Magnifying glass icon £ in the menu bar.

Click the Down button © to move the selected class(es) to the Chosen Class and Teacher to
Conduct SFQ section.

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
0 Frikm T K&

Electronic Student Feedback Questionnaire System . B Logout

Administrators 5FQ Report  Analytics¥ Helpv % switch to side bar

Choose Class & ... ©

EXF) N

Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Last Eval.
] Code Section Componen Title B peathey LD Date
ABCTI101 101501  LECOO1 INTRODUCTORY LIFE SCIENCE 184 ZHAO Yanxiang becyxzhao =
ABCTI101 101501 TUTOO1 INTRODUCTORY LIFE SCIENCE 78 LEE Kam Len bedlee
ABCTI101 101501 TUTOO02 INTRODUCTORY LIFE SCIENCE 92 KONG Hang Kin bchkkong L
ABCTI101 101501 TUTOO02 INTRODUCTORY LIFE SCIENCE 92 WONG Gabriel Kun Yung bcglkyw10 1
[7] ABCT1301 301501 LABOO1 EII\—IIIIZ'zdéSTRY MO ERE 16 YU Wing Yiu beowyyu |
[7] ABCT1301 301501 LECOO1 EE,E:‘&STRY AND MODERN 27 YU Wing Yiu beowyyu
[7] ABCT1301 301501 LEC0O01 E‘:‘,IE':%STRY MO ERE 27 CHAN Lai Fung Ifchan
1 J114] » » [1-11/1249]
2
E= N

[
Chosen Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Part of Teaching Focus of Medium of
Code Section Component Title A LHD Being Evaluated Feedback Instruction
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Operational Manual for Departmental SFQ Administrators 11.1 Adding classes and teachers to conduct the eSFQ

Step 5

Input the Subject Leader information. As Subject Leaders have the right to (1) input extra
questions for the subject, (2) monitor the survey response rates, and (3) access the subject
reports, information on the Subject Leader is required when adding classes to conduct the eSFQ.

Input information on the secondary Subject Leaders as well, if applicable, as they also have the
right to monitor the survey response rates and access the subject reports (but not to input extra
questions for the subject).

Records with missing Subject Leader information are indicated with an Input Subject Leader icon

ﬂ in the Chosen Class and Teacher to Conduct SFQ section.

To input the Subject Leader information, click the Input Subject Leader icon next to the class
record to open the Input Subject Leader tab.

Q THE HONG KONG
Q’b POLYTECHNIC UNIVERSITY
&7 mien Tk

Electronic Student Feedback Questionnaire System B Logout

Administrator~ SFQ Report~ Analytics~ Help™ % switch to side bar

%

Choose Class & ... | Input Subject L... Manage Survey *

Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Last Eval.

rl l:ndje Sec:inn Cl]rljlpﬂnl!lll 'I'I[l{! D D | TR L= Date

[7] aBCcT1201 201501 LABDOT CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bewyyu ol

[7] aBcTI301 301501 LECOO01 CHEMISTRY AND MODERN LIVING 27 YU Wing Yiu bewyyu

[[] aecT1301 301501 LEC001 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan

[[] aBCcT1201 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan

[[] ABcT1201 301501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bewyyu =

[C] ABCT1302 302501 LECO01 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 18 MOK Kam Wah bcdaniel

[7] aBCcT1202 202501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 MOK Kam Wah bedaniel

[] ABCT1202 302501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 YUNG Ka Fu bckfyung

[[] ABCTIDO1 DO1501 LABOO1 CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan

7] ARCTIDDT N01S01 IFConl CHFMISTRY AND MODFRN | IVING 13 CHAN | ai Funn Ifchan =
1 1113 » [1-11/1240]

Chosen Class and Teacher to Conduct SFQ

I Subject Subject Subject Subject Teacher NetID Part of Teachi Focus of Medium of Subject Con-
Code Section Componen Title Being Evaluat Feedback Instruction Type  firme
OT FOR PSYCHOSOCIAL  SIN Lok Lam . A
[F] RS345 345501 TUTOO1 DYSEUNCTION &l llesin Small group Staff only English CORE N
OT FOR PSYCHOSOCIAL  SIU Man Hong N N
] RS345 345501 TUTOOI Ry o rsandsiu English N ‘ ‘

Alternatively, you access the tab by clicking Administrator in the top menu bar, then select Input
Subject Leader from the drop-down menu.

Q THE HONG KONG
qz b POLYTECHNIC UNIVERSITY

3 N
Electronic Student Feedback Questionnaire System . - B Logout

Administrator =

¥ | Choose Class & Teacher to Conduct SFQ

SFQ Report~  Analytics* Helpv % switch to side bar
E

F | Input In-class e5FQ Request

¥ | Input Service Teaching Records

F | Input Subject Leader ]

¥ | Monitor Survey

¥ | Check eSFQ health
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Operational Manual for Departmental SFQ Administrators 11.1 Adding classes and teachers to conduct the eSFQ

Step6  On the Input Subject Leader tab, double-click a class record of which the Subject Leader
information is to be inputted and a window will pop up.

To enter the Subject Leader information:

1. Click the Edit icon @ in the top right corner.

2. Select the appropriate Subject Leader information from the drop-down menus (input
information on the secondary Subject Leader, if applicable) and select the deadline for the
Primary Subject Leader to add extra questions (Note: the deadline cannot be later than
the start date of the first survey that has “Subject” or “Subject & staff” as its feedback
focus).

Click the Save icon H to save the changes.
4. Click the Left ¥ and Right ¥ arrows to go to the previous and next record respectively.

5. Click the Exit icon " to close the window.

si[

g
: 4 1 @@ =5
3

Subject Code " |AAE30035

Subject Title " INTRODUCTION TO AIRCRAFT DESIGN AND AVIATION SYSTE!

Primary Subject Leader " v v
Secondary Subject Leader v v
Extra Question Deadline 2

Note that once the Subject Leader information is inputted and saved, the system will immediately
send an email to the primary Subject Leader, asking him/her to input additional questions on the
subject, if any.

Step7 Input other required information e.g., part of teaching being evaluated, focus of feedback and
subject type, etc.
To do so, select a class in the Chosen Class and Teacher to Conduct SFQ section, then click the Edit

icon E? .

Q THE HONG KONG
qbl'nn'rn'lml('l NIVERSITY
&7 i T
Electronic Studk —
el 2|(Z) 2] (T
lﬁ‘%‘f Chosen Class and Teacher to Conduct SFQ
andidate ass ani
| Subject |subje Subject Subject Subject Subject
ol B Soet i Code Section Component Title LR
[[] ABCT1301 3015
H acrizol  zo1s 1 ‘ ’ABCTI 101 101501 LECO0O01 INTRODUCTORY LIFE SCIENCE ZHAO Yanxia
e ———— ABCT1101 101501 TUTOO1 INTRODUCTORY LIFE SCIENCE LEE Kam Len
- [ aBCT1101 101501 TUTOODZ2 INTRODUCTORY LIFE SCIENCE KONG Hang #
ABCTI1301 3015
WOMNG Gabrie
 pscriso o1 [ ABCT1101 101501  TUT002 INTRODUCTORY LIFE SCIENCE = "
o A—A.I--—.fl-];-— y ’ [Ifll‘l!! =
= .
(G2 )
Chosen Class and Teacher to Conduct SFQ
B Bl B e o b e B
ABCTI101 101s01 LECO001 INTRODUCTORY LIFE SCIENCE ZHAO Yanxiang bcyxzhao English N m
[C] aecTi101 101s01 TUTOO1 INTRODUCTORY LIFE SCIENCE LEE Kam Len bcdlee English N
[ aecTi101 101s01 TUuTOO02 INTRODUCTORY LIFE SCIENCE KONG Hang Kin  bchkkong English N
E ABCTI101 101s01 TUTO002 INTRODUCTORY LIFE SCIENCE :\'I-IC:‘NYCuﬁahfiel becgkywio English N ‘J
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Operational Manual for Departmental SFQ Administrators 11.1 Adding classes and teachers to conduct the eSFQ

Step 8 Input the following required information, then click the Save icon =)

1.

L 0 N o

Mode of Conducting Survey: The default setting is Out-of-class. If in-class eSFQ is to be
conducted, select In-class and provide justification and seek approval from the DLTC Chair
(where appropriate) via the Input In-class eSFQ Request tab (see Section 11.7).

Survey Collection Period: For out-of-class administration, the default setting is End-of-
semester. Select Mid-semester if the teaching for that class ends by Week 7. Note that you will
not be able to alter the survey start date and end date for out-of-class administration (see
Sections 3.5.1 and 3.6).

For in-class administration, choose whether the survey will be conducted within or outside
Week 13 then select the survey start date and end date by clicking the calendar icon. Note
that the minimum survey period for in-class administration is 3 days and by default, the end
date is set to the last day of the nearest standard survey period (see Sections 3.5.2 and 3.6).

Deadline to Add Extra Question: By default, the deadline is set to one week before the survey
start date. To select another date, click the calendar icon then choose the date. You can
choose any date before the survey start date.

Subject Type: Select the appropriate subject type from the drop-down menu.

Part of Teaching Being Evaluated: Select the appropriate part(s) of teaching being evaluated
from the drop-down menu (see Section 3.3).

Focus of Feedback: Select the appropriate option from the drop-down menu (see Section 3.3).
Language of Questionnaire: Select the language for the questionnaire, if applicable.
Medium of Instruction: Select the appropriate medium of instruction, if applicable.

Confirm to Conduct Survey: Check the box to confirm that the SFQ will be conducted
according to the information entered. Once confirmed, the system will automatically send the
subject teacher an email asking him/her to check the subject information and add additional
guestions, if any.

Note: (1) The instructions to conduct the SFQ will not be executed if you leave the box unchecked.
Allow at least one day for the confirmed instruction to take effect according to the
inputted information.

(2) If in-class administration is chosen and approval from the DLTC Chair is required, you will
not be able to check the box until the DLTC Chair’s approval has been obtained.

10. To save the settings, click the Save icon =l in the top right corner.

| =),
Sl 10 o
Subject Code
Subject Section
Subject Component
Subject Title T
FE Teacher
Us NetlD
Kle] 2y
10 Mode of Conducting Survey'[ In-class ® Qut-of- class] 1 e
ug Survey Collection Period " |08 Oct 2014 Oct 2014 [0 Mid-semester "' End-of- ] 2 | M
‘i Deadline to Add Extra Question * m 3 semester .
"5 4 v) b
z | Part of Teaching Being Evaluated) v : jE
6 &
7 | Language of Questionnaire)" -
8 [ Medium of Instruction] v
Confirm to Conduct Survey " D 9
Teacher NetlD o reen e T
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Operational Manual for Departmental SFQ Administrators 11.1 Adding classes and teachers to conduct the eSFQ

Step 9

Step 10

To go to the previous or next record, click the Left arrow 4 and Right arrow b in the top left
corner respectively.

