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1. System manual for Dean and Head of Department

The following system manual is for Deans’ and Heads of Departments’ use. It can also be accessed at
www.polyu.edu.hk/esfqadmin. Subject Leaders, Subject Teachers and Departmental SFQ Administrators
should refer to their corresponding manuals as their system interfaces are different from that of the Subject
Leaders.

Deans and Heads of Departments will receive a notification email from the University SFQ Administrator
upon the release of the SFQ reports each semester. They can log in to the SFQ system using the login name
and password provided in the notification email to view the subject reports, full/staff reports, faculty norms,
departmental norms, summaries of SFQ results and generate summary reports for staffing exercises.
Instructions to using the SFQ system are given in the following sections:

1.1 Viewing SFQ SUDJECT MEPOITS ....iiiiiiiieeiciieee ettt e eette e e e ette e e e ette e e eetteeesebteeeeestaeeeebeseesenseaeassnstasessnssanansnes 3
1.2 VieWing SFQ fUl/Staff r@POMS ..ccuieiiiciecieeieecee ettt ettt et e te e st e st e s be e ebeebe e beesbaesaaeeabeeabeebaestaessnesanenns 4
1.3 Viewing departmMental QVEIAZES ......cciiiciiiiiiiiieeiciieee ettt ee sttt e e et e e e sbee e e s sbteeessbeeeessbeeeessbteeessnssaeaesnes 5
1.4 Viewing departmental and faCUlty NOIMIS........ooiiiiiiii et e e e eare e e s eate e e e ertaeeeennes 6
1.5  Viewing summary Of SFQ rESUILS......ciiiiiiiiiiiiiee ettt e e st e e s sbte e e s sbeeeessbeeeessbteeesssssaeaesnnes 7
1.6 Downloading SFQ summary report for staff appraisal, further appointment, etc. .......ccccvveeeeeiicnninneen. 8
1.7  LogEINE OUL Of the SFQL SYSTEM .cccueiiiie ittt e et e e et e e e e bte e e e ebteeeeebeaeesestaeesestaeeeestananannes 9
1.8  Further assistanCe and SUPPOIT.......uiii ittt et e e st ee e e s e bee e e e sbeeeessbteeessbtaeesssssaeaesnnes 9
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1.1 Viewing SFQ subject reports

Deans and Heads of Departments can view the subject reports of their Faculty/School and deparment
respectively.

Step 1

Step 2

Step 3

Go to http://www.polyu.edu.hk/esfgadmin and log in using the login name and password
provided in the notification email sent to you upon the release of the SFQ reports. Please note
that the password changes every semester when the results are released.

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.

ZQ\ THE HONG KONG
Q'ib POLY TECHNIC UNIVERSITY

L AR

Electronic Student Feedback Questionnaire System

SFQ Reportw| [ Analytics» % switch to side bar

» | View SFQ Full Report

[ » | View SFQ Subject Report ]

» | Departmental Cumulative Norms

» | Faculty Cumulative Norms

You can search for a report by clicking the Magnifying glass icon £ in the top left corner.

To sort the reports in ascending or descending order by academic year and semester, subject
code, subject title, subject section code or subject component code, click the corresponding
column header.

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

View SFQ Subjec... *

S| BF
Subject Subj
::ids-em- ::I(I:IJ:H j_:::m Se::mn Co:::nent Filename ::;2::
Code Code
2014-2 FBE1003 FRESHMAN SEMINAR 003501 SEMOO1 14FB0016-5-FB1003.pdf @
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMO02 14FB0O017-5-FB1003.pdf
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO03 T14FB0018-S-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO04 T14FB0O019-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO5 T14FB0020-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO06 T4FB0021-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO7 14FBO023-5-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO8 T14FB0024-S-FBE1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO09 T14FB0025-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMO10 T4FB0026-S-FBE1003.pdf ﬂ
2013-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO1 13FB9009-S-FB1003.pdf ﬂ
2013-2 FE1003 FRESHMAN SEMINAR 003501 SEMO02 13FB9008-5-FB1003.pdf ﬂ
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1.2 Viewing SFQ full/staff reports

Deans and Heads of Departments can view the full/staff reports of their Faculty/School and deparment
respectively.

Stepl  Go to http://www.polyu.edu.hk/esfqgadmin and log in using the login name and password
provided in the notification email sent to you upon the release of the SFQ reports.

Step2 To view the subject reports, click SFQ Report in the top menu bar then select View SFQ Full
Report to display the list of available reports.

ZQ\, THE HONG KONG
Q'zb POLY TECHNIC UNIVERSITY

U Tk
Electronic Student Feedback Questionnaire System " B Logout

SFQ Reportw| | Analytics» % switch to side bar

[ » | View SFQ Full Report ]

» | View SFQ Subject Report
v | Departmental Cumulative Norms

v | Faculty Cumulative Norms

Step3  yoy can search for a report by clicking the Magnifying glass icon £ in the top left corner.

To sort the reports in ascending or descending order by academic year and semester, subject
code, subject title, subject section code, subject component code or staff member, click the
corresponding column header.

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

View SFQ Full R... *

& )
- ) | Subject Subject

Acad. Subject  Subject ) Full

Ve —E | Section Component Teacher Filename o

r.—Sem. Code Repol
Code Code
14FB0016-netida-012345-
12014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO01
Teacher A T-FB1003.pdf ﬂ
14FB0017-netidb-111111-

2014-2 FB1003 FRESHMAN SEMINAR 003501 SEM002 Teacher B ﬂ
T-FB1003.pdf
14FB0018-netida-012345-

2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMO003 Teacher A ﬂ
T-FB1003.pdf
14FB0019- netidc-4444444-

2014-2 FB1003 FRESHMAN SEMINAR 003s01 SEM004 Teacher C ﬁ
T-FB1003.pdf
14FB0020- netidc-4444444-

2014-2 FB1003 FRESHMAN SEMINAR 003S01 SEMO005 Teacher C ﬂ
T-FB1003.pdf
14FB0021-netida-012345-

2014-2 FB1003 FRESHMAN SEMINAR 003s01 SEM006 Teacher A ﬁ
T-FB1003.pdf
14FB0023- idd- -

2014-2 FB1003 FRESHMAN SEMINAR 003S01 SEM007 Teacher D Gl R ﬁ

T-FB1003.pdf

SRR T 1 ACPRAANA lmsmm A AnA
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PolyU SFQ System Manual — Dean & Head of Department Last updated: 9 September 2025

1.3 Viewing departmental averages
Deans and Heads of Departments can view the departmental averages of their own faulty/department.

Stepl To view the departmental averages, click Analytics in the top menu bar then select HoD/Dean,
then Dept. Averages.

Qb THE HONG KONG

Q' POLYTECHNIC UNIVERSITY
&/ wiem Tk

Electronic Student Feedback Questionnaire System ' B Logout
SFQ Repor‘lvl % switch to side bar

e z HoD/Dean » ]

Dept. Averages 3

F | Summary of SFQ Results

b | Report for Staff Appraisal, Further Appt. etc.

Step2  Select the appropriate options from the drop-down menus then click Download to generate the
report.

»

Dept. Averages

Department

Academic Year” |

Class size” |

|
|
Subject Level - | v |
|
|

Subject Nature f

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 5 of 63
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1.4 Viewing departmental and faculty norms

Deans, Heads of Departments, 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 Toview 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
Qb POLYTECHNIC UNIVERSITY
&7 Filsa Lk
Electronic Student Feedback Questionnaire System
Analytics» % switch to side bar
. ¥ | View SFQ Full Report E
F | Wiew SFQ Subject Report
¥ | Departmental Norms
¥ | Faculty Norms
Step2  (jick the PDF icon ﬂ next to the record to display the report.

THE HONG KONG
POLYTECHNIC UNIVERSITY
ki3 MINE

R

&P

Electronic Student Feedback Questionnaire System

Subject Leader~ Teacher~ 5FQ Report~ Analytics~ % switch to side bar

Ilei DIt

Help~

X

View Faculty Cu...

EX
Faculty/School
FAST

FB

FCE

FENG

FH

FHSS

sD

SHTM

2

d

EEEIETS

. . ' Logout

esfg.support@polyu.edu.hk
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1.5 Viewing summary of SFQ results

Deans and Heads of Departments can view and export a summary of all available SFQ results.

Stepl To view the summary, click Analytics in the top menu bar then select HoD/Dean, then Summary
of SFQ Results.

Q THE HONG KONG
&P

POLYTECHNIC UNIVERSITY
T LS

Electronic Student Feedback Questionnaire System

SFQ Reponvl Analytics=| % switch to side bar

i 2[HOD_."Dean | » | Dept. Averages

b | Summary of SFQ Results 3

¥ | Report for Staff Appraisal, Further Appt. etc.

Step2  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.

£

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

information, then click Search.

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

2|8

Acad. Yr. Sem Z":”:“ Section Component :ﬂg"zm m NetiD Enrolment xm‘:f“s f::::""“ A1 1A2 1A3 1A4 ;r:i -
2014 1 BRE2031 031501 TUT0OS small group Teacher A subteacher 33 12 36.36% 3.9 3.8 41 42  50.0% B
2014 1 BRE2031 031501 TUT007 Small group Teacher B subteacher 31 10 32.26%  N/A N/A N/A N/A  N/A

2014 1 BRE204 204501 TUTO003 small group Teacher A subteacher 30 1 36.67% 3.8 40 40 3.9  20.0%
2014 1 BRE204 204502 LECOO1 Lecture Teacher B subteacher 28 14 50.00% 4.2 41 43 42  4L7%
2014 1 BRE261 261501 TUT002 Small group Teacher A subteacher 32 9 28.13% 3.6 3.3 3.7 32 88.9%
2014 1 BRE261 261501 TUT004 small group Teacher A subteacher 29 9 31.03%  N/A N/A N/A N/A  N/A

2014 1 BRE263 263501 TUTOO1 small group Teacher C subteacher 29 7 24.14%  N/A N/A N/A N/A NA

2014 1 BRE263 263501 TUT001 Small group Teacher D subteacher 29 6 20.69% 45 45 47 42  20.0%
2014 1 BRE263 263501 TUT008 small group Teacher E subteacher 23 9 39.13% 3.8 42 40 34  22.2%
2014 1 BRE271 271501 TUTO04 small group Teacher A subteacher 26 12 46.15% 3.9 3.8 3.8 40 0.0%

2014 1 BRE2502 S02501 LECO0O1 Lecture Teacher F subteacher 25 9 36.00% 4.0 4.3 4.0 3.7 11.1%
2014 1 BRE315 315501 TUT0O1 small group Teacher M subteacher 17 n 64.71% 41 3.9 3.8 3.9  18.2%
2014 1 BRE315 315501 TUT003 small group Teacher A subteacher 17 4 23.53%  N/A N/A N/A N/A N/A

2014 1 BRE329 329501 LECOO1 Lecture Teacher K subteacher 66 26 30.39% 3.8 3.8 3.9 3.9  4.0%

2014 1 BRE329 329501 TUTOO1 small group Teacher A subteacher 9 3 33.33% N/A NJA O N/A N/A N/A

2014 1 BRE329 329502  LEC001 Lecture Teacher T subteacher 20 9 45.00% 42 43 42 40 0.0%

2014 1 BRE341 341501 TUT003 small group Teacher P subteacher 14 7 50.00% 3.9 3.9 3.9 39 00%
2014 1 BRE341 341502 LECOO1 Lecture Teacher A subteacher 13 4 30.77% 40 40 40 3.8 0.0%

2014 1 BRE341 341502 TUTOO1 Small group Teacher N subteacher 13 5 30.77% N/A  N/A N/A N/A N/A

2014 1 BRE350 st 173 69 30.88%  N/A N/A N/A  N/A  N/A

2014 1 BRE350 subteacher 27 9 33.33% 3.7 40 3.9 40 111%
2014 1 BRE350 1 J,- 108 - subteacher 29 12 41.38%  N/A N/A N/A N/A  N/A

2014 1 BRE350 subteacher 90 56 62.22% 3.7 3.6 36 3.8 13.5%
2014 1 BRE361 subteacher 134 49 36.57% 44 44 44 43 13.3%
2014 1 BRE363 / 7 Tlecure Teacher A subteacher 86 35 40.70% 40 40 41 3.9  12.5%
)‘I’HA 1 RRF2A2 11ITNN1 Small arnun 24 14 41 1R% N/A N/A N/A N/A N/A 5 n

[ |08l » -w| [1-33/3537]
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PolyU SFQ System Manual — Dean & Head of Department Last updated: 9 September 2025

1.6 Downloading SFQ summary report for staff appraisal, further appointment, etc.

Deans and Heads of Departments can download SFQ summary reports of their teaching staff members’ SFQ
results with percentile range indications up to the past 7 years for staffing exercises or other relevant
purposes.

Stepl To download an SFQ summary report, click Analytics in the top menu bar then select HoD/Dean,
then Report for Staff Appraisal, Further Appt. etc.

Z\ THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
FHEH TR
D (e EedbDéE (AUE D Allre - A A A 000

SFQ Reponvl Analytics=| % switch to side bar

— i/
2[H°D-' Dean vl | Dept. Averages

¥ | Summary of SFQ Results

¥ | Report for Staff Appraisal, Further Appt. etc. 3

Step2  Select from the drop-down menus: (1) the name of the staff, and (2) the number of years to be
reviewed (1, 3, 6 or 7). Then (3) click Download to generate and download the report.