Repeat Step 6 to enter the required information for other classes.

Teacher to Conduct Survey

| Subject Code

| Subject Section
Subject Component

Subject Title

T
m.

Teacher

1=
LA

NetlD

Mode of Conducting Ssurvey " ) |n-class ® Qut-of-class

im0 0

Survey Collection Period " |06 Oct 2014 [|TO 19 0cr 2014 (1| @ Mid—semester O End—of—

1=

Deadline to Add Extra Question * |23 Sep 2014 [ semester

1=

Subject Type * | CORE v |5

=g =
S S T O S 1

Part of Teaching Being Evaluated © | Lecture v |

Focus of Feedback " |Staff and subject v | |

Language of Questionnaire " |English v |

| Medium of Instruction * |English v | |

Confirm to Conduct Survey = [#

|
Toarhar Aoty TATL OT TEICTITy  ToTus

To close the Edit window, click the Exit icon ﬁ in the top right corner.

Upon confirming the execution of the SFQ and closing the window, you will be notified of any
missing subject leader information in any records.

' |I| |Z| IO Missing subject leader information! l | =] ||I|
sul

Subject Section |

Subject Component
| Subject Title
Teacher

NetlD

AArmdn ~F moeclsisrioies Coimonns © Ty PR - . WS e e

In case of missing Subject Leader information:

1. Uncheck the box next to Confirm to Conduct Survey.

2. Click the Save icon E to save the record.
3. Follow Steps 5 and 6 to input the Subject Leader information.
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Operational Manual for Departmental SFQ Administrators

11.2

Step 1

11.2 Unselecting records of eSFQ-taking classes and teachers

Unselecting records of eSFQ-taking classes and teachers

To unselect any record of eSFQ-taking classes, check the box next to the class(es) in the Chosen

Class and Teacher to Conduct SFQ section, then click the Up button - to move the selected
record(s) back to the Candidate Class and Teacher to Conduct SFQ section.

Q THE HONG KONG
an POLYTECHNIC UNIVERSITY
&7 Fim A
Electronic Student Feedback Questionnaire System
Administrator~  SFQ Report~  Analytics»  Helpr % switch to side bar
LS JlejLy
Candidate Class and Teacher to Conduct SFQ

. Logout

Zllejlollp]

Subject Subject Subject Subject Last Eval.

rl Cudje Se(iiun Cunjlpunenl Tltlf: T T | U L= Date

[C] ABCT1301 301501  LABDO1 CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bewyyu -

[T ABCT1301 301501

[C] ABCT1301 301501

[0 ABCT1201 201501 OT FOR PSYCHOSOCIAL

] ABCTI201 201501 1 R5345 345501 TUTOO1 DYSEUNCTION E

[ ABCT1302 302501

[[] ABCT1302 302501 OT FOR PSYCHOSOCIAL

1 ABCT1302 202501 [T Rs245 345501 TUTOO1 DYSEUNCTION L

[C] ABCT1DO1 DO1501

[l ARCTIDO1 DO1S0T 2
AR I [1-1171240]

=(2)2

Chosen Class and Teacher to Conduct SFQ
= Subject Subject Subject Subject Teacher NetID Part of Teachi Focus of Medium of Subject Con-
Code Section Componen Title Being Evaluat Feedback Instruction Type firme
OT FOR PSYCHOSOCIAL  SIN Lok Lam - A
RS245 345501 TUTOO1 DYerUNCTION ot llesin  Smallgroup  Staff only English CORE N |
] RS245 245501 TUTOOI g: FF?R PSYCHOSOCIAL  SIUMan Hong 5, English N (2] ‘ ‘
MCTION Aadrey =
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Operational Manual for Departmental SFQ Administrators 11.3 Confirming all classes and teachers to conduct eSFQ
11.3  Confirming all classes and teachers to conduct eSFQ

Step1l To confirm all selected classes and teachers to conduct the eSFQ in the Chosen Class and

Teacaher to Conduct SFQ section, click the Confirm All icon ﬁ in the top left corner. Note that
only classes with all the required information inputted will be confirmed.

Q THE HONG KONG
Q'b >OLY TECHNIC UNIVERSITY
FiEM T ANE

Electronic Student Feedback Questionnaire System

Administrator~  SFQ Report~  Analytics»  Help~ % switch to side bar
[ e
Candidate Class and Teacher to Conduct SFQ

Subject  Subject Subject Subject Last Eval.

= CudJE Sec:ion Cuniponen‘ TitIJe B TEE i L Date

[C] ABCcT1301 301501 LABOO1 CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu =

[C] ABCT1301 201501 LECOO1 CHEMISTRY AND MODERN LIVING 27 YU Wing ¥Yiu bowyyu

[C] ABCT1301 301501 LECOO01 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan

7] AeCT1201 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan

[C] ABCT1301 301501 TUTO001 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bowyyu =

[7] ABCT1302 302501 LECDO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 18 MOK Kam Wah bedaniel

[C] ABCT1302 302501 TUTO0O01 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 MOK Kam Wah bedaniel

[7] ABCT1302 302501 TUTO0O01 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 YUNG Ka Fu bckfyung

[C] ABCT1DO1 DO1501 LABOO1 CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan

[Tl ARCTINO1 DO1S01 1LECON1 CHFEMISTRY AND MODERN | IVING 13 CHAN I ai Funn Ifchan S
1 f 113 » » [1-11/1240]

E)2)[E]

Chosen Class 370

Eicher to Conduct SFQ

B Subject Subject Subject Subject Teacher NetID Part of Teachi Focus of Medium of Subject Con-

Code Section Componen Title Being Evaluat Feedback Instruction Type  firme
n
OT FOR PSYCHOSOCIAL  SIN Lok Lam ) )
[ Rs34s 3asso1 TuTool o FORPEYEH s llesin Smallgroup  Staff only English CORE N i
OT FOR PSYCHOSOCIAL ~ SIU Man Hong ) )
] RS345 245501 TUTOO1 ey e rsandsiu English N (£] |
woalls 7| rom [66 - 78 / 81 ]

Incomplete records with any missing information (e.g. Subject Leader, subject type, part of
teaching being evaluated, justification and/or approval not yet provided/obtained, etc.) will
remain unconfirmed.

A prompt will notify you the number of confirmed classes and unconfirmed classes due to what
kind of missing information. Please take necessary action as soon as possible.

)

Class(es) have been PARTIALLY confirmed!
2 class(es) have been confirmed to conduct
SFQ.

5 class(es) CANNOT be confirmed due to
approval not obtained or justification not

provided.

0 class(es) CANNOT be confirmed due to
missing values in mandatory fields or
missing subject leader information

oK

Once the class records are confirmed, the system will automatically send the subject teachers an
email asking them to check the subject information and add additional questions, if any.

20



Operational Manual for Departmental SFQ Administrators 11.4 Exporting the list of candidate classes and teachers to conduct the eSFQ

11.4  Exporting the list of candidate classes and teachers to conduct the eSFQ

Step 1 To export the list of candidate classes and teachers to conduct the eSFQ, click the Export icon @

on the Candidate Class & Teacher to Conduct SFQ section.

Q THE HONG KONG
Q’b POLY TECHNIC UNIVERSITY
&7 FiEmT iR

Electronic Student Feedback Questionnaire System

Administratory  SFQ Report~  Analyticsv  Helpv % switch to side bar

Choose Class & ... *

E2rE (=

Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Last Eval
= l.':ndje Sel:ginn CDI'IJIpDnEI 'I’ll:lje (EFore e e NetlD Date
[[] ABCT1301 301501 LABOO1T CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu ol
[[] aBCT1201 201501 LECO01 CHEMISTRY AND MODERN LIVING 27 YU Wing Yiu bowyyu
[[] aBCT1201 201501 LECOO01 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan
[l ABCT1201 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan
[[] AeCT1201 201501 TuToO1 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bowyyu =
[[] ABCT13202 202501 LECOO1 CHEMISTRY AND SUSTAINAELE DEVELOPMENT 18 MOK Kam Wah becdaniel
[[] ABCT1302 302501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 MOK Kam Wah becdaniel
[[] ABCT1302 302501 TUTOO1 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 4 YUNG Ka Fu bckfyung -
[[] ABCT1DO1 DO1501 LABOO1 CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan
[l ARCTINOI DO1SAT 1FCO01 CHFMISTRY AND MODFRN IVING 13 CHAN | ai Funa Ifchan v
1 /5] > ® [1-11/45]

EX=
E)2)s][»]

Chosen Class and Teacher to Conduct SFQ

A Subject Subject Subject Subject Teach NetlD Part of Teact Focus of Medium of Subject Con-
Code Section Componer Title eacher et Being Evalua Feedback Instruction Type  firmu
[[] ABCT1101101501  LECO0T 'S”C:é‘:&““u“' HiFe ;;':;Li’ang bcyxzhao  Lecture :Lagjrei;'“ English CORE Y -
[Tl ARCTIIAL 1ATEAT TLTAN INTRODUCTORY LIFE IFC Kam lan hrdlas Ennlich L.\
Step2  Select the appropriate option then click OK:
1. Open the exported file with Excel directly then save the file; or
2. Save the exported file in .xIs format directly on your computer.
I : : : t Eval
Opening CandidateClassTeacherxls - - ﬁ e :
oL i You have chosen to open:
ND MODE| - .
ND MODE ] CandidateClassTeacher.xls
\ND MODE which is: Microsoft Office Excel 97-2003 Worksheet (188 KB)
D MODE from: https://polyd53.polyu.edu.hk
ND SUSTAI What should Firefox do with this file?
ND SUSTAI
\D SUSTAI (") Openwith | Microsoft Office Excel (default)
ND MODER|: -@-Eﬁave File
N BONE
[7] De this automatically for files like this frem now on.
I Subject ¢
L g s NetID Being Evaluati Feedback Instruction Type 1
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Operational Manual for Departmental SFQ Administrators 11.5 Exporting the list of selected classes and teachers to conduct the eSFQ
11.5 Exporting the list of selected classes and teachers to conduct the eSFQ

Stepl 1 export the list of selected classes and teachers to conduct the eSFQ, click the Export icon @ in

the Chosen Class & Teacher to Conduct SFQ section.

Q THE HONG KONG
q b POLYTECHNIC UNIVERSITY
& mim T i

Electronic Student Feedback Questionnaire System ' B Logout

Administratorv  SFQ Report~  Analyticsv Helpv % switch to side bar

Choose Class & ... *

(2])(2)e]

Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject  Subject Last Eva
= CudJe Sec:iun l:nnjlponel 'I—Itlf! ) R Tl =Ly Date
[l aecT1201 201501 LABOO1T CHEMISTRY AND MODERN LIVING 16 YU Wing Yiu bowyyu ol
[ aecT1201 201501 LECOO01 CHEMISTRY AND MODERN LIVING 27 YU Wing Yiu bowyyu
[l aecT1201 201501 LECOO1 CHEMISTRY AND MODERN LIVING 27 CHAN Lai Fung Ifchan
[[] ABCT1301 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 CHAN Lai Fung Ifchan
[[] aBCT1201 201501 TUTOO1 CHEMISTRY AND MODERN LIVING 15 YU Wing Yiu bowyyu =
[[] ABCT1302 202501 LECODO01 CHEMISTRY AND SUSTAINABLE DEVELOPMENT 18 MOK Kam Wah bedaniel
[[] aBCT13202 302501 TUTOO1 CHEMISTRY AND SUSTAINAELE DEVELOPMENT 4 MOK Kam Wah bedaniel
[[] ABCT13202 202501 TUTOO1 CHEMISTRY AND SUSTAINAELE DEVELOPMENT 4 YUNG Ka Fu bckfyung -
[[] ABCT1DO1 DO1501 LABOO1 CHEMISTRY AND MODERN LIVING 25 CHAN Lai Fung Ifchan
[l ARCTINOINOISOT | FCOO1 CHFMISTRY AND MODFRN 1 IVING 13 CHAN | ai Funn Ifchan g
1 1S > w [1-11745]

A [ B

Ch Class and Teacher to Conduct SFQ
I Subject Subject Subject Subject Teacher NetlD Part of Teact Focus of Medium of Subject Con-
Code Section Componer Title Being Evalua Feedback Instruction Type  firm

INTRUDUCTURY LIFE  ZHAU STATT and . g

[[] ABCT1101101S01  LECOO1 SCIENCE Yanxiang bcyxzhao Lecture subject English CORE Y

[C] ABCT1101 101501 TUTOO1 INIESDICIORMIE LEE Kam Len bcdlee English N
SCIENCE g
INTRODUCTORY LIFE KONG Hang .

[] ABCT1101101501 TUTOO2 SCIENCE Kin bchkkong English N
INTRODUCTORY LIFE WONG Gabriel .

[ ABCTI101101501  TUTO02 (.o Kun Yung begkyw10 English N L

Step2  Select the appropriate option then click OK:

1. Open the exported file with Excel directly then save the file; or
2. Save the exported file in .xIs format directly on your computer.

j Cpening ClassTeacher.xls W —— ﬁ
- You have chosen to open:
R
- E] CassTeacher.xds
Rl which is: Microsoft Office Excel 97-2003 Worksheet (30.5 KE)
R from: https://polyx533.pelyu.edu.hk
Al What should Firefox do with this file?
AN
N | Microsoft Office Excel (default) -

a i©) Save File

[T De this automatically for files like this from now on,
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Operational Manual for Departmental SFQ Administrators 11.6 Inputting Subject Leader information

11.6 Inputting Subject Leader information

As Subject Leaders have the right to (1) input extra questions for the subject, (2) monitor the survey
response rates, and (3) access the subject reports, information on the Subject Leader is required when
adding classes to conduct the eSFQ.

Input information on the secondary Subject Leaders as well, if applicable, as they also have the right to
monitor the survey response rates and access the subject reports (but not to input extra questions for the
subject).

Step1l Click Administrator in the top menu bar, then select Input Subject Leader from the drop-down
menu to open the Input Subject Leader tab.

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
Frem T 8

Electronic Student Feedback Questionnaire System ' B Logout

¥ | Choose Class & Teacher to Conduct SFQ

SFQ Report~  Analytics® Help» % switch to side bar

P | Input In-class e5FQ Request

¥ | Input Service Teaching Records

II- Input Subject Leaderl

I Manitor Survev

Step2  Onthe Input Subject Leader tab, double-click the class record of which the Subject Leader
information is to be inputted and a window will pop up.

To enter the Subject Leader information:

1. Click the Edit icon ?} in the top right corner.

2. Select the appropriate Subject Leader information from the drop-down menus (input
information on secondary Subject Leader, if applicable) and the deadline for the Primary
Subject Leader to add extra questions (Note: the deadline cannot be later than the start date
of the first survey that has “Subject” or “Subject & staff” as its feedback focus).

3. Click the Save icon Ezli to save the changes

4. Click the Left 4 and Right ¥ buttons to go to the previous and next record respectively.

5. Click the Exit icon "’ to close the window.

Subject Subject I
Code Title

Subject Code " ABCT1102

Subject Title ” |GENERAL BIOLOGY

CHEMISTRY ANDy

GEMERAL CHEMIS Primary Subject Leader " Ad - z
BIOTECHNOLOG)
Secondary Subject Leader v v
NTRODUCTORY
THE ENVIRONME Extra Question Deadline " |03 Apr 2017 i
CT1DO07
i CHINA

Note that once the Subject Leader information is inputted and saved, the system will immediately
send an email to the primary Subject Leader, asking him/her to input additional questions on the
subject, if any.
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11.7  Inputting In-class eSFQ Administration Request

Departments are required to provide justification and where appropriate, seek DLTC Chair’s approval via the
eSFQ system if they wish to set up in-class eSFQ administration (see Section 3.5 of the Handbook for the
mode of administration). If the teacher requesting in-class eSFQ administration is the DLTC/SLTC Chair, seek
approval from the Head of Department instead.

All in-class administration requests with justification, including those that wish to conduct eSFQ beyond
Week 13 (Week 7 for Summer Term), must be submitted via the eSFQ system at least 8 days before the
proposed survey start date or by 11:59 p.m., Sunday of Week 10 (Week 4 for Summer Term), whichever is
sooner, and where appropriate, approved by the given deadline, or no in-class eSFQ can be set up. Please
also note that survey periods cannot cross over semesters.

While exemption from approval to conduct in-class eSFQ within the 13-week teaching schedule (7-week for
Summer Term) is given to classes with enrolments of 30 or less, department will still need to input the
justification for in-class administration in the eSFQ system before the settings can be confirmed.

The following table summarizes the in-class request arrangements:

Proposed survey period
Within 13-week teaching schedule Beyond Week 13 (within the
semester)*
30 or - Approval from DLTC Chair is not required - Requires DLTC Chair’s
less - Department to provide justification for approval
in-class administration and confirm - Department to submit
settings via eSFQ system at least one day request with justification
before the proposed survey start date via eSFQ system on or
before Sunday of Week
Student | More - Requires DLTC Chair’s approval 10 (or Week 4 for
enrolments | than 30 - Department to submit request with Summer Term)
justification via eSFQ system at least 8
days before the proposed survey start *Survey periods cannot be
date or by Sunday of Week 10 (or Week across semesters.
4 for Summer Term), whichever is
sooner

You will receive an email notification upon the approver submitting a decision or that a submitted request
needs further attention or action (e.g. the deadline for approval has passed). Please log in to the eSFQ
system and take necessary action as soon as possible when you receive the email notifications.
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To submit justification and request for approval, follow the steps below.

Step 1

If you have already set up the eSFQ record in the Chosen Class and Teacher to Conduct SFQ
section, click Administrator in the top menu bar, then select Input In-class eSFQ Request from the
drop-down menu to open the tab.

Q THE HONG KONG
Q’ b POLYTECHNIC UNIVERSITY
& mim T

. . ' Logout

Electronic Student Feedback Questionnaire System

Administrator =

b | Choose Class & Teacher to Conduct 5FQ

SFQ Report=  Analytics= Helpr % switch to side bar
E

[ F | Input In-class eSFQ Request ]

¥ | Input Service Teaching Records
¥ | Input Subject Leader
F | Monitor Survey

¥ | Check e5FQ health

Alternatively, you can access the tab by click the Input in-class request icon ' in the Chosen
Class and Teacher to Conduct SFQ section.

Choose Class & ... *

Lo |2 ]

Candidate Class and Teacher to Conduct SFQ

Subject Subject Subject Subject Last Eval.
] a Enrolment Teacher NetlD
Code Section Component Title Date
] RS6002 002501  SEMOO2 GRADUATE SEMINAR IN REHABILITATION SCIENCES 9 Teacher A oteaChers
I = |33 |f33 [353 -355 [355]
(zjl=]
|5 &2 O] 2]
Chosen Class and Teacher to Conduct SFQ
_ _ _ _ _ _ Input
& Subject Subjec Subject Subject Teach e Part of Teach Focus of Medium ol Subject Con- Mode of In-class requ _ d
eacher in-class
Code Sectio Compons Title Being Evalual Feedback Instructior Type  firmec Administri approval stat .
reques|
ACUPUNCTURE FOR Teacher B rstchb Pending
[C] RS4910 91050 LABO0O2 PHYSIOTHERAPY small groupp  Staff only English CORE N In-class  justification ¥ \Q
PRACTICE input
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Step2  Onthe Input In-class eSFQ Request tab, double-click the class record for which you would like to
submit the justification/request for in-class administration. A window will pop up.

i. If approvalis not required:
1. Select/Enter the justification for conducting in-class eSFQ.

Click the Save icon Ezli to save and submit the justification.

2.

3. Click the Exit icon '“ to close the window.

4. Go back to the class record in the Chosen Class and Teacher to Conduct SFQ section to
confirm the settings and check the Confirm to Conduct Survey box following the Steps 8.9
and 8.10 in Section 11.1.

ii. If approvalis required:

1. Select/Enter the justification for conducting in-class eSFQ. If the in-class eSFQ is to be
conducted beyond Week 13 (or Week 7 for Summer Term), input the justification for
conducting survey outside Week 13.

2. Select the appropriate approver from the staff list. If the teacher responsible for the class
is the DLTC/SLTC Chair, seek approval from the Head of Department instead.

3. Select the role of the approver (see ii.2 above).

4. Check the Confirm to send to Approver box. If you leave this box unchecked, the request
will NOT be submitted, and no email will be sent to the selected approver for further
action even when the request has been saved.