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
FHlE TS

Electronic Student Feedback Questionnaire System

SFQ Report=  Analytics™ % switch to side bar

Report for Staf... *

Year(s) to [%
Review 2 —
3

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 8 of 63
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1.7 Logging out of the SFQ system

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

Q THE HONG KONG
Q'b POLY TECHNIC UNIVERSITY
&/ mim T A

Electronic Student Feedback Questionnaire System . ' B Logout

SFQReport~  Analytics Helpr % switch to side bar

1.8 Further assistance and support

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

1. 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

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

esfg.support@polyu.edu.hk Page 9 of 63
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2. System manual for Approvers

Some in-class SFQ administration requires DLTC Chair’s approval. If the teacher requesting in-class SFQ
administration is the DLTC/SLTC Chair, approval will be sought from the Head of Department instead.

You will receive a notification email when a request has been submitted to you for your approval. Please
observe the deadline for approving the request for each class record in the notification email and on the SFQ
system interface. You will not be able to submit any decision when the deadline for approval has been
passed. Please contact your Departmental SFQ Administrators as soon as possible regarding this as they are
the ones responsible for setting up the SFQ for the department.

Should you have any question, please contact your Departmental SFQ Administrators or SFQ Support
(esfg.support@polyu.edu.hk).

To submit your decision via the SFQ system, follow the steps below.

Step 1

Step 2

Step 3

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

In the top menu bar, click on Approver.

Q THE HONG KONG
Q'ib POLYTECHNIC UNIVERSITY

FEE T K

Electronic Student Feedback Questionnaire System

Subject Leader Teacherv SFQ Reperts  Analyticsy  Helpv % switch to side bar

On the Approver tab, you can check the deadline for approval and the approval status of the
requests.

Approver *
EXY

Input In-Class eSFQ Request

_ Subject Subject _ Request Deadline i |
:“:e S'c::m Section Component :"I“m Teacher :mpn;::lmm e Justification Submission Appr :"pm"] 'I;:: ?' for iy
r-sem Code o SO tart DR tatus mon 0 gm
Teacher A ending(deadiin
sor6-2 msze70 srosnn wamoos ELECTROPICAL a2+ 4 APProval F i 2 war 2017
Status LI
Teacher A
ELECTROPHYSICAL
2016-2 RS2670 670501 LECOO1 THERAPY 1 24 Apr2017 - 01 :¢| Deadline 19 Apr 2017
Pending(deadline for
MUSCULOSKELETAL
2016-2 RS2730 730501 LABOO4 PR Teacher A 17 Mar 2017 24 for approval has 07 Feb 2 Approval 12 Mar 2017
passed)
12 Mar 2017
Pending(deadline
for approval has
passed)
19 Apr 2017

12 Mar 2017

esfg.support@polyu.edu.hk Page 10 of 63
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PolyU SFQ System Manual — DLTC/SLTC Chair Last updated: 9 September 2025

Step4  Double-click on a record to view the proposed survey period and justification for conducting in-
class SFQ for that class.

£\, THE HONG KONG
lejﬁl,\ TECHNL LMV T D O

ek iRt M =2 EDIT - In—-class eSFQ request for approval l
Electronic Stude: EI-
¥ Approver  Subject Lea( Subject Code
Approver * Subject Section
o Subject Component
Input In—-Class eSFQ Req subject Title
Subje Sul | Teacher
Acad Subject -~ pproval Da
Sectic Col NetlD
Yr-Se Code et tatus De
Code C
Mode of Conducting Survey ¢ |n-class
2016- Survey Collection Period 05 Jul 2077 1| To|31 jul 2017 n within 13 Weeks nding
R52730 7305C LA
“ Outside Week 13 proval
Justification for conducting in- ¢ Enrollment of 30 or less
25 I 2 er_ class survey 5 Atypical teaching arrangement
Other
Pl
Justification for conducting survey
outside Week13
P
In-class Approval = ) Approved ' Not Approved

Reason(s) for rejecting request | Qutside of University policy

Other

Please note that no changes can be made after saving the record.

Step5  Select the appropriate option in the In-class Approval section. Input reason(s) for rejecting the

request if “Not approved” is selected. Please note that no changes can be made after saving your
decision.

Q I'HE HONG KONG
qbl-’(m TECH
(BT o oo e forppoa ]
Electronic Stude [ o [N

" Approver
e In-class Approval © () Approved  Not Approved

&2
wenced Reason(s) for rejecting request Outside of University policy

Acad Subject]

Ye-se Code Other

2016-
9 RS2730

05 Jun 2017

Please note that no changes can be made after saving the record.

O~

In-class Approval © () Approved ( Not Approved

Reason(s) for rejecting request  Ourside of University policy

Other

Please note that no changes can be made after saving the record.

Step6  Click the Save icon ke to save your decision. Upon saving, the system records the decision and
notifies the Department SFQ Administrator for their further action via email accordingly.

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 11 of 63
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3. System manual for Subject Leaders

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

corresponding manuals as their system interfaces are different from that of the Subject Leaders.

Subject Leaders will receive a notification email from the SFQ system if any SFQ has been assigned to their
subjects. They can log in to the SFQ system to add extra questions about the subject, monitor the survey and
view the subject reports. Instructions to using the SFQ system are given in the following sections:

3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8
3.9
3.10
3.11
3.12
3.13
3.14

Adding extra questions about the SUDJECE ..........eiiiiiiiiiee e 13
UpPdating an @Xtra QUESTION.....cccuiiiiiciiee e cctiee sttt erte e st e e e st e e e s sbee e e sssbee e e esabeeessnabeeessnnseeesennsenns 16
Deleting an eXtra QUESTION ...ccciiciiie e ettt e e e ette e e e ete e e e e be e e e s eabaeeeeanbaeeeesasaeeeeeabeeesennsreeeennsenas 18
Importing past questions previously added to the subject ........ccceeevieeiiciiii e, 20
Importing questions from qUESLION DANK ........cc.eeiiiiiiii i 22
Previewing the QUESTIONNAITE .......coociiie ettt e e e e tae e e et ae e e esabe e e e eeabeaeeeenseeeeenasenas 25
MONITOIING T SUMVEY ..ccineiiiei ettt ettt e e et e e e et e e e e e be e e e e e abaeeeesabaeeeesabeeeeeenbeneeeanseeeeennsenas 26
VALY 5O ] o [=Tor =Y o Yo T £ PP UPR 28
Viewing departmental and faculty NOIMS..........ueiiiiiiiii e e e e e 29
VIEWING SUDJECE @VEIAEES . ueiiiiiiiieeeiiee ettt e ettt e e ettt e e e st te e e e et e e e e e tteeeeesbaeeeastaeeeanstaeeeannseseeennseeeeennsenas 30
ComMDbINING SUDJECT MESUILS ...t e e e e e e s e e e s arae e e s ataeeessnsaeeessnsreeenan 32
Downloading raw data 0N SUDJECT .......ccciiiiiiiiciiee e et e e rae e e et e e e e e eabe e e s eabeeeeennreeas 34
Logging ouUt Of The SFQ SYSTEM ....iiiiiiiie ettt tee e e e e e e e e et e e e e eeabe e e e eeabeaeseanbeeeeennsenas 35
Further assistance and SUPPOIt........ccuuiii ittt see e s sbee e e e ae e s e sabee e e ssabeeesssnbeeeeennseeas 35
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3.1 Adding extra questions about the subject

Primary Subject Leaders can add a maximum of 5 extra questions (closed-ended and/or open-ended) in
Section | About the Subject of the SFQ. Please observe the deadline for adding extra questions shown in each
subject record on the SFQ system interface and the notification email sent to you upon any SFQ assignment
to your subject(s) as your departmental SFQ administrators may set different deadlines for different
subjects. Note that for the same subject, the deadline for adding extra questions about the subject may be
different from the one for adding extra questions about the staff member if you are also responsible for the
teaching of any classes of the subject. You can check the deadlines for adding extra questions in the relevant
tabs.

Note that Departmental Administrators cannot add the extra questions for the primary Subject Leaders via
the administrator interface of the SFQ system.

To add extra questions about the subject, follow the steps below.

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

Step2 Inthe top menu bar, select Subject Leader, then Add Extra Question about Subject from the
drop-down menu.

Q THE HONG KONG
&R

POLYTECHNIC UNIVERSITY
THEM T KR

Electronic Student Feedback Questionnaire System ' ' B Logout

Subject Leader~|| Teacher~ SFQReport= Analyticsv Helpv % switch to side bar

Add Extra Question about Subject l

Monitor Survey

Step3 Inthe Subject to be evaluated section, click on the subject that you would like to add extra
questions to. The selected subject will be highlighted in purple.

Add Extra Quest... *

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
[COMP353'I IT ENTREPRENEURSHIP 07 Apr 201 7]

EXTRA QUESTION ABOUT SUBIECT (max. FIVE questions)
© g,
L )55 alle ) v &)%)
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type

esfg.support@polyu.edu.hk Page 13 of 63
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Step4  (jick the Create New Record icon El'i' in the Extra Question About Subject section.

Add Extra Quest... ©

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMFP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
07 Apr 2017

COMP3531 IT ENTREPRENEURSHIP

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

B EECEIRREERER

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Question (max. 120 characters for each question) Question Type

Enter a description (optional) to give some background information about your extra

Step 5 i.
guestions if deemed appropriate. Note that the description applies to all added extra
guestions and you are allowed to add only one description.

ii. Choose the question type, then enter your question in the textbox. Note that for the
closed-ended questions, you cannot change the scale descriptors of the 5-point scale, and
the open-ended questions must be put after the closed-ended questions.

Add Extra Quest...
SUBJECT TO BE EVALUATED IN 2016/17 Semester 2
Subject Code Subject Title Deadline
COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
COMP3531 IT ENTREPREMEURSHIP 07 Apr 2017
»
EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)
o || B Ellal || =] ¥ da
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
N
1
<)
Question (max. 120 characters for each question) Question Type
S|
* 5-Point Scale (5=Strongly agree ... 1=Strongly
2 disagree) . Open-ended
s y
Step6  Repeat Steps 4 and 5 to add more questions. Note that you can add a maximum of 5 questions for

each subject.
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Step 7

Step 8

B =] R [

To reorder the questions, select a question then click the Up “ or Downicon 7 to move it up or
down the list. Note that all open-ended questions will come after the closed-ended questions in

the questionnaire.

Add Extra Quest... *

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP2131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
COMP2531 IT ENTREPRENEURSHIP 07 Apr 2017

2

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)
i || e
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Regarding the new teaching activity used in this course:

Question (max. 120 characters for each question) Question Type

* 5_Point Scale (5=Strongly agree ... 1=5trongl
It helped me learn more effectively and efficiently. 1 ( gly a8 gy

disagree) "' Open-ended

5-Point Scale (5=Strongly agree ... 1=5trongly

How could your subject lecturer help you learn better?
disagres) * Open-ended

5-Point Scale (5=Strongly agree ... 1=5trongly

What are the two things that you LIKE about this subject/your lecturer?
disagree) '® Open-ended

Click the Save icon hﬂ] to save your newly added questions and description. All saved questions
and description will be automatically stored in the question bank which can be reused in your

other subjects.

Add Extra Quest... *

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
COMP3531 IT ENTREPRENEURSHIP 07 Apr 2017

EXTRA QUESTION AEOUT SUBJECT (max. FIVE questions)

E3=i=] 5] R Y Y
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Regarding the new teaching activity used in this course:

Question (max. 120 characters for each question) Question Type

It helped me learn more effectively and efficiently. * 5-Point Scale (5=Strongly agree ... 1=Strongly
disagree) ' ' Open-ended
5-Point Scale (5=Strongly agree ... 1=5trongly
disagree) * Open-ended
5-Point Scale (5=Strongly agree ... 1=5Strongly

disagree) '® Open-ended

How could your subject lecturer help you learn better?

What are the two things that you LIKE about this subject/your lecturer?
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3.2 Updating an extra question

Note that once the deadline for adding extra questions has passed, you will not be able to update your
question(s) or description about the extra questions.

Step1l Inthe top menu bar, select Subject Leader, then Add Extra Question about Subject from the
drop-down menu.

Q THE HONG KONG
Qib POLYTECHNIC UNIVERSITY

e T N5

Electronic Student Feedback Questionnaire System ' B Logout
Teacher~ SFQ Report*  Analytics Help % switch to side bar
I ¥ Add Extra Question about Subject l

¥ Monitor Survey

Step2 Inthe Subject to be evaluated section, click on the relevant subject. The selected subject will be
highlighted in purple.

Add Extra Quest... ”

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP3131 BUSIMESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
[ COMP3531 IT ENTREPRENEURSHIP 07 Apr 2017 ]

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

|6 |56 R el || « || = || ¥ | b ]| % |
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Regarding the new teaching activity used in this course:

Question (max. 120 characters for each question) Question Type

® 5-Point Scale (5=Strongly agree ... 1=5trongl
It helped me learn more effectively and efficiently. ¢ S =

disagree) ' ' Open-ended
5-Point Scale (5=Strongly agree ... 1=5trongl
How could your subject lecturer help you learn better? ¢ gy a9 g
disagree) '® Open-ended
5-Point Scale (5=5Strongly agree ... 1=5trongl
What are the two things that you LIKE about this subject/your lecturar? ¢ e =
disagree) '® Open-ended
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Step3  To update a question or description, double-click the question or description, then edit the item as
appropriate.

COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017

-+ 1 —

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

Regarding the new teaching activity used in this course:

It helped me learn more effectively and efficiently.

) 5-Point Scale (5=strongly agree ... 1=Strong|
How could your subject lecturer help you learn better? ( gy ag g

disagree) ® Open-ended

) 5-Paint Scale (5=Strong! ... 1=Strong|
What are the two things that you LIKE about this subject/your lecturer? o e el s
disagree) ® Open-ended

=
StePp4  (jick the Save icon to save your changes.

COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017

< I

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

Regarding the new teaching activity used in this course:

It helped me learn more effectively and efficiently,

() 5-Point Scale (5=Strongly agree
How could your subject lecturer help you learn better? ( gy ag
disagree) ® Open-ended

() 5-Point Scale (5=Strong|
What are the two things that you LIKE about this subject/your lecturer? om el Tl e
disagree) ® Open-ended

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk. Page 17 of 63
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3.3 Deleting an extra question
Note that once the deadline for adding extra questions has passed, you will not be able to delete your

question(s) or description about the extra questions.

Step1l Inthe top menu bar, select Subject Leader, then Add Extra Question about Subject from the
drop-down menu.

POLYTECHNIC UNIVERSITY
T TN

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System ' B Logout
Teacher~ SFQ Report=  Analytics* Helpr % switch to side bar
I ¥ Add Extra Question about Subject l

¥ Monitor Survey

Step2 Inthe Subject to be evaluated section, click on the subject that you would like to delete the
previously added questions or description from. The selected subject will be highlighted in purple.

Add Extra Quest... *

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
[ COMP3531 IT ENTREFRENEURSHIP 07 Apr 2017 ]

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

L9 |5 |G ]|« || v J I ldn | % |
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Regarding the new teaching activity used in this course:

Question (max. 120 characters for each question) Question Type

® 5-Point Scale (5=Strongly agree ... 1=5trongl
It helped me learn more effectively and efficiently. ¢ S S

disagree) "' Open-ended
5-Point Scale (5=5trongly agree ... 1=5trongl
How could your subject lecturer help you learn better? ¢ gly &g gy
disagree) '® Open-ended
5-Point Scale (5=5Strongly agree ... 1=5trongl
What are the two things that you LIKE about this subject/your lecturer? ¢ = =
disagree) '® Open-ended
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Step3 To delete a question or description, select the question or description to be deleted, then click the

Delete record icon .

s

Add Extra Quest...

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2
07 Apr 2017

COMP31321 BUSINESS AND INFORMATION SYSTEMS STRATEGIES

+ I
EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)
(¢RIE[H[~ ] ~][g]m]
Regarding the new teaching activity used in this course:
® 5_Point Scale (5=Strongly agree ... 1=Strongly

It helped me learn more effectively and efficiently. 1 o @0 o
isagree pen-ende
o

b

O

() 5-Point Scale (5=Strongl ... 1=5trongl
What are the two things that you LIKE about this subject/your lecturer? o e el S
disagree) ® Open-ended

=
Step4  (jick the Save icon to save your changes.

07 Apr 2017

COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

Regarding the new teaching activity used in this course:

® 5_Point Scale (5=Strongly agree ... 1=Strongly

It helped me learn more effectively and efficiently.
pe Y v disagree) ) Open-ended

Page 19 of 63
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3.4 Importing past questions previously added to the subject

You can reuse the past set of extra questions and description added to the subject by you or the preceding

Subject Leader (if any).

To reuse the past set of extra questions and description added to the subject by you or the

Step 1
preceding Subject Leader (if any), first select Subject Leader in the top menu bar, then Add Extra
Question about Subject from the drop-down menu.
Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
e T KB
Electronic Student Feedback Questionnaire System ' ' B Logout
Teacher~ SFQ Report+ Analyticsv  Helpv % switch to side bar
I ¥ Add Extra Question about Subject l
¥ Monitor Survey
Step2 Inthe Subject to be evaluated section, click on the subject that you would like to import the past

questions and description to. The selected subject will be highlighted in purple.

Add Extra Quest... *

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2
Deadline

07 Apr 2017

07 Apr 2017 ]

Subject Code Subject Title
COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES

[COMP353'I IT ENTREPRENEURSHIP

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)
1 |GG+« B %]

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type

esfg.support@polyu.edu.hk Page 20 of 63
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"4
Step3  (jick the Import icon G in the Extra Question About Subject section.

Add Extra Quest... *

SUBJECT TO EE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP3131 BUSINESS AMND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
07 Apr 2017

COMP3531 IT ENTREPRENEURSHIP

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)
i B
$ B Bl e 7| I ||[m || Eo

IQD—II—H—I

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question Type

Question (max. 120 characters for each question)

Step4  The past set of questions and decription, if any, will then be imported to your current SFQ. Click

the Save icon hﬂ] to save changes.

Add Extra Quest... ©

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
07 Apr 2017

COMP3531 IT ENTREPRENEURSHIP

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

© H

L | 56| & )l Ojd %]

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Regarding the new teaching activity used in this course:

Question (max. 120 characters for each question) Question Type

* 5-Point Scale (5=Strongly agree ... 1 =Strongly

It helped me learn more effectively and efficiently.
disagree) ' ' Open-ended
5-Point Scale (5=Strongly agree ... 1=5Strongl
How could your subject lecturer help you learn better? ( gly a9 g
disagree) '® Open-ended
5-Point Scale (5=5Strongly agree ... 1=5Strongl
What are the two things that you LIKE about this subject/your lecturer? ( = =
disagree) '® Open-ended
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3.5 Importing questions from question bank

You can reuse the questions and descriptions for extra questions previously added to your other subjects in

a particular subject by importing them from the question bank.

To import past questions and description from the question bank, first select Subject Leader in the

Step 1
top menu bar, then Add Extra Question about Subject from the drop-down menu.
Q THE HONG KONG
Q‘b POLYTECHNIC UNIVERSITY
e T N

Electronic Student Feedback Questionnaire System ' ' B Logout

Teacher= SFQReport*  Analytics+ Helpv % switch to side bar

[ ¢ Add Extra Question about Subject ]
¥ Monitor Survey

Step2 Inthe Subject to be evaluated section, click on the subject that you would like to import the

questions or description to. The selected subject will be highlighted in purple.

®

Add Extra Quest...

SUEBJECT TO BE EVALUATED IN 2016/ 17 Semester 2

Deadline

07 Apr 2017

07 Apr 2017 ]

Subject Code Subject Title
COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES

[COMP353'I IT ENTREFRENEURSHIP

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)
| B G a2 || = || O] g %
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Question (max. 120 characters for each question) Question Type
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Step3  (jick the Question Bank icon dh in the Extra Question About Subject section to open the My

Question Bank window.

Add Extra Quest...

SUBIECT TO BE EVALUATED IN 2016/17 Semester 2

COMP3131 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017

< I E————————————————. >

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

[ )[GRa] ][]t

Step4  Check the box next to the question(s) and/or description you would like to import to your current
SFQ, then click Import in the bottom left corner.

Q THE HONG KONG
Qf b POLYTECHNIC UNIVERSITY
Hik TS
Electronic Student Fee

Subject Leader~ Teacher~ SFO Reports  Analyticss Help> % switch to side bar
My Question Bank

This subject has raised my interest in life science. 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)

gl 2

Import Cancel

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk. Page 23 of 63
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StepS  Reorder the guestions as appropriate using the Up “ and Down ¥ buttons, then click the Save

icon H to save your changes.

3

Add Extra Quest...

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

Subject Code Subject Title Deadline
COMP3121 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
07 Apr 2017

COMP3531 IT ENTREPRENEURSHIP

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

I EFIEIE] 2« =] || 6|l Se

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Regarding the new teaching activity used in this course:

Question (max. 120 characters for each question) Question Type
® 5-Point Scale (5=Strongly agree ... 1=Strong|
It helped me learn more effectively and efficiently. ( S =L
disagree) | ' Open-ended
5-Point Scale (5=Strongly agree ... 1=Strongl
How could your subject lecturer help you learn better? ( gly &g 9y
disagree) '® Open-ended
5-Point Scale (5=Strongly agree ... 1=Strongl
What are the two things that you LIKE about this subject/your lecturer? ( S <L
disagree) '® Open-ended
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3.6 Previewing the questionnaire

Step1l Inthe top menu bar, select Subject Leader, then Add Extra Question about Subject from the
drop-down menu.

£\ THE HONG KONG
Q b POLYTECHNIC UNIVERSITY
e T AR

Electronic Student Feedback Questionnaire System

Subject Leader~=|| Teacher= SFQ Report= Analytics» Help~ % switch to side bar

¥ Add Extra Question about Subject I

||' Monitor Survey

Step2  goject the subject in the Subject to be evaluated section, then click the Preview icon 2 in the

Extra Question About Subject section to open the Questionnaire Preview window.

£\ THE HONG KONG

?b POLYTECHNIC UNIVERSITY
UER T A

Electronic Student Feedback Questionnaire System ' B Logout

Subject Leader~ Teacher~ SFQReport~  Analytics~ Help~ & switch to side bar

Add Extra Quest___

SUBJECT TO BE EVALUATED IN 2014/15 Semester 1
Sllbil:ct Code Sllbil:ct Title
ABCT1101 INTRODUCTORY LIFE SCIENCE l

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

EEEE S EEE)]

Q i (max. 120 characters for each Q ion Type

Step3  The questions in black are standard items; those in red are extra questions added by you.

To close the Questionnaire Preview window, click the Close button ‘x’ in the top right corner.

ZQ\, THE HONG KONG
Q’b POLYTECHNIC UNIVERSITY
v & B
Electronic Student Feedback Questionnaire System

|. About the Subject

Sl AL Your Learning Experience of the Subject

= 1.1 have a clear understanding of what | am expected to learn from this subject. [5-Paint Scale]

2_The teaching and learning activities (e g. lectures, discussions, case studies, projects, etc ) have helped me to achieve the subject learning outcomes. [5-Point Scale]

3. The assessments require me to demonstrate my knowledge, skills and understanding of the subject. [5-Point Scale]

4_ | understand the criteria according to which | will be graded. [3-Point Scale]

5. Relative to the subject learning outcomes, the workload for this subject has been: [3-Point Scale]

©. 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, doini

w

. Extra Questions
1. This subject has raised my interest in life science. [5-Point Scale]
2. The assessment criteria should be changed. [5-Point Scale]
3. How would you change the assessment criteria? [Open-ended]

C. Open-ended Comments
1. What aspects of the subject were most useful to your learning? [Open-ended]
2. How could the subject be improved to help you learn better? [Open-ended] I

lm

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 25 of 63
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3.7 Monitoring the survey

Primary Subject Leader can check the response rates to the SFQ and send emails to the students via the SFQ
system to encourage student participation if they wish to do so.

Stepl To check the response rates to the SFQ, select Subject Leader in the top menu bar then select
Monitor Survey from the drop-down menu.
£\ THE HONG KONG
Q POLYTECE INIC UNIVERSITY
&/ min T
Electronic Student Feedback Questionnaire System ' B Logout
[ Subject Leader~ || Teacher~ SFOReport  Analyticsv Help™ %5 switch to side bar
¢ Add Extra Question about Subject
¥ Maonitor Survey
The number of responses and response rate of each individual class for which the SFQ has been
administered in the semester will be displayed.
ZR\ THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
FUER T A5 N |
Electronic Student Feedback Questionnaire System ufn- Respons: | u Logout
Administrator= SFQ Report~  Analytics* Helpr % switch to side bar response RHIE !
Monitor Survey
(&) 1/184  0.54%
_ _ Extra Exti
" Subject Subject - - No. ast
BUCIEEE Section Componen 5|_|bjev:t Teacher o (B D .'I 84 U U% | of | mail
el Code Code | :bj“:ct ; " response ent Date
ABCT1101101501  LECOO1 'S:']T;l[::[é”cm“ UFE e James Smiley 5 1/16 6 25% 1/184 0.54%
ABCT1101 101501 LECOO1 E:J;S::[:EUCTDRY LIFE Dr James Smiley 5 0/184 0.0%
ABCT1301 301501 LABOOT aléix_lli;RJ\a’?NNg Dr James Smiley [} 1/18 5.56% 1/16 6.25%
CHEMISTRY AND
ABCT1302302501  LECOO1 SUSTAINABLE Dr James Smiley 0 —No 2014 2014 1/18 5.56%
DEVELOPMENT
ABCTIDO1DO1SO1  LABOO1 ;BED“Q';LRJV‘?SS Dr James Smiley 0 0 No ;;:‘L"" ggﬁ;“" 0/25 0.05
Step 2 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

Filk T AR

. Logout

Electronic Student Feedback Questionnaire System

Subject Leader~ Teacher~ SFQReport~ Analytics~ Help~ % switch to side bar

Monitor Survey

La](£](]

Extra Extra

- Subject Subject - - - Survey Survey No. Last
Subject T Sl_lhj!t[ Teacher Quesrtion( Question( In— End Survey Response Email
Coce Code Code e out out class Dare Dare ® response Sent Dare

Subject | Staff L
INTRODUCTORY LIFE DrJames 25 Aug .
ABCT1101 101501  LECOO1 SCIENCE Smiley 5 0Yes 2014 18 Oct 2014 Active 1/184 0.54%
INTRODUCTORY LIFE Dr James 02 Sep 30 Nov . )
ABCT1101 101501 LECOO1 SCIENCE Smiley 5 5 No 2014 2014 Active 1/184 0.54%
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Step3  Fillin 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
SFQ 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 SFQ web link into your email for students’ easier access, click Insert eSFQ Web
Link and it will be inserted at the cursor position.