5. Click the Save icon Ezlito save and submit the request. Upon saving and submitting the
request, the system sends an email immediately to the selected approver for further
action.

6. You can click the Cancel icon = to cancel a submitted request (i.e. approval status being
“pending approval”) or a request that has already been approved. Please note that when
the request has been cancelled, the settings of the corresponding record in the Chosen
Class and Teacher to Conduct SFQ section will be reset. You will need to go back there to
do the settings again.

7. Click the Exit icon '“ to close the window.

|'

=]
0
Subject Code
Subject Section 5
Subject Component "
Subject Title
Teacher

NetlD

Mode of Conducting Survey © ® |n-class

Survey Collection Period |13 Feb 2017 To |26 Feb 2017 withln Week 13
Outside Week 13

S ' " N

Justification for conducting in- Enrollment less than 30

class survey Atypical teaching arrangement

1 Other

Justification for conducting survey "

outside Week13
\_ J

2 Sent to Approver ========== Please select Endorser/Approver ========= 7 ]
3 Role of Approver DLTC/SLTC Chair '/ Head of Department ]

4 [Confirm to send to Approver Confirm to send to Approver ]
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Step 3

Step 4

If you need to change the survey period, you will need to do so in the Chosen Class and Teacher to
Conduct SFQ section. Upon saving any changes made to the survey period, the previoulsy
submitted request will be cancelled automatically and you will need to put in a new request
following Step 2 above.

Note also that if you change the mode of administration to “out-of-class” in the Chosen Class and
Teacher to Conduct SFQ section and save the settings, the in-class eSFQ request previoulsy
submitted for that class will be cancelled automatically.

On the Input In-class eSFQ Request tab, you can:
1. Check the approval status (also shown in the Chosen Class and Teacher to Conduct SFQ
section).
2. Check the deadline for approval. If needed, you can send additional emails to the
approvers to remind them that they are yet to approve certain requests to conduct in-

class eSFQ by clicking the Send Email icon “H to open the Send Email Reminder window.

Note that the email reminder will be sent under your name, and copied to the Subject
Teacher.

3. View the request and approval details by double-clicking on a record.

4. Export the requests for your record by clicking the Export icon [F'. Note that the records
will be cleared at the end of each semester. You are advised to export the list by the end
of each semester for your own record if needed.

Input In—class ...

] 2

Input In-!

acad
fr-Sem

?016-2

2016-2

Step 5

455 SFQ Req Approval
subject |72} U Subject P e oval [pateof [2°**"™ | Remind
N sectio UMIECE  Teacher Status %mm..m I ate o1 Leor e
Code Title S Status Decision Sent
Code Date Approval
GENERAL CHAN - Deadline Pending
ABCT110 102501 TUTOO1 sioLocy Chanchan 13| | Pending f wﬁ"‘/ 09 Feb 201
SO or
CENERAL submission o 1
LABORAT Aty Approv o Ho-ho pendin
ABCT110 103501 LABOO1 TECHNIQ! Chan-chan 20 i Tea A mvgal 16 Feb 201 2
AND Arral LTC/SLTH PP
SAFETY : 09 Feb 2017 iy
Pending
approval
16 Feb 2017

You will receive an email notification upon the approver submitting a decision or that the deadline
for approval has passed. Please log in to the eSFQ system and take necessary action as soon as
possible.

If the request has been approved, go back to the class record in the Chosen Class and Teacher to
Conduct SFQ section to confirm the settings and check the Confirm to Conduct Survey box

following the Steps 8.9 and 8.10 in Section 11.1.

If the request has been rejected, submit a new request or set up out-of-class administration for
that class if deemed appropriate.
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11.8 Inputting Service Teaching Records

Departments are required to input information on the service teaching done by their staff members each
semester, and make sure that such information is correct as it will be used to generate the reports for staff
appraisal, further appointment, etc.

Departmental Administrators can input or edit this information any time within the semester. For more
information on this facility, please refer to the FAQ available at:
https://www.polyu.edu.hk/edc/docdrive/esfq/Service_Teaching_Rec_FAQ.pdf.

Step1l Click Administrator in the top menu bar, then select Input Service Teaching Records from the
drop-down menu to open the Input Service Teaching Records tab.

POLYTECHNIC UNIVERSITY
UM T NS

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System ' B Logout

SFQ Report >  Analytics» Helpv % switch to side bar
| L

¥ Choose Class & Teacher to Conduct SFQ

F | Input In-class e5FQ Request

I F | Input Service Teaching Records

¥ | Input Subject Leader

[ Manitor Survew

Step2  Onthe Input Service Teaching Records tab, click the Create new record icon E2  and a window
will pop up.

Input Service T... *

|e§?°||ﬁ'|?£e|

Input Service Teaching Records

| Acad Yr-Se Subject Code Subject Section Code Subject Component Code Teacher
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11.8 Inputting service teaching records

Step3  To enter information about service teaching done by your department for the semester:

1. Select the staff member from the Subject Teacher drop-down menu.
2. Enter the subject code, section code and component code of the class for which the staff

member does service teaching.

3. Click the Save icon H to save the information. Saved records will be displayed in the tab when

you close the pop-up window.

4. To add another record, click the Create new record icon ===,

5. To close the pop-up window, click the cross button in the top right corner.

Acad Yr-Sem Su]

1 [ Subject Teacher

Subject Code
Section Code

Component Code

Step4  To delete a record, check the box next to the record then click the Delete record icon

H

Input Service T...

oo 5)[E)2

Input Service Teaching Records

| Acad Yr-Se Subject Code Subject Section Code

1 2016-2 BME32102 102501
] 2016-2 EME3502 502501

.

Subject Component Code
LECOO1
LECQO1

Step5  You can export the list to an Excel file by clicking the Export icon O . Note that the records will be
cleared at the end of each semester and you are advised to export the list for your own record if

needed by the end of each semester.

Input Service T... *

= EEE

Input Service Teaching Records

[] | Acad Yr-Se Subject Code Subject Section Code

] 2016-2  BME32102 102501
[l 2016-2  BME3502 502501
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11.9 Monitoring the survey
You can check the response rates to the eSFQ and send emails to the students via the eSFQ system if

needed.

Step1l To check the response rates to the eSFQ, select Administrator in the top menu bar then select
Monitor Survey from the drop-down menu.

Q THE HONG KONG
b POLYTECHNIC UNIVERSITY

Q'b/ AT XS

. . ' Logout

Electronic Student Feedback Questionnaire System

Administrator v

b | Choose Class & Teacher to Conduct SFQ

SFQ Report~  Analyticsv Helpv % switch to side bar
E

F | Input In-class eSFQ Reguest
¥ | Input Service Teaching Records

F | Input Subject Leader

[ b | Monitor Survey ]
¥ | Check eSFQ health

The number of responses and response rate of each individual class for which the eSFQ has been
administered in the semester will be displayed.

Z\, THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
M T AR
S < Questionnaire Svs No. | [
Electronic Student Feedback Questionnaire System Respons: A B Logout
of |
Administrator~  SFQ Report~  Analytics~ Helpv % switch to side bar Rate ]
response |
Monitor Survey
o A Extra
Subject :::]:‘: ?:::::::IE“ S|7|hje|:t Teacher Questior Surve; ::' Responsi ail
(il Code Code 2 Ahu_"[ D / ] 84 O-D% response nt Date
Subject

INTRODUCTORY LIFE -

ABCTI101101501  LECOOT Dr Vincent W. Keng . 1184 054%
ISI‘::"I'ERr‘(fDEUCTORY LIFE Uil Liede]

ABCTIT01101501  LECOO1 o DrYX. Zhao Editing 0184 0.0%
CHEMISTRY AND

ABCTI201301501  Lagool o mn BT R~ Dr Sharon LF. Chan 118 5 56% Active 116 6.25%
CHEMISTRY AND

ABCTI302302501  LECOOT  SUSTAINABLE Dr Yung Ka-fu Aciive 1118

Step2 If you are asked by the Subject Leader or subject teacher to send an email reminder to the

students enrolled in the class, click the Send Email icon to open the Send Email Reminder
window.

Note that the email reminder will be sent under your name, and copied to the Subject Teacher.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY

&/ wimm T o
Electronic Student Feedback Questionnaire System B Logout

Administrator~  SFQ Report»  Analytics*  Helpr % switch to side bar
Monitor Survey
(=]
= = Extra Extra L
Subject S"b],lﬂ Sl Subject Question Question In- SO, =0 u Survey o Responsi _
Section Componen ___ Teacher Start End Email
Code Cod. Cod Title About About class Date Date Status Sent Date
e e Subject  Staff response
INTRODUCTORY LIFE - 25 Aug 19 Oct
ABCT1101101501  LECOO1 SCIENCE Dr Vincent W. Keng 5 0 Yes 5014 2014 Active 1/184 0.54%
INTRODUCTORY LIFE 17 Nov 30 Nov ,
ABCT1101101501  LECOO1 SCIENCE Dr Y.X. Zhao 5 5 No 2014 2014 Editing 0/184 0.0%
ARCT1301 301S01 1ARAAT CHEMISTRY AND Dr Sk LE Ch n nv, 27 Aug 26 Sep Act 116 5 25!
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Step3  Fill in the required information as appropriate:

1. Mail Subject: Provide an email subejct.

2. Mail To: By default, it is set to send to all students. Select Non-respondents Only if you
would like to send the email reminder to the students who have not yet completed the
eSFQ only.

3. Mail Send Date: Select the date you would like the email to be sent.

4. Mail content: Write your message to encourage student participation. If you would like to
insert the eSFQ web link into your email for students’ easier access, click Insert eSFQ Web
Link and it will be inserted at the cursor position.

gannark I INacTinnNara s\vveram

Send Email Reminder

Subject Code: ABCT1101

Subject Class: 101501 - LEC0O1

Subject Title: INTRODUCTORY LIFE SCIENCE

Teacher: DrJames Smiley

Mail From: DEBBIE Liu<ecdebbie@polyu.edu.hk=

Mail CC: Dr James Smiley <jsmiley@polyu.edu.hk>

Mail Suhjectl |Please complete your eSFQ

Mail To:l @ All Students ) Non-respondents Only] 2

Mail Send Datef 01 Sep 2014 3

= sze®|| |B I U A &

Dear Students

Flease complete your eSFQ at htlp:ﬁwww.polyu.edu.hk;'esqustudent

4

Step4 Click Send to send the email.