Send Email Reminder
Subject Code: ABCT1DO1
Subject Class: D0O1501 - LABOO1
Subject Title: CHEMISTRY AND MODERN LIVING

Teacher: Dr James Smiley
Mail From: Dr James Smiley

Mail CC: Dr James Smiley <jsmiley@polyu.edu.hk>
Mail Subjectl Please comEIete your esFQ

Mail Tn:l @ all students © Non-respondents Onlyl 2
Mail Send Dam:l 06 SEE 2014 )

Font B | sze®| | B T U A

Dear Students

Please complete your eSFQ at hitpiwww.polyu.edu.hidesfg/student

| Insert eSFQ Web Link Send

Step4  Click Send to send the email.

HlastrAani~ Stirant Faarhacrk (TnastAnRRaras Svyeta
Send Email Reminder

Subject Code: ABECTIDO1

Subject Class: D01501 - LABOO1

Subject Title: CHEMISTRY AND MODERN LIVING
Teacher: DrJames Smiley

Mail From: Dr James Smiley <jsmiley@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- | 06 Sep 2014 |

Font = size®| | B I U &

Dear Students

Please complete your eSFQ at hitp/iwww.polyu.edu. hiklesfgistudent. Thank you.|

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk. Page 27 of 63
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3.8 Viewing SFQ subject reports

Primary and Secondary Subject Leaders have the right to access the subject reports.

Stepl 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.

de THE HONG KONG

POLYTECHNIC UNIVERSITY

Q'b LR T AR

Electronic Student Feedback Questionnaire System ' B Logout

Subject Leader~ Teacher~ | 5FQ Report~ Analytics* Helpr % switch to side bar

b | View SFQ Full Report

[ » | View SFQ Subject Report

¢ | Departmental Cumulative Norms

» | Faculty Cumulative Norms

Step2  yqy can search for a report by clicking the Magnifying glass icon £ in the top left corner.

To sort the reports in ascending or descending order by academic year and semester, subject
code, subject title, subject section code or subject component code, click the corresponding
column header.

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

View SFQ Subjec... *

Sl AP
Subject Subiji
::_a_ds;m_ Zl::lj:ﬂ ::::ect Se:-tllon Cnl:::nent Filename z::"i
Code Code
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO01 14FB0016-5-FB1003.pdf @
2014-2 FET1003 FRESHMAN SEMIMAR 003501 SEMO02 T4FB0O017-S-FB1003.pdf
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMO0OO03 T14FB0018-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMO04 14FB0O019-5-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMIMNAR 003501 SEMOO05 14FBO020-5-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMO0G T4FB0O021-S-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMIMNAR 003501 SEMOO07 T14FB0023-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOOS T4FB0024-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMIMAR 003501 SEMO09 14FB0025-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMIMNAR 003501 SEMO10 14FBO026-5-FB1003.pdf ﬂ
2013-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO01 13FB9009-S-FB1003.pdf ﬂ
2013-2 FEB1003 FRESHMAN SEMINAR 003501 SEMO02 13FB9008-S-FB1003.pdf ﬂ
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3.9 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 Toview 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
Qb POLYTECHNIC UNIVERSITY
G N

Electronic Student Feedback Questionnaire System

Subject Leaderr Teacherv [5FQ Report=] Analytics* Helpr % switch to side bar

1 b | View SFQ Full Repart E
F | View SFQ Subject Report [

¥ | Faculty Norms

¥ Departmental Norms ]

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

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
&/ mimT Ak

Electronic Student Feedback Questionnaire System . ¥ Logout

Subject Leader~ Teacher~ SFQ Report~ Analytics Helpv % switch to side bar

=)

View Faculty Cu...

L |

Faculty/School Report
FAST
FB

FCE
FENG
FH
FHS55
sD
SHTM

2

=

CIEElETENS
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3.10 Viewing subject averages

As a Subject Leader, you 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 Subject Leader, then
Subject Averages to display the list of subject averages.

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
Tkl T N

Electronic Student Feedback Questionnaire System ' B Logout

Subject Leader~ Teacher~ SFQ Repertr | Analytics=  Helpv % switch to side bar

Subject Teacher » E

[ Subject Leader » b | Subject Averages

b | 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 . Enter the relevant information,

then click Search.

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

x

Subject Average...

1A1 1A2 1A3 1A4 1> e ) [Fas )
(Too heavy) | (Appropriate) | (Too light)
ABCT 1231 1 3.9 3.8 37 3.7 3.3% 91.9% 4.9% -
ABCT 1232 1 37 3.4 36 36 3.1% 78.1% 18.8%
ABCT 1233 1 42 41 3.9 3.9 92.1% 72.7% 18.2%
ABCT1234 1 3.9 3.8 4.0 3.8 5.8% 90.4% 3.8%
ABCT 1235 1 3.4 35 3.8 35 2.6% 78.2% 19.2%
ABCT1236 1 4.0 4.0 41 3.9 2.3% 65.5% 32.2%
ABCT 1237 1 4.0 4.0 4.0 4.1 0.0% 93.5% 6.5%
ABCT1238 1 4.3 4.2 43 4.2 0.0% 100.0% 0.0%
ABCT 1239 1 3.7 36 37 35 2.1% 54.2% 43.8%
ABCT2001 1 4.0 4.0 4.0 3.9 0.0% 74.7% 25.3%
ABCT 2002 1 3.8 3.8 3.8 3.8 0.0% 87.5% 12.5%
ABCT2003 1 3.7 3.7 3.8 4.0 0.0% 84.1% 15.9%
ABCT2004 1 4.0 3.9 4.1 3.8 0.0% 84.6% 15.4%
ABCT2005 1 3.9 3.9 3.8 3.7 0.0% 89.4% 10.6%
ABCT2006 1 3.7 37 37 3.7 2.1% 81.3% 16.7%
ABCT2007 1 3.8 37 37 35 1.6% 88.9% 9.5%
ABCT2008 1 4.0 3.9 2.8 3.9 3.4% 74.1% 22.4%
ABCT2009 1 4.0 4.0 4.0 3.9 0.0% 92.3% 7.7%
ABCT2010 1 4.5 4.0 4.0 3.5 0.0% 50.0% 50.0%
ABCT 3001 1 4.0 4.0 4.2 4.0 0.0% 92.3% 7.7%
ABCT3002 1 44 4.4 3.8 4.2 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%
ABCT 3005 1 3.6 3.8 3.8 3.5 4.0% 60.0% 36.0%
ABCT3006 4 4.1 4.1 41 41 1.1% 86.2% 12.7%
43 4.2 0.0% 94.9% 5.1%
3.9 3.8 0.0% 85.1% 14.9%
f103 » ¥ 42 42 s.6% 88.9% 5.6%
3.0 3.5 0.0% 50.0% 50.0%
=T =T 4.8 4.5 0.0% 100.0% 0.0%
32 33 35 25 0.0% 83.3% 16.7% &
»
[1-40/4120]
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Step 3

To see the class set(s) information, click the Drill down icon =——-.

J Subject Average... *

E
: E

v
o
v
2

1
1 g 77 4 3.4 3.6 3.6 3.1% . 10.07%
1 4.2 4.1 3.9 3.9 9.1% 18.2%
2014 ABCT1234 1 3.9 38 40 38 5.8% 20.4% 2.8%
2014 1 ABCT1235 1 34 35 3.8 35 2.6% 78.2% 19.2%
2014 1 ABCT 1236 1 4.0 4.0 4.1 3.9 2.3% 65.5% 32.2%
2014 1 ABCT1237 1 4.0 4.0 4.0 41 0.0% 93.5% 6.5%
2014 1 ABCT 1238 1 4.3 4.2 4.3 4.2 0.0% 100.0% 0.0%
2014 1 ABCT 1239 1 37 36 3.7 3.5 2% 54.2% 43.8%
2014 1 ABCT2001 1 4.0 4.0 4.0 3.9 0.0% 74.7% 25.3%
2014 1 ABCT 2002 1 3.8 3.8 3.8 3.8 0.0% 87.5% 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 .

SUBJECT CLASS(ES)

1] pPre

2 ; 4.0 41 41 12.7% 87.3% 0.0% s

: 1 3938 39 39 105%  8se%  lo%  128%

J 1 S 44 44 43 43 17.0% 82.0% 0.9% 11.3%

,| 2014 1 ABCT1004 326504 LEC001 esleader Subject Leader E 72 47 65.3% 40 41 40 41 6.8% 88.6% 4.6% 19.2% 12.8%
1

A

5

6

7

8

8

0

L« »
2 B

3] e |D}.]w| ol

#| “Classes with low number of returns (<=5) or low rate (<=30%) are hi

> 1 45 40 40 as 0.0% 50.0% 50.0% 0.0% 0.0% 50.0% 0.0%
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3.11 Combining subject results

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

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

Q THE HONG KONG
Q‘b POLYTECHNIC UNIVERSITY
Tkl T N

Electronic Student Feedback Questionnaire System ' B Logout

Subject Leader~ Teacher~ SFQ Repert~ | Analytics=| | Helpy % switch to side bar

Subject Teacher »

Subject Leader » b | Subject Averages

b | Combine Subject Results

¥ | Download Raw Data on Subject

Step 2 . . . . | 5o |
Click the Combine Subject Results icon

Q THE HONG KONG
Q’b POLYTECHNIC UNIVERSITY
&F it E Tk

Electronic Student Feedback Questionnaire System . S I3 B Logout

. A window will pop up.

Subject Leader~ Teacher~ SFQ Reportv Analytics Helpv % switch to side bar

Combine Subject... *

=
= EXI
|

Subj
Acad. Yr. Sem. e

No. of Response
Returns Rate

1A1

4 | | 3
Subject overall mean

*Classes with low enrolment (<=5) or low response rate (<=308%) are highlighted

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 32 of 63



mailto:esfq.support@polyu.edu.hk

PolyU SFQ System Manual — Subject Leader

Last updated: 9 September 2025

Step3  Inthe 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.

S EAR CH - Combine Subject Results

1 | Academic Year—Semester 2014-2 I

R I___

] AF3110 110501 SEM002

F AF3110 110502 SEMOO1

112501 SEMOO1

AF3112 112501 SEM002

AF3112 112501 SEM003

[F_AF2112 112501 SEMOD4 M
3 | Select || Clear || Close |

Step4  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

@5@&17\:‘%
Electronic Student Feedback Questionnaire System

System~v Administrator> SFQ Report»  Analyticsv Helpv % switch to side bar

J Combine Subject.

| SEARCH - Combine Subject Results

Academic Year- Sernester 2014-2

AF3110
AF3110

ENERENENENENENE

AF3112
AF3112
AF3112
AF311

IO OO

110501
110502

112501
112501
112501
112501

e I___

SEM002
SEMOQO1

E I Close

bl
i

il = 1l >
w0

v o o
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3.12 Downloading raw data on subject

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

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

Q THE HONG KONG
&R

POLYTECHNIC UNIVERSITY
e R TN

Electronic Student Feedback Questionnaire System ' B Logout

Subject Leader~ Teacher~ SFQ Repertr | Analytics=  Helpv % switch to side bar

Subject Teacher » :

Subject Leader » b | Subject Averages

b | Combine Subject Results

[ ¥ | Download Raw Data on Subject

StePp2  (jick the Excel file icon 2 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 ] .
To search for a particular record, click the Magnifiying glass icon 53 . 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

O 2014 3 AF AF3507 507501 LECQO01
O] 2014 3 AF AF4216 2169
[ 2014 ] AF CORPORATE FINANCE AF4320 320 @I
O 2014 3 AF CORPORATE FINANCE AF4320 320 I@I
] 2014 3 AF CORPORATE SOCIAL RESPONSIBILITY AF4513 1S I@I
[ 2014 3 AF FINAMCIAL STATEMENT ANALYSIS AF5114 114 @I
O 2014 3 AF AF5201 201501 SEMOO1 I@I
] 2014 3 AF B euir= D INFORMATION SYSTEMS AF5231 221501 SEMOO1 I@I
[ 2014 3 AF 2[}] 4 D INFORMATION SYSTEMS AF5231 231501 SEMO02 I@I
3 AF A ICORPORATIONS AF5302 30250 SEMOO1 I@I
8 AF 2 D-I 4 R DESIGN BUSINESS AF5340 340501 SEMO0O01 @I
3 R DESIGN BUSINESS AF5340 340501 SEMOO1 @
B D 20 'l 4 PORATE GOVERNANCE AF5521 521501 LEC0O01 I@I
3 AF5626 626501 LECOO1 @I
3 AF5626 626502 LECQO1 I@I
O] 2014 3 AF CLOBAL ECONOMIC ENVIRONMENT FOR MANACEMENT AF5639 639502 SEMOO1 I@I
[ 2014 B3] AF ADVANCED FINANCIAL MANAGEMENT AFB301 301501 SEMOO1 I@I

1 |f299 = ¥

1 |f299 » &l [1-27/8063]
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3.13 Logging out of the SFQ system

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

POLYTECHNIC UNIVERSITY
e TN

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System . ' B Logout

Subject Leader~ Teacher~ SFQReport~ Analyticsv Helpv % switch to side bar

3.14 Further assistance and support

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

1. 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

2. 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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4. System manual for Subject Teachers

The following system manual is for subject teachers’ use. It can also be accessed at
www.polyu.edu.hk/esfqadmin. Subject Leaders and Departmental SFQ Administrators should refer to the

corresponding manuals as their system interfaces are different from that of the Subject Teachers.

Subject teachers will receive a notification email from the SFQ system if any SFQ has been assigned to their
subjects. They can log in to the SFQ system to add extra questions about their teaching, check student
enrolment (required), update their profile, monitor the survey and view the full/staff reports. Instructions to
using the SFQ system are given in the following sections:

4.1
4.2
4.3
4.4
4.5
4.6
4.7
4.8
4.9
4.10
4.11
4.12
4.13
4.14
4.15
4.16
4.17
4.18

Adding extra questions about the teaching of the staff member.........ccccoooiiiiiiicc e, 37
ST oTo a1 g Y= e [ =Ty 4T o PP 40
DL oy a ] oY= e [ UK o o FP PSR 42
Importing past questions previously added to the sUbJecCt ........ceoeeiieiiiciii e, 44
Importing questions from qUESEION DaNK ........cc.ueiiiiiiiii i 46
Previewing the QUESTIONNAITE .......coiciiii ettt e e e e et e e e et a e e e e eabe e e e eeabaeeeeenbeeeeennsenas 48
Checking stUdENt ENIOIMENTS ....cccuiiie e e e et e e e et e e e e ta e e e esasaeeeeasaeeeeansbeeesansrneanan 49
Viewing in-class SFQ administration requests and approval Status ........ccccccevvieerinciee e, 50
OF Yo FouT oY=V T gl T o) 1 =TSP 51
MONITOIING T SUMVEY ..o ieiiiee ettt ettt e e et e e e et e e e e e e be e e e e s abeeeeesabaeeeenabeeeeeenbeeeeeanseeeeennsenas 53
VieWing SFQ fUll/Staff r@POITS ....viiieciie et ettt e be e be e be e e tbe e abeebeesbaesanesaneens 55
Viewing departmental and faculty NOIMS..........ueiiiiiiie e e e e e e e 56
Viewing summary Of SFQ rESUILS.......vviiiiiieeeciiee ettt e e s e e e st e e e s abee e e snbeeeeenareeas 57
Interactive tool for interpreting SFQ SCOIES........uuiiiiciiei ittt e e e e srre e e e sbee e s e sbeee e esabeeas 58
Downloading SFQ summary report for staff appraisal, further appointment, etc. ........cccoceeeeevieeenneen. 61
Lo X oY o F- Yo [Ta Y- = LV A 1 - PRSP 62
Logging out Of the SFQ SYSTEM ...uiiiiiiieie et e e e ee e e et e e e e sabeee s esnbeeeeenaseeas 63
Further assistance and SUPPOIT........ccuuiiiiiiiie ettt e eetee e e e etee e e e s bee e e eeabaeeeesabeeeeeeabeeeseanseeeaennsenas 63
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4.1 Adding extra questions about the teaching of the staff member

Subject Teachers can add a maximum of 5 questions in Section Il About the Staff Member of the SFQ. The
extra questions need not be vetted by the Subject Leader.

Please observe the deadline for adding extra questions shown in each class record on the SFQ system
interface and the notification email sent to you upon any SFQ assignment to your class(es) as your
departmental SFQ administrators may set different deadlines for different classes. By default, the deadline is
set to one week before the survey start date. If more time is needed, contact your departmental SFQ
administrator to extend the deadline. The latest possible date is the day before the survey start date.

If you are also the Subject Leader of the subject, note that the deadline for adding extra questions about the
staff member may be different from the one for adding extra questions about the subject. You can check the
deadlines for adding extra questions in the relevant tabs.

Note that Departmental SFQ Administrators cannot add the extra questions for the Subject Teachers via the
administrator interface of the SFQ system.

To add extra questions about the subject, follow the steps below.

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

Step2 Inthe top menu bar, select Teacher, then Add Extra Question about Staff from the drop-down
menu.

Q THE HONG KONG
&R

POLYTECHNIC UNIVERSITY
HHEHE TR

Electronic Student Feedback Questionnaire System
SFQ Report  Analytics» Helpr % switch to side bar

L
[ b | Add Extra Question about Staff ] i

b | In-class e5FQ Regquest
F | Monitor Survey

¥ | Update Teacher Profile

Step3 Inthe Teaching class to be evaluated section, click on the subject that you would like to add
questions to. The selected subject will be highlighted in purple.

%

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— Survey Survey
. J_ . ) Deadline Enrolment

Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —

R52040 040501 LABOOD4 FUNCTIONAL ANATOMY Yes 22| wn
2017 2017 2017 —
27 Feb 28 May 20 Feb =

R52670 670501 LABOO1 ELECTROPHYSICAL THERAPY | Yes 25|
2017 2017 2017 —
01 May 03 May 24 Apr —

R52670 670501 LABOO2Z ELECTROPHYSICAL THERAPY | Yes 25| &
2017 2017 2017 =
27 Feb 28 May 20 Feb —

R52670 670501 LABOD3 ELECTROPHYSICAL THERAPY | Yes 28| an -

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

« B
L |GG )|« || = || O {6 ]| % |
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type
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Step 4

Step 5

Step 6

Click the Create New Record icon El'i' in the Extra Question About Staff section.

®

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject

Code Section Component Title

R52040 040501 LABOO4 FUNCTIONAL ANATOMY
R52670 670501 LABOO1 ELECTROPHYSICAL THERAFY |
R52670 670501 LABOO2 ELECTROPHYSICAL THERAPY |
RS52670 670501 LABOO3 ELECTROPHYSICAL THERAPY |

EXTRA QUESTION ABOUT STAFF (max. FIVE questions]
S & H
f B« v 0d% |

In- Survey Survey
class  Start Date End Date

07 Feb 27 Apr 17 Apr

Deadline Enrolmeni

Yes 22| X
2017 2017 2017 L=
27 Feb 28 Ma 20 Feb

Yes i 25| &
2017 2017 2017 =
01 Ma 03 Ma 24 Apr

Yes v v ? 25| &
2017 2017 2017 p-
27Febh 28 M 20 Feb

Yas b & © 28| & -

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Question {(max. 120 characters for each question)

Question Type

1. Enter a description (optional) to give some background information about your extra
questions if deemed appropriate. Note that the description applies to all added extra
questions and you are allowed to add only one description.

2. Choose the question type, then enter your question in the textbox. Note that for the closed-
ended questions, you cannot change the scale descriptors of the 5-point scale, and the open-
ended questions must be put after the closed-ended questions.

%

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— Survey Survey
) ]_ ) ¥ Deadline Enrolment
Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —
R52040 040501 LABDO4 FUNCTIONAL ANATOMY Yes 22|
20017 2017 2017 =
27 Feb 28 May 20 Feb =
R52670 670501 LABDO1 ELECTROPHYSICAL THERAPY | Yes 25| da
2007 2017 2017 =
01 May 03 May 24 Apr =
R52670 670501 LABDODZ ELECTROPHYSICAL THERAPY | Yes 25| d
2017 2017 2017 e
27Feb  28May 20Feb =
R52670 670501 LABO03 ELECTROPHYSICAL THERAPY | Yes - - e 28 B
EXTRA QUESTION ABOUT STAFF (max. FIVE questions)
w0 g,
L& Ed)|G ]|« )| 7 | Of | @0 % ]
(Op‘linnal Description for All the extra questions added (once added, applies to all questions, max. 200 characters) w
\ .
(Questinn (max. 120 characters for each question) Question Type )
2 * 5-Point Scale (S=Strongly agree ... 1=5trongly disagree)
Open-ended
N J

Repeat Steps 4 and 5 to add more questions. Note that you can add a maximum of 5 questions for

each class.

esfg.support@polyu.edu.hk
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Step 7

Step 8

To reorder the questions, select a question then click the Up “ or Down

k2

icon to move it up or

down the list. Note that all open-ended questions will come after the closed-ended questions in
the questionnaire.

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject
Code

R52040

RS2670

R52670

R52670

Subject
Section

040501

670501

670501

670501

Subject
Component

LABOO4

LABOO1

LABOO2

LABOO3

Subject
Title

FUNCTIONAL ANATOMY

ELECTROPHYSICAL THERAPY |

ELECTROPHYSICAL THERAFY |

ELECTROPHYSICAL THERAPY |

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

& || 5

|

ElEl - t=]

In- Survey Survey
class  Start Date End Date

07 Feb 27 Apr
Yes

2017 2017

27 Feb 28 May
Yes

20017 2017

01 Ma 03 M
Yes v &

2017 2017

27 Feb 28 May
Yes

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

With the new class activity introduced in Week 3

Question (max. 120 characters for each question)

Question Type

Deadline Enrolmeni

17 Apr

22 O
2017 L& |
20 Feb
25| &
2017 L
24 Apr —
25
2017 L&
20 Feb
N 28| & M

My clinical reasoning has improved after tutorial session of Elbow region.

* 5-Point Scale (5=Strongly agree ... 1=5Strongly disagree)

Ope_ n-ended

Overall, the tutorial session of Elbow region was too stressful.

* 5-Point Scale (5=Strongly agree ... 1=5trongly disagree)

Click the Save icon hﬂ] to save your newly added questions and description. All saved questions
and description will be automatically stored in your question bank which can be reused in your

other subjects.

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject
Code

R52040

R52670

R52670

R52670

Subject
Section

040501
670501
670501

670501

Subject
Component

LABOO4

LABOO1

LABOO2

LABOO3

Subject
Title

FUNCTIONAL ANATOMY

ELECTROPHYSICAL THERAPY |

ELECTROPHYSICAL THERAFY |

ELECTROPHYSICAL THERAPY |

EXTRA QUESTION ABOUT STAFF {max. FIVE questions)

L[ Ce ;g‘ L[ =% |
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

With the new class activity introduced in Week 3

Question (max. 120 characters for each question)

My clinical reasoning has improved after tutorial session of Elbow region.

Overall, the tutorial session of Elbow region was too stressful.

esfg.support@polyu.

In- Survey Survey
class  Start Date End Date

07 Feb 27 Apr

Yes
20017 2017
27 Feb 28 May
Yas
2017 2017
01 Ma 03 Ma
Yes v v
2017 2017
27 Feb 28 May
Yas

Question Type

Deadline Enrolmen

17 Apr

22 O
2017 L=
20 Feb

25| &
2017 L
24 Apr —

25
2017 L&
20 Feb
e 28| &

*' 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)

Open-ended

®' 5-Point Scale (5=Strongly agree ... 1=5Strongly disagree)

edu.hk
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4.2 Updating a question

Note that once the deadline for adding extra questions has passed, you will not be able to update your
question(s) or description about the extra questions.

Step 1

Step 2

In the top menu bar, first select Teacher, then Add Extra Question about Staff from the drop-
down menu.

Q THE HONG KONG
Q'ib POLYTECHNIC UNIVERSITY

TR TR

Electronic Student Feedback Questionnaire System

SFQ Report  Analytics¥ Helpr F switch to side bar

l b | Add Extra Question about Staff l :

F | In-class e5FQ Request
¥ | Monitor Survey

k| Update Teacher Profile

In the Teaching class to be evaluated section, click on the relevant subject. The selected subject
will be highlighted in purple.

x

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In- Survey Survey
0 j, . L Deadline Enrolmen
Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —
R52040 040501 LABOO4 FUNCTIONAL ANATOMY Yes Az | |
2017 2017 2017
27 Feb 28 May 20 Feb =
R52670 670501 LABOO1 ELECTROPHYSICAL THERAPY | Yes 25| &
2017 2017 2017
01 May 03 May 24 Apr =
R52670 670501 LABDD2 ELECTROPHYSICAL THERAPY | Yes 25| wa
2017 2017 2017
27 Feb 28 May 20 Feb =
R52670 670501 LABOO3 ELECTROPHYSICAL THERAPY | Yes 28| i | -

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

L B |5 e | = | w J| f J 0 ]| 0 |
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type
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Step 3

Step 4

Double-click the description or question you would like to update then edit the content as

appropriate.

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject

Code Section Component Title

RS2040 040501 LABOO4 FUNCTIONAL ANATOMY
R52670 670501 LABODT ELECTROPHYSICAL THERAPY |
RS2670 670501 LABOO2 ELECTROPHYSICAL THERAFPY |
RS2670 670501 LABOOD3 ELECTROPHYSICAL THERAFPY |

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)
5 || B

) e T
L BB« || B d%

With the new class activity introduced in Week 3:

Question (max. 120 characters for each question)

survey  Survey
Start Date End Date
07 Feb 27 Apr
2017 2017

27 Feb 28 May
2007 2017

01 May 03 May
2017 2017

27 Feb 28 May

Question Type

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Deadline Enrolmeni

17 Apr

2017 22‘1‘
20 Feb 25 [
207 =
24 Apr 25|
2017 =l
20 Feb 28] il .

My clinical reasoning has improved after tutorial session of Elbow region|]

2

* 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)

Open-ended

Overall. the tutorial session of Elbow reaion was too stressful.

Click the Save icon H to save your changes.