ESrrrasirowe 1o rarare
|| Send Email Reminder
l

Subject Code: ABCT1101

Subject Class: 101501 - LECOOI

Subject Title: INTRODUCTORY LIFE SCIENCE

Teacher: Dr James Smiley

Mail From: DEBBIE Liu<ecdebbie@polyu.edu.hk=

Mail cC: Dr James Smiley <jsmiley@polyu.edu.hk>

Mail Subject: |Please complete your eSFQ

Mail To: @ All Students ) Non-respondents Only

Mail Send Date: |01 Sep 2014 (1 |

Font

= sze¥] | B I U A E IS

Dear Students

Please complete your eSFQ at hitp:www.polyu.edu.hkiesfg/student by 30 Mov 2014. Thank you. \

31



Operational Manual for Departmental SFQ Administrators 11.10 Departmental eSFQ status health check

11.10 Departmental eSFQ status health check

The Health Check fuction helps the Departmental SFQ Administrators to spot any potential irregularities in
the class records e.g., classes with invalid or no subject teacher information, classes without any student
enrolment, etc. Departmental SFQ Administrators are advised to use this health check function regularly to
see if any class record requires immediate attention and follow-up action.

Step1l To check the eSFQ status, click Administrator in the top menu bar then select Check eSFQ Health.

Q THE HONG KONG
Q’b POLYTECIINIC UNIVERSITY
FrdE T A

= - (e 22l a . = ) (= = = A A A O )

Administrator = | SFQ Report~  Analytics~  Help~ % switch to side bar

¥ | Choose Class & Teacher to Conduct SFQ
¥ | Input In-class e5FQ Request

F | Input Service Teaching Records

¥ | Input Subject Leader

b | Monitor Survey

[ b | Check eSFQ health ]

Step2 The following information will be displayed:

Departmental eSFQ Summary (click the links to display further information)
Class(es) without teacher record

Class(es) with invalid teacher record

Class(es) without student enrolment

Missing LCR subjects (viewable to CBS and ELC only)

ukhwnN e

Departmental SFQ Administrators should rectify any problem record accordingly and take other
follow-up action if necessary when any irregularity has been spotted.

£\ THE HONG KONG
Q b POLY TECHNIC UNIVERSITY
& wim T o
Electronic Student Feedback Questionnaire System A Logout
Administrator= SFQ Report~ Analytics~ Helpr % switch to side bar
Check eSFQ Heal... ™ .
Departmental eSFQ Summary
Confirmed classes (no.) [b]
Classes Total P
Dept Unconfirmed Not yet Started eSFQ  Completed eSFi Suspended not being selecte ID ne. o
PL o lasses (no.) [a started eSFQ (overall respon (overall respon eSFQ to do ;:af:,s:.s:]
eSFQ (no.) [c]
ABCT [ 3 1 5 (2.61%) 0 (0% 0 45 54
Class{es) without teacher record
Dept Subject code Section code Component code Enrolment
Class(es) with invalid teacher record N
Dept Subject code Section code Component code Teacher NetlD Enrolment
Class{es) without student enrolment
Dept Subject code Section code Component code
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11.11

Step 1

Step 2

Viewing SFQ subject reports

To view the subject reports, click SFQ Report in the top menu bar then select View SFQ Subject
Report to display the list of available reports.

Q THE HONG KONG
Q' b POLYTECHNIC UNIVERSITY
&7 wm T

Electronic Student Feedback Questionnaire System - . B Logout

Administrator = | SFQ Report v | Analytics= Help~ % switch to side bar

b View SFQ Subject Report

|

You can search for a report by clicking the Magnifying glass icon

Click the PDF icon ﬁ next to the record to display the subject report for that class.

Q THE HONG KONG
Q' b POLYTECHNIC UNIVERSITY
&7 s T s

Electronic Student Feedback Questionnaire System . ' B Logout

Administrator  5FQ Report~  Analytics®  Helpv % switch to side bar

View SFQ Subjec... *

Subject  Subject

Acad. Subject Subject Section Componer Subjec
Yr.-Sem Code Title Code Code Rﬂ
2013-1 ABCT1101 INTRODUCTORY LIFE SCIENCE 101501 LECOO1 @ i
2013-1 ABCTI101 INTRODUCTORY LIFE SCIENCE 101501 LECOO1 @
2013-1 ABCT1301 CHEMISTRY AND MODERN LIVING 301501 LABOO1 @
2013-1 ABCT1301 CHEMISTRY AND MODERN LIVING 301501 LABOO1 @
2013-1 ABCT1301 CHEMISTRY AND MODERN LIVING 301501 LECOO1 @
2013-1 ABCT1201 CHEMISTRY AND MODERN LIVING 301501 LECOO1 @
2013-1 ABCT1301 CHEMISTRY AND MODERN LIVING 301501 TUTOO1 @
2013-1 ABCT1301 CHEMISTRY AND MODERN LIVING 301501 TUTOO1 @
2N12 1 ADCT1203  CLICAIETDV AAD CLIETAIAADL E MEVELOBMERT 2n2en1 Lecnni [ ]
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11.12 Viewing departmental and faculty norms

Subject Leaders, subject teachers and departmental SFQ administrators can view the departmental norms of
their own department and the norms of all Faculties/Schools.

Stepl To view the departmental or faculty cumulative norms, click SFQ Report in the top menu bar then
select Departmental Norms or Faculty Norms to display the list of available reports.
Q THE HONG KONG
b POLYTECHNIC UNIVERSITY
&7 wim TR
Electronic Student Feedback Questionnaire System

Administrator= | SFQ Report~] Analytics Help~ % switch to side bar

= k| View 5FQ Subject Report
¥ | Departmental Morms ]

Y,

¥ | Faculty Norms

Step2  (jick the PDF icon IE next to the record to display the report.

ZR\, THE HONG KONG
Q' b POLYTECHNIC UNIVERSITY
& T i

Electronic Student Feedback Questionnaire System . ' B Logout

Administrator SFQ Reportv  Analytics Helpv % switch to side bar

®

View Faculty Cu...

L& ]

Faculty/School Report
FAST
FB T
FCE @
FENG |ﬂ|
FH @
FHSS @
sD @
SHTM @
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11.13 Viewing subject averages

11.13 Viewing subject averages

Departmental SFQ administrators can view and export the overall means of the items about the subject to
an Excel file.

Step 1

Step 2

To view the subject averages, click Analytics in the top menu bar, select Departmental SFQ
Administrator, then Subject Averages to display the list of subject averages.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
FEH T AN

Electronic Student Feedback Questionnaire System . ¥ Logout

Administrator~  5FQ Report ™ Help ~ % switch to side bar

Departmental SFQ Administrator b] [L Subject Averages ]

¥ | Combine Subject Results

¥ | Download Raw Data on Subject

Use the Arrow buttons at the bottom to go to the first, previous, next or last page. Alternatively,

you can enter the page number to go to a particular page.

Click the column headers to sort the corresponding columns in ascending or descending order. To

£

search for a particular record, click the Magnifiying glass icon
then click Search.

To export the records to an Excel file, click the Excel file icon @

35

. Enter the relevant information,

1A1 1A2 1A3 1A4 Lo Jas jats
(Too heavy) (Appropriate) (Too light)
ABCT 1231 1 3.9 3.8 37 3z 3.3% 91.9% 4.9%
ABCT 1232 1 3.7 3.4 3.6 3.6 3.1% 78.1% 18.8%
ABCT 1233 1 4.2 4.1 3.9 3.9 8.1% 72.7% 18.2%
ABCT1234 1 39 2.8 4.0 3.8 5.8% 90.4% 3.8%
ABCT 1235 1 3.4 25 3.8 3.5 2.6% 78.2% 19.2%
ABCT1236 1 4.0 4.0 41 3.9 2.3% 85.5% 32.2%
ABCT 1237 1 2.0 4.0 4.0 21 0.0% 93.5% 6.5%
ABCT 1238 1 4.3 42 4.3 42 0.0% 100.0% 0.0%
ABCT 1239 1 iR 36 3.7 3.5 2% 54.2% 4
ABCT2001 1 4.0 4.0 4.0 3.9 0.0% 74.7% 2
ABCT 2002 1 2.8 2.8 2.8 3.8 0.0% 87.5% 1
ABCT2003 1 37 37 3.8 4.0 0.0% 84.1% 15.9%
ABCT2004 1 2.0 3.9 4.1 3.8 0.0% 84.6% 15.4%
ABCT2005 1 3.9 39 38 =i 0.0% 89.4% 10.6%
ABCT2006 1 37 3.7 3.7 3.7 2.1% B1.3% 1
ABCT2007 1 3.8 3.7 e 35 1.6% 88.9% 9.5%
ABCT2008 1 4.0 3.9 3.8 3.9 3.4% 74.1% 22.9%
ABCT2009 1 4.0 4.0 4.0 3.9 0.0% 92.3% 7.7%
ABCT2010 1 45 4.0 4.0 35 0.0% 50.0% 5
ABCT3001 1 2.0 4.0 4.2 2.0 0.0% 92.3% 7%
ABCT3002 1 44 4.4 38 42 0.0% 100.0% 0.0%
ABCT3003 1 4.6 4.6 4.6 4.5 0.0% 80.5% 19.5%
ABCT3004 1 3.8 3.8 3.9 3.9 2.5% 97.5% 0.0%
ABCT3005 1 3.6 3.8 2.8 3.5 4.0% 50.0% 36.0%
ABCT3006 4 41 41 sHL 4.1 1.1% 86.2% 12.7%
4.3 4.2 0.0% 94.9% 2.1%
3.9 3.8 0.0% 85.1% 1
/103 > b 4.2 4.2 5.6% 88.9% 5.6%
3.0 35 0.0% 50.0% 50.0%
- e 4.8 4.5 0.0% 100.0% 0.0%
3.2 2.3 35 3.3 0.0% 83.3% 1
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Step 3

To see the class set(s) information, click the Drill down icon

Subject Average... * ‘
[&]![2][&)]
:l;:fsm_s 1a1 1A2 1A3 1a4 ‘:_:; o B= :_::‘ B
231 1 3.9 2.8 3.7 3.7 3.3% 91.9% 4.9% =
232 1 3.7 3.4 3.6 3.6 3.1% 78.1% 18.8%
1233 | 4.2 41 3.9 3.9 2.1% 22.7% 18.2%
1234 1 3.9 3.8 4.0 3.8 5.8% 90.4% 2.8%
1 ABCT 1235 1 3.4 35 3.8 35 2.6% 18.2%
2014 1 ABCT1236 1 4.0 4.0 4 3.9 2.3% 32.2%
2014 1 ABCT 1237 7 4.0 4.0 4.0 a1 0.0% 6.5%
2014 1 ABCT 1238 1 4.3 4.2 4.3 42 0.0% 0.0%
2014 1 ABCT 1239 1 37 36 37 35 2.1% 43.8%
2014 1 ABCT2001 1 4.0 4.0 4.0 39 0.0% 25.3%
2014 1 ABCT 2002 i 3.8 3.8 3.8 3.8 0.0% 12.5%

The class sets information will appear in a pop-up window.