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject

Code Section Component Title

R52040 040s01 LABOOD4 FUNCTIONAL ANATOMY
RS2670 670501 LABOO1 ELECTROPHYSICAL THERAFPY |
RS2670 670S01 LABOD2 ELECTROPHYSICAL THERAPY |
R52670 670501 LABOOD3 ELECTROPHYSICAL THERAFY |

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

Sl |l 1=

« 5
| 4|l = || O || %o |

* 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)

Start Date
07 Feb
2017

27 Feb
2017

01 May
2017

27 Feb

Survey
End Date
27 Apr
2017

28 May
2017

03 May
2017

28 May

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

With the new class activity introduced in Week 3
Question (max. 120 characters for each question)

My clinical reasoning has improved after tutorial session of Elbow region.

Overall, the tutorial session of Elbow region was too stressful.

esfg.support@polyu.edu.hk

Deadline Enrolmen

17 Apr 2| T

2017 =

20 Feb >5[ I

2017 =l

24 Apr s

2017 =

20 Feb 28| = . -

Question Type

* 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)
Open-ended

#/ 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)
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4.3 Deleting a question

Note that once the deadline for adding extra questions has passed, you will not be able to delete your
question(s) or description about the extra questions.

Step1l Inthe top menu bar, first select Teacher, then Add Extra Question about Staff from the drop-

down menu.

Q THE HONG KONG
Q'ib POLYTECHNIC UNIVERSITY

FHHRE TR

Electronic Student Feedback Questionnaire System

SFQ Report Analytics  Helpv % switch to side bar

[ b | Add Extra Question about Staff l :

b | In-class e5FQ Reguest
b Monitor Survey

F | Update Teacher Profile

Step2 Inthe Teaching class to be evaluated section, click on the subject that you would like to delete the
previously added questions or description from. The selected subject will be highlighted in purple.

%

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— Sul Sul
. J_ l L o . Deadline Enrolment
Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —
RS2040 040501 LABOD4 FUNCTIONAL ANATOMY Yes 22 T
2017 2017 2017
27 Feb 28 May 20 Feb =
R52670 670501 LABOO1 ELECTROPHYSICAL THERAFPY | Yes 25| o
2017 2017 2017
01 May 03 May 24 Apr -
R52670 670501 LABOO2 ELECTROPHYSICAL THERAPY | Yes 25|
2017 2017 2017
27 Feb 28 May 20 Feb —
R52670 670501 LABOOD3 ELECTROPHYSICAL THERAPY | Yes 28| wa | -

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)
« g
Lo | B R« =/&)a|%]
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type

Step 3 . i . . I
P Select the question or description to be deleted, then click the Delete record icon =&,
TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2
Subject Subject Subject Subject In— Survey Survey
o ], . . " Deadline Enrolment
Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —
R52040 040501 LABDO4 FUNCTIONAL ANATOMY Yes 22|
2017 2017 2017
27 Feb 28 May 20 Feb =
R52670 670501 LABDOT ELECTROPHYSICAL THERAPY | Yes 25|
2007 2007 2007
01 May 03 May 24 Apr —
R52670 670501 LABOO2 ELECTROPHYSICAL THERAFY | Yes 25 | &
2017 2007 2017
27 Feb 28 May 20 Feb =
R52670 570501 LABDO3 ELECTROPHYSICAL THERAPY | Yes 28| @ | T

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)
$ | BIE|H| 2« v K&
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Wwith the new class activity introduced in Week 3:

Question (max. 120 characters for each question) Question Type
* 5-Poi = = i
My clinical reasoning has improved after tutorial session of Elbow region. 1 5-Foint Scale (5=Strongly agree ... 1=Strongly disagree)
Open-ended

* 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)
Open-ended

Overall, the tutorial session of Elbow region was too stressful.

esfg.support@polyu.edu.hk Page 42 of 63
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Step 4

- -
Click the Save icon ¥l to save your changes.

Last updated: 9 September 2025

27 Feb 28 May 20 Feb
R52670 670501 LABOO1 ELECTROPHYSICAL THERAPY | Yes 25
2017 2017 2017
01 May 03 May 24 Apr
RS2670 670501 LABOO2 ELECTROPHYSICAL THERAPY | Yes o v AP 25
2017 2017 2017
27 Feb 28 May 20 Feb
R52670 670501 LABODZ ELECTROPHYSICAL THERAPY | Yes 28| @

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

ith the new class activity introduced in Week 3:

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk.

Page 43 of 63


mailto:esfq.support@polyu.edu.hk

4.4 Importing past questions previously added to the subject

You can reuse the past set of extra questions and description added to the subject (if any).

Step 1

Step 2

Step 3

To reuse the past set of extra questions and description added to the subject (if any), first select
Teacher in the top menu bar, then Add Extra Question about Staff from the drop-down menu.
Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
& swmT iR

Electronic Student Feedback Questionnaire System

SFQ Report  Analytics»  Helpr % switch to side bar

[ b | Add Extra Question about Staff l :

k| In-class e5FQ Request
F | Monitor Survey

¥ | Update Teacher Profile

In the Teaching class to be evaluated section, click on the subject that you would like to import
the previously added questions to. The selected subject will be highlighted in purple.

%

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— Su Su
) J_ . o rvey rvey Deadline Enrolment
Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —
R52040 040501 LABOD4 FUNCTIONAL ANATOMY Yes 2 0
2017 2017 2017
27 Feb 28 May 20 Feb =
R52670 670501 LABOOT ELECTROPHYSICAL THERAPY | Yes 25| wn
2017 2017 2017
01 May 03 May 24 Apr —
R52670 670501 LABOO2Z ELECTROPHYSICAL THERAPY | Yes 25| &
2017 2017 2017

27 Feb 28 May 20 Feb —
R52670 670501 LABOD3 ELECTROPHYSICAL THERAPY | Yes 28| i |

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)
« g,
B L= I=1 50 A A =Y B
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type

"4
Click the Import icon G in the Extra Questions About Staff section.

%

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— Survey Survey
. J_ . ) Deadline Enrolment
Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —
R52040 040501 LABOO4 FUNCTIONAL ANATOMY Yes 22| &
2017 2017 2017
27 Feb 28 May 20 Feb =
R52670 670501 LABOOT ELECTROPHYSICAL THERAPY | Yes 25| wn
2017 2017 2017
01 May 03 May 24 Apr -
R52670 670501 LABOO2Z ELECTROPHYSICAL THERAPY | Yes 25| &
2017 2017 2017
27 Feb 28 May 20 Feb —
RS2670 670501 LABDOD3 ELECTROPHYSICAL THERAPY | Yes o o 28| & |
EXTRA QUESTION ABOUT STAFE ([max. FIVE questions)

L | BB el | =& )jm %]
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type
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Step4  The past set of questions and decription, if any, will then be imported to your current SFQ. Click
=
the Save icon to save changes.

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

27 Feb 28 May 20 Feb

R52670 670501 LABOO1 ELECTROPHYSICAL THERAPY | Yes 25 B
2017 2017 2017
01 Ma 03 Ma 24 Apr

RS2670 670501 LABOD2 ELECTROPHYSICAL THERAPY | Yes v v AP 25 E
2017 2017 2017

27 Feb 28 May 20 Feb
R52670 670501 LABOO3 ELECTROPHYSICAL THERAPY | Yes 28 I -

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)
pr—

(v [@][%]

With the new class activity introduced in Week 3:

® 5_point Scale (5=Strongly agree ... 1=Strongly disagree) (0]

Overall, the tuterial session of Elbow region was too stressful.

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk. Page 45 of 63
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4.5 Importing questions from question bank

You can reuse the questions and descriptions for extra questions previously added to your other subjects to
a particular subject by importing the questions from the question bank.

Step 1

Step 2

Step 3

To import the questions and description from the question bank, first select Teacher in the top
menu bar, then Add Extra Question about Staff from the drop-down menu.

Q THE HONG KONG
Q'ib POLYTECHNIC UNIVERSITY

FHRA TS

Electronic Student Feedback Questionnaire System

SFQ Report Analytics  Helpv % switch to side bar

L
[ b | Add Extra Question about Staff l i

b | In-class e5FQ Reguest
b Monitor Survey

F | Update Teacher Profile

In the Teaching class to be evaluated section, click on the subject that you would like to import
the questions to. The selected subject will be highlighted in purple.

%

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— survey survey
. J_ . ) Deadline Enrolment

Code Section Component Title class  Start Date End Date
07 Feb 27 Apr 17 Apr —

R52040 040501 LABOO4 FUNCTIONAL ANATOMY Yes 22 2
2017 2017 2017 L=l
27 Feb 28 May 20 Feb =

RS2670 670501 LABOOT ELECTROPHYSICAL THERAPY | Yes 25| o
2017 2017 2017 =l
01 May 03 May 24 Apr g

RS2670 670501 LAB0OO2 ELECTROPHYSICAL THERAPY | Yes 25| &
2017 2017 2017 =l
27 Feb 28 May 20 Feb —

RS2670 670501 LABOO3 ELECTROPHYSICAL THERAPY | Yes 28| & |~

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)
« g,
L |GG ||« || = || O {6 ]| % |
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type

Click the Question Bank icon dh in the Extra Question About Staff section to open the My
Question Bank window.

®

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— Survey Survey

Code Section Component  Title class Start Date End Date
07 Feb 27 Apr 17 Apr

Deadline Enrolment

RS2040 040501 LABOD4 FUNCTIONAL ANATOMY Yes 22| T
20017 2017 20017 L=
27 Feb 28 May 20 Feb =
R52670 670501 LABOO1 ELECTROPHYSICAL THERAPY | Yes 25 &
2017 2017 2017 =l
01 May 03 May 24 Apr =
RS52670 670501 LABODZ ELECTROPHYSICAL THERAPY | Yes s 0
2017 2017 2017 =l
27 Feb 28 May 20 Feb =
RS2670 670501 LABOD3 ELECTROPHYSICAL THERAPY | Yes 28| & |

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

“ B
BEEHEIREEE E
Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)
Question (max. 120 characters for each question) Question Type
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Step4  Check the box next to the question(s) and/or description you would like to import to your current
SFQ, then click Import in the bottom left corner to import the selected questions.

Electronic Student Feedback Questionnaire System

b
My Question Bank

Oferall, the tutorial session of Elbow region was too stressful. 5-Point Scale (5=Strongly agree ... 1=Strongly disagree)

5-Point Scale (5=Strongly agree ... 1=5trongly disagree)

Fdr Elbow Treatment Strategies, were group discussion and presentation effective
) Open-ended

fdr your learning, and why?

Fdr Presentation (Group B), was the format and requirement in the presentation

effective for your learning, and why?

RY2670 des

Open-ended

Extra question Description

StepS  Reorder the imported quetsions as appropriate using the Up “ and Down ¥ buttons, then click

i
the Save icon Ml to save your changes.

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

27 Feb 28 May 20 Feb

R52670 670501 LABOO1 ELECTROPHYSICAL THERAFPY | Yes 25 B
20017 2017 20017
01 Ma 03 May 24 Apr

RS2670 670S01 LABOD2 ELECTROPHYSICAL THERAPY | Yes ¥ 4 Ap 25 B
20017 2017 2017
27 Feb 28 May 20 Feb

R52670 670501 LABOOD3 ELECTROPHYSICAL THERAFY | Yes 28 I e

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

With the new class act ntroduced in Week 3:

® 5_Point Scale (5=Strongly agree ... 1=Strongly disagree)

Overall, the tutorial session of Elbow region was too stressful.

For SFQ enquiries, contact SFQ Support at esfq.support@polyu.edu.hk. Page 47 of 63
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4.6 Previewing the questionnaire

Step 1

Step 2

Step 3

To preview the questionnaire, first select Teacher in the top menu bar, then Add Extra Question
about Staff from the drop-down menu.

Q THE HONG KONG
Q'ib POLYTECHNIC UNIVERSITY

HFHEE T AR
Electronic Student Feedback Questionnaire System

SFQ Report  Analytics Helpr % switch to side bar

Add Extra Question about Staff l F

13

b | In-class e5F0 Request
¥ | Monitor Survey

¥ | Update Teacher Profile

Select the subject in the Teaching class to be evaluated section, then click the Preview icon
the Extra Question About Staff section to open the Questionnaire Preview window.

Add Extra Quest...

=)

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

-,

Subject Subject Subject Subject In— Survey Survey
o J, ; o " Deadline Enrolment

Code Section Component Title class  Start Date End Date

07 Feb 27 Apr 17 Apr —
RS2040 040501 LABOO4 FUNCTIONAL ANATOMY 1 Yes 22| &

2007 2007 2007

T Ty T —

R52670 670501 LABOO1 ELECTROPHYSICAL THERAPY | Yes 25|

2017 2017 2017

01 May 03 May 24 Apr -
R52670 670501 LABODD2 ELECTROPHYSICAL THERAPY | Yes 25 | o

2017 2017 2017

27 Feb 28 May 20 Feb —
R52670 670501 LABOO3 ELECTROPHYSICAL THERAPY | Yes 28| & |

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

¢ )|HE ]« @

2

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Question (max. 120 characters for each question)

The questions in black are standard items and extra questions added by the Subject Leader (in

Question Type

Section | About the Subject, if any); those in red are extra questions added by you.

To close the Questionnaire Preview window, click the Close button ‘X’ in the top right corner.

A

1

2. This subject has enabled me to develop a better understanding of myself. [5-Point Scale]
3. 1 have acquired interpersonal skills essential for functioning as an effective leader. [5-Point Scale]
4.1 have learned self-reflection skills in this subject. [5-Point Scale]

g

5. 1 have learned to become more active and self-motivated in pursuing knowledge on self-understanding and interpersonal relationship. [5-Point Scale]

C. Extra Questions
1.Q1 [5-Point Scale]
2. Q2 [5-Point Scale]
3. Q3 [5-Point Scale]

D. Open-ended Comments
1. What aspects of the subject were most useful to your learning? [Open-ended]
2. How could the subject be improved to help you learn better? [Open-ended]

ue| Il About the Staff Member

A. Teaching of the Staff Member
1. The teacher has been willing to provide help when necessary. [5-Point Scale]
2. The teacher has motivated me to learn. [5-Point Scale]
3. The teacher has given me/the class feedback for improvement. [5-Point Scale]
4. The teacher has organized the subject contents logically and clearly. [5-Point Scale]
5. The teacher has enabled me to relate the knowledge taught to my professional/intended career. [5-Point Scale]
6. The teaching of the staff member has provided me with a valuable learning experience. [5-Point Scale]
7. Overall, I think that the staff member is an effective teacher. [5-Point Scale]

L

Use of English as the Medium of Instruction
1. To what extent has the staff member used English in his/her teaching? [3-Point Scale]

o

Extra Questions

1.Q1 [5-Point Scale]

2. Q2 [5-Point Scale]

3. Q3 [5-Point Scale]

4. Q4 to be imported. [5-Point Scale]
5. Q5 to be imported [5-Point Scale]

D. Open-ended Comments

1. What aspects of this staff member's teaching were most helpful to your learning? [Open-ended]
2. How would you like the teaching be changed (if at all), to help you learn better in the subject? [Open-ended]

esfg.support@polyu.edu.hk
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4.7 Checking student enrolments

Subject Teachers are required to check and confirm the student enrolments before deploying the SFQ.

Step 1

Step 2

Step 3

To check student enrolment of a subject, first select Teacher in the top menu bar, then Add Extra
Question about Staff from the drop-down menu.

Q THE HONG KONG
Q’b POLYTECHNIC UNIVERSITY
&7 migm i

Add Extra Question about Staff l :

[

b | In-class eSFQ Request

¥ | Monitor Survey

¥ | Update Teacher Profile

™

Electronic Student Feedback Questionnaire System

SFQ Report~  Analytics~  Helpv % switch to side bar

Click the Student icon ## to display the student list.

=

Add Extra Quest...

TEACHING CLASS TO BE EVALUATED IN 2016/17 Semester 2

Subject Subject Subject Subject In— Survey  Survey
Code Section Component Title class  Start Date End Date

07 Feb 27 Apr
R52040 040501 LABOO4 FUNCTIONAL ANATOMY Yes

20017 2017

27 Feb 28 May
R52670 670507 LAEOO1T ELECTROPHYSICAL THERAFY | Yes

2017 207

01 May 03 May
R52670 670501 LABOO2 ELECTROPHYSICAL THERAPY | Yes

2007 2017

27 Feb 28 May
RS2670 570501 LABOO3 ELECTROPHYSICAL THERAPY | yes L L

EXTRA QUESTION ABOUT STAFF (max. FIVE questions)

B I =1 IE] N A AT B

Optional Description for All the extra questions added (once added, applies to all questions, max. 200 characters)

Question (max. 120 characters for each question)

Question Type

Deadline

17 Apr
2017
20 Feb
2017
24 Apr
2007
20 Feb

Enrolment

24 B

25| &
25| &

28| Z| ~

Verify the student list. Inform your Departmental SFQ Administrator(s) of any discrepancies so

that they can update the records on the AR Student Record System accordingly.

You can sort the student list by student number or name by clicking the corresponding column

headers.

To export the list as an Excel file for checking, click Export.

Fa e it A i
LYETIRTY pae i ,V,g.H
(Gitans ciubier’) lmas )
1121075550 SuiMing Tom -
At 212108133D KWAN Lily
3121107620 LAW Mei Mai
(“" 4121123990 Poon LaiShan ks
5121130830 YIP Sze Sze "
Al 6121136190 LA Yu Ka C
7 121394030 TSUI YukTing &
8 13067758D LAM Ka Kei
9 130679260 CHAN Man Fei
10 13068313D CHAN Wai Lam
11 130686860 CHAN Choi Wan
12 130848850 LEE Siu Yuk
13131143320 CHAN Dai Man Tommy
14 99990001 Student 99990001
15 99990002 Student 99990002
16 99990003 Student 99990003
17 99990004 Student 99990004 2
cha Export || Close |

esfg.support@polyu.edu.hk
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4.8 Viewing in-class SFQ administration requests and approval status

If you would like to opt for in-class SFQ administration for your classes, your Departmental SFQ
Administrators will submit via the SFQ system the requests for you when they set up the SFQ arrangements
for your classes. You can view the requests and their corresponding approval status by following the steps

below.

Step 1

Step 2

In the top menu bar, first select Teacher, then In-class eSFQ Request from the drop-down menu.
Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
& wigm o iE

SFQ Report  Analytics» Helpr % switch to side bar

b Add Extra Question about Staff

In-class e5F0 Request ]

F | Monitor Survey

¥ | Update Teacher Profile

In the In-class eSFQ Request tab, you will see the in-class SFQ administration requests with
justification submitted by your Departmental SFQ Administrators for your classes and their
corresponding approval status.

You can double-click a record to view the request and/or approval details.

Please contact your Departmental SFQ Administrators should you have any questions regarding
the requests as they are the ones responsible for setting up the SFQ for your department.

In—class eSFQR...

In—Class eSFQ Request P
Acad  Subject Subject Subjecy jun"iwio“ Proposed Surve; Request Approval D Sta S
Ne-Semn Couk Section Compo) o D Justification Submission Approver |

oem €% code  Code < Date s —

Justification

Justification

2016-2 RS2040

2016-2 RS2670

2016-2 RS2670

2016-2 RS2730

040501 LABOD4

670501 LABOD4

670501 LECOO1

730501 LABOO4

Enrollment of 30 or less; Atypical
teaching arrangement

Enrollment of 30 or less; Atypical
teaching arrangement

Enrollment of 30 or less: Other: th

4 Mar 2017
1 May 2017

4 Mar 2017

‘ﬂm 30 or less; Atypical

teaching arrangement

Enrollment of 20 or less; Other: thel
first option about enrollment <=3
no longer valid but it's checked an
dimmed

Atypical teaching arrangement; it
works

Atypical teaching arrangement

07 Feb 2017

i
27 Feb 2017

07 Feb 2017

esfg.support@polyu.edu.hk

Chan Siu
Ming
(DLTC/SLTC
Chair)

Chan Siu
Ming
(oLTC/sLTe
Chair)

Chan Siu
Ming
(OLTC/SLTC
Chain)

provided (no
approval is

required for class
size of 30 or less)

for approval has
passed)

for approval has
passed)

lapproved

provided (no
approval is
required for class
size of 30 or less)
Justification
provided (no
approval is
required for class
size of 30 or less)

Pending(deadline
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4.9 Updating your profile

Last updated: 9 September 2025

Updating your profile is optional but recommended. You can upload a picture of yourself and add a

preferred name to be displayed in the questionnaire.
Step 1
Q THE HONG KONG

Q’b POLYTECHNIC UNIVERSITY
v LN

Electronic Student Feedback Questionnaire System

I Teacher~ l SFQ Report~  Analytics=  Help~ % switch to side bar

To update your profile, click Teacher in the top menu bar then select Update Teacher Profile.

b | Add Extra Question about Staff
F | In-class eSFQ Request

b | Monitor Survey

b | Update Teacher Profile

Step2  Enter your preferred name to be shown in the questionnaire.

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
&/ it T A

Electronic Student Feedback Questionnaire System

Teacher~ SFQReport~ Analyticsv Helpr % switch to side bar

. . . Logout

Update Teacher ... *

UPDATE TEACHER PROFILE

Preferred Namem

Photo

Upload your photo

Step3  To upload a photo of yourself, click Upload your photo.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
& miEn T A

Electronic Student Feedback Questionnaire System

Teacher~ SFQ Report~  Analyticsw Help~ % switch to side bar

. . Logout

Update Teacher ... *

UPDATE TEACHER PROFILE

Preferred Name ||

Photo

l Upload your photo I

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk.

Page 51 of 63


mailto:esfq.support@polyu.edu.hk

PolyU SFQ System Manual — Subject Teacher Last updated: 9 September 2025

Step4 Locate your photo file then click Open. Note that the file size should not exceed 300KB and the
resolution of the photo should be within 500 x 500 pixels.

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
M T NS

Electronic Student Feedback Questionnaire System . ' B8 Logout

Teacher~  SFi @ File Upload CEE— Y ™Y

Update Te @T_)vrﬁ ¥ hkpuadmin » Pictures » hal "‘HE’T}’ P|
UPDATE TEA Organize ¥ Q@ | + B NewFolde 2
Favorite Links Name Date taken Tags Size Rating

95| Recent Places ' - E
Ml Desktop I "
M Computer Slide Shows  1280x1024.... 1680x1050.... download.jp Sample
& Recently Changed g Pictures
%% Dropbox
E Pictures
Q‘ Music
E Searches
Ju Public
Folders A
File name: - download ipg v [AIFies () -]

StepS  (jick the Save icon E to save your changes.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
FHER T N2

Electronic Student Feedback Questionnaire System Logout

Teacher~ SFQReport~ Analytics= Helpr % switch to side bar

Update Teacher ... *

UPDATE TEACHER PROFILE

(=)

preferred Name |

Photo

Upload your photo

For SFQ enquiries, contact SFQ Support at esfg.support@polyu.edu.hk. Page 52 of 63



mailto:esfq.support@polyu.edu.hk

4.10 Monitoring the survey

You can check the response rates to the SFQ and send emails to the students via the SFQ system to
encourage student participation if you wish to do so.

Step 1

Step 2

To check the response rates to the SFQ, select Teacher in the top menu bar then select Monitor
Survey from the drop-down menu.
Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
Fk TR

Electronic Student Feedback Questionnaire System

SFQ Report~  Analytics  Helpr % switch to side bar

b | Add Extra Question about Staff

¥ | In-class eSFQ Request

l F | Monitor Survey

b | Update Teacher Profile

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

Q THE HONG KONG
Q&b POLYTECHNIC UNIVERSITY

FHER T N

Electronic Student Feedback Questionnaire System Logout

Teacher~ SFQ Report~ Analytics~ Helpr % switch to side bar

Monitor Survey *
(5]
No. La
. Subject  Subject _ T RESPD“SE
é‘::;:(t Section Componeni ?_:‘:I'{;(t Ti l]f El'l
Code Code Rate
response: Se
ABCT1DO1 DO1S01 LABOO1 CHEME RN MODEN Di
LIVING
0/25 0.0%

To send an email reminder to the students enrolled in the class, click the Send Email icon IE to
open the Send Email Reminder window.

POLYTECHNIC UNIVERSITY

Q THE HONG KONG
&R

U T N
Electronic Student Feedback Questionnaire System . B Logout
Teacher~ SFQReport~ Analytics~ Helpv % switch to side bar

Monitor Survey *

G 7
. _ Extra Extra
Subject g:?:;:: f:":::‘ef)tne' Subject Teacher = Questior Questior In- g:‘:{w é:'de Survey Lo Respons I;:;“
Code Cod Cod P Title About  About class Dat Dat Status e T
ode ode Subject | Staff ate ate response ent Date
. CHEMISTRY AND Dr James 17 Nov 30 Nov Fr
ABCTIDOTDO1501  LABOO1 MODERN LIVING Smiley 0 3 No 3014 3014 Editing 0/25 0.0%
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Step3  Fillin the required information as appropriate:

1. Mail Subject: Provide an email subject.

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 non-respondents 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 SFQ web link into your email for students’ easier access, click Insert eSFQ Web
Link and it will be inserted at the cursor position.

Elartranic Sthidant Eaadhacl Maactinnnaira Swvetam
Send Email Reminder

Subject Code: ABCTIDO1
Subject Class: D0O15S01 - LABOO1
Subject Title: CHEMISTRY AND MODERN LIVING

Teacher: Dr James Smilev
Mail From: Dr James Smiley <ismiley@polyu.edu.hk>
Mail CC: Dr James Smiley <jsmiley@polyu.edu.hk>

Mail Subject‘ Please complete your eSFQ
Mail Tﬂ:l @ all Students ' Non-respondents Onlyl 2

Mail Send Date:( 06 Sep 2014 )3

Font B | sz®| | B I U &

Dear Students

Flease complete your eSFQ at hﬂp:.fr\mnrw.polyu.edu.hk.l'esfq!student

4
[neersrawen i) | sen

Step4  Click Send to send the email.

Send Email Reminder
Subject Code: ABCTIDO1
Subject Class: DO1S01 - LABOO1
Subject Title: CHEMISTRY AND MODERN LIVING

Teacher: DrJames Smiley

Mail From: Dr James Smiley <jsmiley@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: 06 Sep 2014 |

Font B sze®| | B I U A E

Dear Students

Please complete your eSFQ at http:ffwww.polyu.edu.hiesfa/student. Thank you)
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4.11 Viewing SFQ full/staff reports

Stepl To view the full/staff reports, click SFQ Report in the top menu bar then select View SFQ_Full
Report to display the list of available reports.

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
v FHEE TR
eciro de eedb Questio = g

Teacherv || SFQ Reportv| | Analytics* Helpv % switch to side bar

¥ | View SFQ Full Report

¥ | Departmental Norms

¥ | Faculty Norms

Step 2 You can search for a report by clicking the Magnifying glass icon £ in the top left corner.