To export the record(s) to an Excel file, click the Excel file icon @

| Acad. Yr. Sem. ‘ ) ‘Sz(l: e 1A1 1A2 ‘IAB 1A4  Too Heavy ‘Apﬂnpm ToolLight >=14hrs 11-13 hrt
i Code

|| 2014 1 ABCT1001 3269 ader A 193 124 64.2% 40 40 41 41 12.7% 87.3% 0.0% 14.5% 4.8% |
| 2014 1 ABCT1002 326 -ader C 173 109 63.0% 3.9 3.8 3.9 39 10.5% 88.6% 1.0% 12.8% 12.8%

‘J 2014 1 ABCT1003 326 ader D 169 115 68.0% 44 44 43 43 17.0% 82.0% 0.9% 11.3% 11.3%

| 2014 1 ABCT1004 326504 LECOQ1 esleader Subject Leader E 72 47 65.3% 40 41 40 41 & 88.6% 4.6% 19.2% 12.8%

¥ |
q

5

5

[ |
8

9

o

gy 0 ] i

2 Subject Overall Mean (calculated from raw data) 4.1 4.1 4.1 4.1  12.7% 86.2% 1% 22.0% 28.6%

3 e .\E’H »owl s P

*Classes with low number of returns (<=3} or low response rate (<=30%) are highliahted
» 1 a5 40 40 as 0.0 50.0% 50.0% 0.0% 0.0% S0.0% 0.0%
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11.14 Combining subject results

Departmental SFQ administrators can combine the subject results for different classes of the same subject
using the “Combine Subject Results” function.

Step 1

Step 2

To combine the subject results, click Analytics in the top menu bar, select Departmental SFQ
Administrator, then Combine Subject Results. A new tab will be displayed.

POLYTECHNIC UNIVERSITY
L RN

Q‘b THE HONG KONG
&

Electronic Student Feedback Questionnaire System . ¥ Logout

Administrator* 5FQ Report ™ Help ~ % switch to side bar

Departmental SFQ Administrator b] b | Subject Averages

[ ¥ | Combine Subject Results ]

¥ | Download Raw Data on Subject

Click the Combine Subject Results icon o . A window will pop up.

POLYTECHNIC UNIVERSITY
Fi TR

Electronic Student Feedback Questionnaire System NN |

Q THE HONG KONG
&

Y Logout
Administrator~ SFQ Report=  Analytics* Help™ % switch to side bar

Combine Subject... *

Subjec No. of Response
Acad. Yr. Sem. JE Component  Staff Name NetlD Enrolment pol 1A1

Returns Rate

Subject overall mean
“Classes with low enrolment (<=5) or low response rate {<=30%) are highlighted
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Step 3

Step 4

11.14 Combining subject results

In the pop-up window, select: (1) the Academic Year/Semester from the drop-down menu to
display the records available for combining; (2) the classes of which the subject results you wish to
combine. Then click Select.

Academic Year-Semester|2014-2

R I___

AF3110 110501 SEMO002
AF3110 110502 SEMOO1
V]
AF3112 112501 SEMOO1
AF3T112 112501 SEMO02
AF3112 112501 SEMOO03
7l _aFz112 112501 SEMON4 M

3 [t

Clear || Close |

The selected records and combined results will appear in the background tab. Click Close to view

the combined results.

To export the combined results to an Excel file, click the Excel file icon @

THE HONG KONG
q POLYTECHNIC UNIVERSITY
§ RN

Electronic Student Feedback Questionnaire System

System~ Administrator~  SFQ Report~ Analytics» Helpv % switch to side bar

ine Subject Results

Academic Year-: Semester[20]4 2

T I___

AF3110 110501 SEM002
AF3110 110502 SEM0O1

ENE|

<] (<] <F =) ) =) <) <)

AF3112 112501
AF3112 112501 Close
AF3112 112501
AF311 112501

oo
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11.15 Downloading raw data on subject

Departmental SFQ Administrator can download the raw data of students’ responses (de-identified) in Section
| About the Subject.

Step 1

Step 2

To download the subject raw data, click Analytics in the top menu bar, select Departmental SFQ
Administrator, then Download Raw Data on Subject. A new tab will be displayed.

£\, THE HONG KONG
Q' b POLYTECHNIC UNIVERSITY
& mim T A

Electronic Student Feedback Questionnaire System . ' B Logout

Administrator™  5FQ Report ™ Help = % switch to side bar

Departmental 5FQ Administrator b] b | Subject Averages

¥ | Combine Subject Results

[ ¥ | Download Raw Data on Subject ]

Click the Excel file icon @ to download the raw data of a particular record. To download multiple

records, select the records by checking the boxes next to them then click the zip file icon L .

£

To search for a particular record, click the Magnifiying glass icon . Enter the relevant

information, then click Search.

You can use the Arrow buttons at the bottom to go to the first, previous, next or last page.
Alternatively, you can enter the page number to go to a particular page.

=

Download Raw Da...

["] Acad Yr Sem Departmen Subject Code Section Component

[ 2014 3 AF AF3507 507501 LEC0O01
O 2014 3 AF AF4216 216 ]
] 2014 ] AF CORPORATE FINANCE AF4320 320 I@I
[ 2014 3 AF CORPORATE FINANCE AF4320 320 I@I
O 2014 3 AF CORPORATE SOCIAL RESPONSIBILITY AF4513 513 I@I
] 2014 3 AF FINAMCIAL STATEMENT ANALYSIS AF5114 114 I@I
[ 2014 ] AF AF5201 201501 SEMOO1 @
O 2014 3 AF e D INFORMATION 5YSTEMS AF5231 231501 SEMOO1 I@I
] 2014 3 AF EDI 4 D INFORMATION 5YSTEMS AF5231 231501 SEMOO02 I@I
= 3 AF ICORPORATIONS AF5302 302501 SEMO01 @
2014 3 AF 2 Dl 4 IR DESIGN BUSINESS AF5340 340501 SEMO01 I@I
2014 R DESIGN BUSINESS AF5340 340501 SEMOO1T I@I
] AF PORATE GOVERNANCE AF5521 521501 LEC0O01 @I
O 2014 3 AF AF5626 626501 LECOO01 I@I
O] 2014 3 AF AF5626 626502 LEC0O01 I@I
[ 2014 3 AF GLOBAL ECONOMIC ENVIRONMENT FOR MANAGEMENT AF5639 639502 SEMO01 I@I
O 2014 3 AF ADVANCED FINANCIAL MANAGEMENT AF6301 301501 SEMOO1 @]
1 |[f299| » K
(1- 27 60631
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11.16 Logging out of the eSFQ system

Stepl To log out of the eSFQ system, click the Logout link in the top right corner.

Q THE HONG KONG
&R

POLYTECHNIC UNIVERSITY
Fre e TN

Electronic Student Feedback Questionnaire System . ' B Logout

Administratorv  SFQ Report~  Analytics~ Helpv % switch to side bar

11.17 Further assistance and support

For further assistance or support, send an email to esfg.support@polyu.edu.hk with the following
information if possible:

e Screenshot — Capture your screen (by holding down Ctrl or Alt key while hitting the Print Screen
button for PC, or Ctrl+Shift+Command (Apple)+4 for Macintosh) and paste the image to the email

e Browser address — Copy the URL that is displayed in the address line of your browser and paste it to
the email.
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12. Appendices

12.1

Appendix A Standard items used across Faculties/Schools

Section | About the Subject

Items on students’ learning experience of the subject

English version

1.
2.

o vk w

N

| have a clear understanding of what | am expected to learn from this subject.

The teaching and learning activities (e.g. lectures, discussions, case studies, projects, etc.) have helped
me to achieve the subject learning outcomes.

The assessments require me to demonstrate my knowledge, skills and understanding of the subject.

| understand the criteria according to which | will be graded.

Relative to the subject learning outcomes, the workload for this subject has been:

On average, about how many hours per week during semester time did you spend on studying the
subject (including attending classes, preparing for or revision after class, doing assignments or
projects, preparing for tests and examination, etc.)? [For DSR subjects only]

The teaching and learning activities engaged me to learn actively.

Overall, | am satisfied with my learning experience in this subject.

Traditional Chinese version (Used by FH only)

o vk wnN

FiH B AEARL H ZORPCE R LE

AR BCEEE) (PIaEERR. e R, THEPTEE) feE BTG R H PrEiskiE ) m 28 Bk .

AR AZIAH ZR R B PTE BN R SRe UL ERBRH L fE .

FRAE BAEAT ) A5 M2 M EL B AR YR T 5E 19

HURHH P ERIE RIS B BOR T S, ARHH KD akE

FEEWE T, IREAMASEARH R (RIS LR, SRATRE sRRE S . B, AR alss) 12
27

AR H BRSBTS .

BRUAGR, BBARLH S R RN

Simplified Chinese version (Used by FB, FHSS and SHTM only)

o v ks wN e

N

FiH B AEAR H ZORE R T2

AR BEAES) (BIPHR. BHe. DRI, BUHTED Bet B3RS B prZRIE B2 5T R

B AZ I H ZR IR F P BIANR . $Re UL BB T HLAE o
FAEFAEAT G5 T2 M EL AR E T T2 1 o

WUREH BT BRI B2 I ROR T &, AR KZhRE

TR, IR AE S SIARH RO ) CRUAE B IRATHCI SR G 220 oIE. MR IR s 15 ) 12
%7

AR HIBATE NSRS .

BEAORYE, BARE H (92 5] 250 KB

Open-ended items

English version

1.
2.

What aspects of the subject were most useful to your learning?
How could the subject be improved to help you learn better?
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Traditional Chinese version (Used by FH only)
1. AR H Ry T R 5 R R
2. ARHA LA, LR B IREAS TEAF?
Simplified Chinese version (Used by FB, FHSS and SHTM only)
1. AR H BT IR I T oA 2
2. AFRHEARA S, DA BREAS E A

Section Il About the Staff Member

Items on the overview about the teaching of the staff member

English version

1. The teaching of the staff member has provided me with a valuable learning experience.
2.  Overall, I think that the staff member is an effective teacher.

Traditional Chinese version (Used by FH only)

1. EAHETR A TR RS A
2. EEAGHER, BRSNS LTS — i AU BE A

Simplified Chinese version (Used by FB, FHSS and SHTM only)

1. REBIREES T RAFEREIELR
2. BRIV R — L AR BT -

Item on the use of medium of instruction

English version

1. To what extent has the staff member used English in his/her teaching?
2. The staff member’s spoken English was easy to understand.

Simplified Chinese version (Only for FB subjects using an eSFQ form in Chinese)

1. AL UM B R A 2 A0 I TR P i 13 2

Open-ended items

English version

1. What aspects of this staff member’s teaching were most useful to your learning?
2. How would you like the teaching be changed (if at all), to help you learn better?

Traditional Chinese version (Used by FH only)

1. BRI Ty TR B e R B ?
2. IRERFIEALHBEMEE T LUERR S (R SR IS R E B REAG E A 2

Simplified Chinese version (Used by FB, FHSS and SHTM only)
1. XL SR T TR AR () 2 2] e B ?
2. RUCHIXAL M AT DRSS (n SRIE 75 e (15 ) SR B R A1 B 42
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12. 2 Appendix B Customised items for Faculty-based forms and subjects

Customised items in Section | About the Subject for Faculty-based items in Section Il About the
GUR subjects Staff Member
e Artificial Intelligence and Data Analytics e FB
Requirement (AIDA)
e Cluster Areas Requirement (CAR) e FCE
e Innovation and Entrepreneurship Requirement e FENG
(IE)
e Language & Communication Requirement (LCR) e FH
e Leadership Education and Development (LEAD) e FHSS
e Service Learning (SL) e FS
e SD
e SFT
e SHTM

Customised items for Artificial Intelligence and Data Analytics Requirement (AIDA) subjects

1. This subject has enabled me to develop an understanding of the foundational concepts of Artificial
Intelligence and Data Analytics (AIDA).
| have acquired basic skills in using AIDA technologies and applications.
| can articulate examples of how the adoption AIDA could enhance my chosen discipline.

4. |am more aware of global contemporary ethical issues and impact from AIDA applications in daily life.

Customised items for Cluster Areas Requirement (CAR) subjects

This subject has broadened my knowledge beyond my chosen discipline/Major.

This subject has enabled me to examine issues from a multidisciplinary perspective.

| have learned to think more systematically and critically as a result of studying this subject.

| have learned to become more active and independent in my study.

My literacy (e.g., reading and writing) skills have improved as a result of studying this subject. [For
subjects with Read/Write requirements]

A w N

Customised items for Innovation and Entrepreneurship Requirement (IE) subjects

1. This subject has enabled me to develop an elementary understanding of innovation and
entrepreneurship.

2. | have developed an appreciation of the importance of innovation and entrepreneurship in local and
global community.

3. | have developed an appreciation of the applications and implications of the latest technologies on
entrepreneurship and innovation in my chosen discipline.

4. This subject has enabled me to identify ethical issues in entrepreneurship and innovation.
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Customised items for Language & Communication Requirement (LCR) subjects

Subject-specific items for LCR subjects (English)

ELCO011
1. This subject has improved my ability to deliver effective oral presentations.
2. This subject has improved my ability to write comparison and contrast texts.
3. This subject has improved my ability to write essays in which | express my views.

ELC0012
1. This subject has improved my ability to use appropriate language to participate effectively in small
group discussions.
2. This subject has improved my ability to use appropriate tone and style in workplace writing.
3. This subject has improved my ability to write reports.

ELC1007
1. This subject has improved my ability to refer to sources when delivering academic oral presentations.
2. This subject has improved my ability to write comparison and contrast texts with recommendations
and with reference to sources.
3. This subject has improved my ability to use appropriate vocabulary and grammar to write academic
problem-solution essays.

ELC1008
1. This subject has improved my ability to plan, write and revise academic for and against essays that use
sources.

2. This subject has improved my ability to plan, write and revise reports.
3. This subject has improved my ability to orally communicate in a group context.

ELC1011
1. This subject has improved my ability to improve my understanding of written and spoken texts.
2. This subject has improved my ability to write effective short texts.
3. This subject has improved my ability to develop my speaking skills.

ELC1012/13
1. This subject has improved my ability to refer to sources in my academic writing and oral
presentations.
This subject has improved my ability to plan, write and revise academic essays.
This subject has improved my ability to deliver effective oral presentations.

ELC1014
1. This subject has improved my ability to use academic sources appropriately and effectively.
2. This subject has improved my ability to plan, write and revise position argument essays (i.e. one-sided
discursive essays).
3. This subject has improved my ability to present views effectively and critically in spoken
communication.

44



PolyU SFQ Handbook for Departmental SFQ Administrators Appendix B

ELC2011

1. This subject has improved my ability to reflect on and critically analyse texts of different genres and
styles, identifying the writer’s aims and stance.

2. This subject has improved my ability to identify and evaluate language used to make claims and
support these with valid arguments.

3. This subject has improved my ability to write a text that includes my opinion and interpretation of
some key issues and demonstrates critical thinking and creativity.

ELC2012
1. This subject has improved my ability to write persuasive texts intended for a variety of audiences.
2. This subject has improved my ability to communicate persuasively in oral presentations.
3. This subject has improved my ability to make persuasive arguments in formal discussions.

ELC2013
1. This subject has improved my ability to examine and analyse literary texts on various themes from
different perspectives.
2. This subject has improved my ability to discuss literary techniques employed by writers.
3. This subject has improved my ability to appreciate and articulate differences in textual and visual
media representations.

ENGL2000
1. This subject has improved my ability to develop English speaking skills.
2. This subject has improved my ability to present views in a group context.
3. This subject has improved my ability to communicate in English.

Subject-specific items for LCR subjects (Chinese)

CBS0101P Speech Genres & Verbal Communication ( OERMLEEE )

1. This subject has improved my ability to speak Putonghua with accuracy and fluency.

2. This subject has enabled me to master general sentence patterns for effective communication.

3. This subject has improved my ability to communicate successfully in Putonghua.

4. This subject has improved my ability to convey messages appropriately and functionally in Putonghua.

CBS0102P Basic Writing Skills ( B EE )
1. This subject has improved my ability to use Chinese vocabularies precisely.
2. This subject has enabled me to master accurate sentence patterns in written Chinese.
3. This subject has improved my ability to explain and argue effectively through written Chinese.
4. This subject has improved my ability to convey messages appropriately and functionally in written
Chinese.

CBS0103P Chinese Communication for Higher Diploma ( S#R3RERE PR )
1. This subject has enabled me to master the phonological system of Putonghua.
This subject has improved my Putonghua listening skills.
This subject has improved my Putonghua speaking skills for effective communication.
This subject has enabled me to master sentence structure in written Chinese.
This subject has enabled me to avoid code-mixing of English and Cantonese in written Chinese.
This subject has improved my ability to explain clearly and argue effectively in written Chinese.

No vk WwN

This subject has improved my ability to write practical Chinese for communication.
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CBS1100P Fundamentals of Chinese Communication ( KX {EER)

1. This subject has enabled me to identify the major points of any message in Putonghua and written
Chinese.

2. This subject has enabled me to master the form, organization, and style of different genres for
communication.

3. This subject has improved my ability to convey messages through different genres, channels, media
for communication.

4. This subject has enhanced my ability to express the goodness of “being responsible”, “being
considerate”, and “being appreciative” in formal communication.

CBS2153 Intermediate Cantonese (Taught in English) [(PZRERE ( IABEEBIZR) |
1. This subject has enabled me to pronounce Cantonese more accurately.

2. This subject has enabled me to use more vocabulary and different sentence patterns to conduct
daily communicative tasks.

3. This subject has enabled me to comprehend simple messages conveyed in Cantonese.
This subject has enabled me to use simple Cantonese idioms and slangs.

5. This subject has enabled me to recognize often used Chinese Characters in daily life of the
Cantonese setting.

CLC1101P Fundamentals of Chinese Communication ( KB {EE )
1. This subject has enabled me to identify the major points of any message in Putonghua and written
Chinese.

2. This subject has enabled me to master the form, organization, and style of different genres for
communication.

3. This subject has improved my ability to convey messages through different genres, channels, media
for communication.

4. This subject has enhanced my ability to express the goodness of “being responsible”, “being
considerate”, and “being appreciative” in formal communication.

CLC1102P Advanced Communication Skills in Chinese ( ST X EE )
1. This subject has improved my ability to communicate effectively in both spoken and written Chinese.
2. This subject has enabled me to master the format, organization and style in critical, persuasive, and
editorial writing.
3. This subject has improved my ability to deliver public speech effectively.
This subject has improved my ability to appreciate and to produce creative Chinese writing.

CLC1103P Fundamentals of Chinese Communication for Higher Diploma Students (54X 3CRER T
XiRiE)

1. This subject has enabled me to develop effective communication skills in both written Chinese and
Putonghua required for basic usage in work-place.

2. This subject has enabled me to master the format, organization, language and style of expression in
various genres of Chinese practical writing such as official correspondences, publicity materials,
reports and proposals.

3. This subject has improved my ability to give formal presentation in Putonghua.

4. This subject has improved my ability to engage in formal discussion in Putonghua.
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CLC1104C University Chinese (KXED3Z) (Taught in Cantonese)

1. This subject has consolidated my ability to identify and correct the most common errors in written
texts.

2. This subject has developed my Chinese writing skills through the analysis and in-depth reading of
selected literary masterpieces.

3. This subject has enabled me to master the format, organization, language and style of expression of
various genres of Chinese writing.

4. This subject has improved my ability to produce formal presentations in spoken Chinese effectively
and appropriately.

CLC1104P University Chinese (X291 3X) (Taught in Putonghua)

1. This subject has consolidated my ability to identify and correct the most common errors in written
texts.

2. This subject has developed my Chinese writing skills through the analysis and in-depth reading of
selected literary masterpieces.

3. This subject has enabled me to master the format, organization, language and style of expression of
various genres of Chinese writing.

4. This subject has improved my ability to produce formal presentations in spoken Chinese effectively
and appropriately.

CLC1105C University Chinese for Higher Diploma Students (K2 %37 — Sk 3URFIE) (Taught in
Cantonese)

1. This subject has improved my ability to identify and correct the most common errors in written
texts.

2. This subject has enabled me to demonstrate the basic logic, format, structure and potentials behind
Chinese

3. This subject has enabled me to make use of the resources available in producing different genres of
Chinese writing according to the different communicative purposes.

4. This subject has improved my ability to perform oral presentations in a clear and systematic way.

CLC1105P University Chinese for Higher Diploma Students (K537 — Sk 3URFIE) (Taught in
Putonghua)

1. This subject has improved my ability to identify and correct the most common errors in written
texts.

2. This subject has enabled me to demonstrate the basic logic, format, structure and potentials behind
Chinese

3. This subject has enabled me to make use of the resources available in producing different genres of
Chinese writing according to the different communicative purposes.

4. This subject has improved my ability to perform oral presentations in a clear and systematic way.

CLC1151 Chinese | (for non-Chinese speaking students) E:8 | ( JEZEBB4ERE)
1. This subject has enabled me to use the Hanyu Pinyin system for learning.
2. This subject has built up my basic vocabulary and basic sentence patterns in Chinese.

3. This subject has improved my ability to comprehend simple messages in Putonghua.
4. This subject has improved my ability to engage in simple daily communication in Putonghua.
CLC1152 Chinese Il (for Non-Chinese speaking students) i£:E || ( JEEFELERE )

1. This subject has improved my pronunciation in Chinese.

This subject has improved my ability to carry out simple conversation in Chinese.

This subject has improved my ability to understand basic sentence patterns in Chinese.
This subject has enabled me to recognize at least 100 new Chinese characters.

This subject has enabled me to understand and use at least 200 new Chinese words.

o v ks wnN

This subject has improved my ability to input Chinese by means of Pinyin.
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CLC1153 Elementary Cantonese (Taught in English) B ERE - DIBEIEIZE
1. This subject has enabled me to master basic pronunciations of Cantonese.
2. This subject has enabled me to use the Jyutping system as a learning tool and for self-study.

3. This subject has enabled me to acquire common vocabularies and basic sentence patterns of
Cantonese.

This subject has improved my ability to comprehend simple messages conveyed in Cantonese.
5. This subject has improved my ability to engage in simple daily communication in Cantonese.

CLC1153P Elementary Cantonese (Taught in Putonghua) EEREE - UL BEFEER
1. This subject has improved my pronunciation in Cantonese.
2. This subject has built up my vocabulary and sentence patterns in Cantonese.
3. This subject has improved my ability to comprehend general messages in Cantonese.
4. This subject has improved my ability to engage in daily communication in Cantonese.

CLC2101P Putonghua in the Workplace (8% Zi@qE)

1. This subject has improved my ability to speak Putonghua accurately, fluently, and effectively.
2. This subject has enabled me to adapt myself in using Putonghua in various situations for different
purposes.

3. This subject has improved my ability to adopt appropriate pragmatic devices for professional
communication.

4. This subject has improved my understanding of the socio-cultural implications of communication in
China.

CLC2102P Creative Writing in Chinese (P BIE B E)
1. This subject has improved my knowledge of the features and principles of literary creative writing.
2. This subject has improved my ability to compose creative works with literary and rhetorical style.
3. This subject has improved my understanding of literary criticism on different artistic genres.
4. This subject has improved my ability to produce creative pieces in modern prose, fiction or drama.

CLC2103P Chinese and the Multimedia (437 Bl L E 52)
1. This subject has improved my ability to analyze linguistic and extra-linguistic features of Chinese
used in multimedia contexts.
This subject has improved my knowledge of the unique Chinese writing conventions for multimedia.
This subject has improved my ability to identify the features of different strategic writing in
multimedia contexts.
This subject has improved my ability to use suitable strategies for producing effective writing.

5. This subject has improved my ability to apply specific rhetorical skills for communication in
multimedia contexts.

CLC2151 Chinese Il (for Non-Chinese speaking students) &5 |ll ( IEZEFEERTE)
1. This subject has enhanced my Putonghua ability for daily conversation.
2. This subject has enabled me to add 100 new characters to my vocabulary.
3. This subject has improved my ability to understand and use 250 new Chinese words.
4. This subject has improved my ability to use basic Chinese sentence structures for narrations.
5. This subject has improved my ability to input Chinese characters.
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CLC2152 Chinese Literature — a Linguistics and Cultural Perspective (for non-native speakers) &

B S ER--FE XX BN (L (FFEFBEERE )

1. This subject has enabled me to acquire a basic understanding of the features and varieties in Chinese
literature.

2. This subject has enhanced my understanding of the relation between Chinese culture and Chinese
language.

3. This subject has enhanced my knowledge in Chinese poetry, Chinese calligraphy, Chinese painting,
Chinese opera, and their cultural values.

4. This subject has enhanced my knowledge of the basic spirits of Confucianism and Daoism in Chinese
literature.

CLC2153 Intermediate Cantonese (Taught in English) &% & R a5 — DASEEE R

1. This subject has enabled me to pronounce Cantonese more accurately.

2. This subject has enabled me to use more vocabulary and different sentence patterns to conduct
daily communicative tasks.

3. This subject has enabled me to comprehend simple messages conveyed in Cantonese.

4. This subject has enabled me to use simple Cantonese idioms and slangs.

5. This subject has enabled me to recognize often used Chinese Characters in daily life of the Cantonese
setting.

CLC2154 Chinese IV (for Non-Chinese speaking students) iEz8 IV ( JFEBELRE)

1. This subject has enhanced my Putonghua ability for conversation of daily topics.

2. This subject has enabled me to add 300 new characters to my vocabulary.

3. This subject has improved my ability to understand and use 550 new Chinese words.

4. This subject has improved my ability to use basic Chinese sentence structures and related
expressions.

5. This subject has improved my ability to read and write passages in Chinese.

Customised items for Leadership Education and Development (LEAD) subjects

vk wnN e

This subject has enabled me to develop a good understanding of the qualities of effective leaders.
This subject has enabled me to develop a better understanding of myself.

| have acquired interpersonal skills essential for functioning as an effective leader.

| have learned self-reflection skills in the subject.

| have learned to become more active and self-motivated in pursuing knowledge on self-understanding
and interpersonal relationship.

Customised items for Service Learning (SL) subjects

| can link the service learning activities and experiences with the academic content of the subject.
| have learned to apply the knowledge and skills | acquire at university to deal with complex issues in
the service setting.

This subject has enabled me to reflect on my role and responsibilities both as a professional and as a
responsible citizen.

| have felt more empathy towards people in need as a result of studying this subject.
| have developed a stronger sense of civic responsibility.
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Faculty-based items for FB

English version

1.

vk wnwN

The staff member was well prepared for class.

The staff member encouraged students to think about the material in a critical manner.

In this subject, | was encouraged to find information on my own and learn independently.

The staff member presented up-to-date information. [For classes with more than 50 students]
The staff member’s teaching stimulated my interest in the subject. [For classes with more than 50
students]

The staff member encouraged students to ask questions and discuss ideas in class. [For
tutorials/classes with 50 students or below]

The staff member gave useful feedback on my work. [For tutorials/classes with 50 students or
below]

Simplified Chinese version

No ok wN e

AN RTEAL

XA M a2 DL S B SE 25 2R A 2

R HOME I AATIRETT R, AT,

RALEITANBAIN A XA H Ao B . DEM T 50 ARI3EL]

AL HIM SR T RS AR H B MR [EH TR 50 ARIBES]

XA BB A B AR R R R 8. [ T S ER S ANHHE 50 s LR RIEZK]
XA B R DR TARA AR L. D& T S sR A ANBAE 50 5Bl R IEESR]

Faculty-based items for FCE

P wnN e

The staff member’s teaching was clear and well organised.
The staff member provided timely and useful feedback.
There was sufficient opportunity to get help after class.
| was stimulated to learn more about the subject material.

Item on Teaching Excellence Award

1.

| think that the staff member should be nominated for the departmental Teaching Excellence
Award.

Faculty-based items for FENG

vk wnN e

The staff member’s teaching was well-organised with clear presentations.

The staff member was helpful.

The staff member gave useful and timely feedback on my work.

The staff member encouraged students to ask questions and discuss ideas in class.

The staff member encouraged students to find information on their own and learn independently.
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English version

1.

vk wnwN

The staff member’s teaching was well-organised.

The staff member gave help when | asked for it.

The staff member gave useful feedback on my work.

The staff member showed enthusiasm in his/her teaching.

The staff member’s teaching stimulated my interest in the subject.

Traditional Chinese version

vk wnN

IE 1 HEm ) HCRARAT PR EE

TEAT HATAE A TR I e Bh K.

5 7 Z At R D ERIR AL AR TR
I (V7 0T 05 7 T A -

TS AL L T B ARE H ) B

IIf
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Faculty-based items for FHSS

English version

1.

vk wnN

The teacher has been willing to provide help when necessary.

The teacher has motivated me to learn.

The teacher has given me/the class feedback for improvement.

The teacher has organised the subject contents logically and clearly.

The teacher has enabled me to relate the knowledge taught to my professional/intended career.

Simplified Chinese version

vk wnN

XA HUNAEBAT o BN 2= B

AL HUM RS I -

AL T3/ A A RVRE, H RIS .

AL UM N ZHAS A 5%

RALEUDRERE B BAC A RATR R B Ll / HIGBNER T L.

Faculty-based items for FS

vk wNE

The explanation of the subject matter was clear.

There were adequate opportunities for students to ask questions.

The teaching motivated me to do my best.

The lecturer was willing to help students when they had problems in learning.
Useful and timely feedback was given on my assignments/work.

Faculty-based items for SD

vk wnN e

The staff member’s teaching inspired me to think creatively.

The staff member’s teaching was well-organised.

The staff member’s teaching materials were relevant.

The staff member gave useful feedback on my work.

The staff member encouraged me to make informed judgements.
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Faculty-based items for SFT

oW e

The explanation of the subject matter was clear.

There were adequate opportunities for students to ask questions.

The teaching motivated me to do my best.

The lecturer was willing to help students when they had problems in learning.
Useful and timely feedback was given on my assignments/work.

Faculty-based items for SHTM

English version

1.

vk wnwN

The teacher was well prepared and organised for class.

The teacher delivered the subject clearly and effectively.

The teacher stimulated my interest in the subject.

The teacher helped me to take responsibility for my own learning.
The teacher provided helpful feedback on my work.

Simplified Chinese version

vk wNN

RN IRTEAL, BAA R

XA T RIS U AT T A
RALHINF A T FAAFLH B

AL EUNH B 5
RALEUD A DRI TRA FKIPFE .
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