To sort the reports in ascending or descending order by academic year and semester, subject
code, subject title, subejct section code or subject component code, click the corresponding
column header.

Click the PDF icon ﬂ next to the record to display the full report for that class.

®

View SFQ Full R...

s | [ &
Subject Subject
Acad.  Subject Subject . I Full
e — Section Component Teacher Filename ——
: : Code Code po

18EDCO01-netida-
2018-1 POLYU1234 ACADEMIC INTEGRITY 001501 LTLOO1 Teacher A A12345-T- i
POLYU1234.pdf

18EDC002-netida-
2018-1 POLYU1234  ACADEMIC INTEGRITY 002501 LTLOO1 Teacher A A12345-T- |
POLYU1234.pdf

18EDC003-netida-

2018-1 POLYU1234  ACADEMIC INTEGRITY 002501 LTLOO1 Teacher A A12345-T- |
POLYU1234.pdf
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4.12 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
Q'b POLYTECHNIC UNIVERSITY
TEHEE TN

Electronic Student Feedback Questionnaire System

Teacher~ |5FQ Repertv| | Analytics* Help~ % switch to side bar

1 b | View SFQ Full Report E

¥ | Departmental NMorms

¥ | Faculty Norms

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

Q THE HONG KONG
Qub POLY TECHNIC UNIVERSITY
&/ mumin

Electronic Student Feedback Questionnaire System ' B Logout

Teacher~ SFQ Report~ Analytics Helpy % switch to side bar

x

View Faculty Cu...

| |
Faculty/School
FAST

FB

FCE

FENG

FH

FHSS

sD

SHTM

g
g

soboBode
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4.13 Viewing summary of SFQ results
Subject teachers can view and export a summary of their SFQ results.

Stepl To view the summary, click Analytics in the top menu bar then select Subject Teacher, then
Summary of SFQ Results.

Q THE HONG KONG
Q’zb POLY TECHNIC UNIVERSITY

Tk T NE
Electronic Student Feedback Questionnaire System ' BN Logout
Teacher~ SFQ Report '1 Help¥ % switch to side bar

2 Subject Teacher »j ¥ | Summary of SFQ Results ES

¥ | Report for Staff Appraisal, Further Appt. etc.

b | Download Raw Data

Step2  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.

£

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

information, then click Search.

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

Summary of SFQ ... *

Subject No. of Res| 1As 1As 1A5 1A6 1A6
Acad.Yr. sem ' Section € NetiD e mm a1 1Az B Tas B e ot SRR S A B s e W o
2014/15 3 APSSI171 B14501  LECOO1 subteacher 60 22 36.67% 40 40 40 38 10.5% 80.5% 0.0% N/A NA 4
2014/15 3 APSSI181 BISSO1  LECOO1 subteacher 42 6 1429% 37 37 37 37 167 83.3% 0.0% NA NA
2014/15 3 APSS2191 265501  LAB0O2 subteacher 11 5 45.45% 34 3.6 34 40  40.0% 60.0% 0.0% 0.0% 0.0%
2014/15 3 APSS2191 265502  LABOOI subteacher 10 4 40.00% 45 45 43 45  0.0% 100.0% 0.0% 0.0% 0.0%
2014/15 3 APSS2371 SO5S01  LECOO1 subteacher 37 17 45.95% N/JA N/A N/A N/A N/A NA N/A NA NA
2014/15 3 APSS2371 S05501  LECOO1 subteacher 37 18 48.65% 45 46 45 44  38.9% 611% 0.0% N/A NA
2014/15 3 APSS2401 05501  LEC002 subteacher 42 19 45.24% 42 42 43 41  50.0% 50.0% 0.0% NA N/A
2014/15 3 APSS2405 SOSS01  LEC002 subteacher 42 19 45.24% N/A N/A N/A N/A N/A NA N/A NIA NA B
2014/15 3 APSS2425 SOSSO1  LEC003 subteacher 40 33 82.50% 45 45 45 43 21.9% 78.0% 0.0% N/A N/A
2014/15 3 APSS2425 S05501  LEC003 subteacher 40 27 67.50% N/A N/A N/A NA NA N/A NA N/A NA
2014/15 3 APSS2426 S06501  LECOO1 subteacher 31 23 7409% 43 44 43 42 0.0% 100.0% 0.0% N/A NA
2014/15 3 APSS2429 S09501  SEMOO1 subteacher 21 2 9.52% 30 30 30 35 50.0% 50.0% 0.0% N/A N/A
2014/15 3 APSS3171 322501  LECOO subteacher 19 8 4201% 48 46 45 46  12.5% 87.5% 0.0% 12.5% 25.0%
2014/15 3 APSS3181 231501  LECOO1 subteacher 28 10 35.71% 44 44 45 42 0.0% 100.0% 0.0% 10.0% 40.0%
2014/15 3 APSS3191 231501  SEMOO1 subteacher 16 6 37.50% N/A N/A N/A NA N/A N/A NA N/A NA
2014/15 3 APSS3191 231501  SEM002 subteacher 12 4 3333% N/A N/A N/A NA N N/A N/A N/A NA
2014/15 3 APSS337 331501  LECOOI subteacher 39 20 51.28% 42 41 42 42  25.0% 75.0% 0.0% 5.3% 31.6%
2014115 3 <227 221c01  counal 20 22 65.00% N/A N/A N/A N/A N/A N/A N/A N/A N/A
2014115 3 2632% N/A NA NA NA NA NA N/A NA NA
2014/15 3 ] 77.78% 46 46 45 44 28.6% 71.4% 0.0% 21.4% 57.1%
201415 3 4 4 (2 /5 L 22.50% 46 48 44 44 0.0% 100.0% 0.0% N/A N/A
2014/15 3 55.56% 44 44 43 41 42.9% 57.1% 0.0% 26.7% 33.3%
2014115 3 56.25% N/A N/A N/A NA N NA NA NA NA
2014/15 3 APS: SEM0O1 subteacher 16 9 56.25%  N/A N/A N/A N/A N/A NA NA NA NA
2014/15 3 461501 SEM002 subteacher 11 6 54.55% N/A  NA O NA O NA NA N/A N/A NiA N/A

»

weaill s s [41-80/212 )
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4.14 Interactive tool for interpreting SFQ scores

The interactive tool enables you to compare your SFQ ratings from a particular class of students with the
Faculty SFQ Norms for classes of similar size so as to identify your relative strengths in teaching as well as
areas where you can further improve, and/or the relative standing of your scores compared to other classes
of similar size within the Faculty. It also provides some tips to help you further improve different aspects of
students’ learning experience of the subject as well as your own teaching.

To use the tool, follow the steps below.

Step1l To access the interactive tool, login to the SFQ system. Then click Analytics in the top menu bar
then select Subject Teacher, then Summary of SFQ Results.

Q THE HONG KONG
Qb >OLY TECHNIC UNIVERSITY
75 e B T

Electronic Student Feedback Questionnaire System N Logout
Teacher~ SFQ Report '1 Help~ % switch to side bar
2 Subject Teacher bl ¥ | Summary of SFQ Results 3

¥ | Report for Staff Appraisal, Further Appt. etc.

| ¢ Download Raw Data

Step 2 Click on the subject code in the record to display the interactive tool.

Summary of SFQ ... *

¢/l 28]

‘Subject Part of Teaching Staff

Acad. Yr. Sem Section Component

Code Being Evaluated Name
2014 1 031501 TUTOOS Small group Teacher A
2014 1 POLYU1001 031S01 TUTO007 Small group Teacher B
2014 1 POLYU1002 204501 TUTOO3 Small group Teacher A
2014 1 POLYU1002 204S02 LECOO1 Lecture Teacher E
; :
1 {108 » ¥
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Step3 Your SFQ scores for that class will be shown plotted against the Faculty norms for classes of similar
class sizes as shown in the screenshot below.

To display the teaching tips indicated by the smiley face symbol, hover the cursor over the Smiley
face icon.

To download the interactive report, click the Download PDF button at the top left hand corner.

Interactive Tool for Interpreting SFQ Scores

Download PDF

Class-average SFQ means against FH , class size <=30

Department: FH
Staff name: SMILEY James Staff number: A000001 ri
o
O Academic year: 2015 Semester: Semester 1
o Subject name: Academic Integerity
o Subject code: POLYU1001 Group: 001501-5EMO0L
No. of student enrolled: 4 Neo. of returns: 4
d Response rate: 100.0% Focus of feedback: Staff and subject

a
= Low (lowest 10%) 3 Medium-Low (10th-25th percentile) 7 Medium (25th-T5th percentile)
ul I Medium-High (T5th-90th percentila) [ High (top 10%) -» Faculty means - Your means

a
a R
ABOUT THE SUBJECT Teaching Tips
O Your Learning Experience of the Subject B 3 4 B
L1l IIII|IIII|IIII|
1AL | have a clear understanding of what | am expected to learn from this @
subject. [T [ -
1AZ The teaching and learning activities (e.g. lecturas, discussions, case @ [ 1 |_-
studies, projects, etc.) have helped me to achieve the subject
d learning outcomes. [HEL -
143 The assessments require me to demonstrate my knowledge, skills @ [ 141
(u} and understanding of the subject.
a 144 | understand the criteria according to which | will be graded. @
a
9 ABOUT THE STAFF MEMBER
o Teaching of the Staff Member 1. Return student work in a timely manner
d a1 T st membe . . . ® 2. Contact students with low early grades for consultation
& staff member's teaching was well-organized. . . -
d on their study, time management and work habits
a2 The staff member gave help when | asked for it. ©® 3. Be approachable and available so students feel they can
ask for assistance
d 1143 The staff member gave useful feedback on my work. @

P & . i e T — e AT - e iy L= = e T
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How to interpret your SFQ results:

top 10%.

for interpreting the scores:

ABOUT THE STAFF

IIA1  The explanation of the subject matter was

clear.

IIA2 There were adequate opportunities for
students to ask questions.

IIA3 The teaching motivated me to do my best.

IIA4 The lecturer was willing to help students
when they had problems in learning.

IIA5 Useful and timely feedback was given on
my assignments/work.

Your own SFQ scores (in blue) are plotted against the Faculty mean scores (in red).

High {top 10%)
- Excellent

Medium-High (between top 10 and top 25%)
- Highly satisfactory

Medium {middle 50%)
- Satisfactory

Medium-Low (hetween lowest 25 and lowest 10%)

- Some improvement needed

Low {lowest 10%)
- Much improvement needed

SFQ scores of the corresponding items from classes of similar size to your class in the Faculty are used
to plot the bars. The bars are coloured to show, from left to right, SFQ scores of the lowest 10%,
between the lowest 10% to lowest 25%, the middle 50%, between the top 10% and top 25% and the

To have a sense of the relative standing of your scores as compared to similar classes in your Faculty,
examine the region in which your SFQ scores (plots in blue) fall into. The following is a rough diagram

for IIA1)

To identify your relative strengths and areas for further improvement in your own teaching, compare
your SFQ scores with the Faculty Norms:

. Items where your SFQ scores are significantly higher than the Faculty mean scores (i.e., in the
High or Medium-High region) represent areas of your relative strengths in teaching (e.g., score

2. ltems where your SFQ scores are significantly lower than the Faculty mean scores (i.e., in the
Medium-Low or Low region) probably indicate areas where students feel less satisfied and thus,
warrant more of your attention and effort to improve (e.g., score for l1A4)

Always remember that student ratings of this sort are rough indicators only. They are not precise nor
absolute measures of a staff member's teaching performance and thus, must be interpreted in context
and with great care. If you need more information or any assistance with interpreting SFQ results, see p. 69

of this Handbook.

esfg.support@polyu.edu.hk
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4.15 Downloading SFQ summary report for staff appraisal, further appointment, etc.

Subject teachers can download a summary report of their past 7 years’ SFQ results with percentile range
indications for staffing exercise or other relevant purposes.

Step 1

Step 2

To download an SFQ summary report, click Analytics in the top menu bar then select Subject
Teacher, then Report for Staff Appraisal, Further Appt. etc.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
FHEm T N2

Electronic Student Feedback Questionnaire System B Logout
Teacher~ SFQ Report '1 Help* % switch to side bar
2 Subject Teacher » | ¥ | Summary of SFQ Results
¥ | Report for Staff Appraisal, Further Appt. etc_ 3
b | Download Raw Data

Select the number of years (1, 3, 6 or 7) from the drop-down menu (Year(s) to Review), then click
Download to generate and download the report.

Q THE HONG KONG
b POLYTECHNIC UNIVERSITY

q& FUEM T AZ

Electronic Student Feedback Questionnaire System . ' I8 Logout

Teacher~ SFQReport~ Analytics» Help* % switch to side bar

Report for Staf... *

Teacher™ |Dr ARMATAS Christing Ann (caarmat, v

Year(s)to - [

Review S—

1 > ()
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4.16 Downloading raw data

Subject teachers can download the raw data of students’ responses (de-identified) in Section | About the
Subject (if applicable) and/or Section Il About the Staff Member.

Step 1

Step 2

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

Q THE HONG KONG
Qb POLY TECHNIC UNIVERSITY
U T N2

Electronic Student Feedback Questionnaire System I8 Logout
Teacher~ SFQ REPOI't'l Help* % switch to side bar
2 Subject Teacher »}| ¥ | Summary of SFQ Results

I | Repart for Staff Appraisal, Further AEpt_ etc.
[ b | Download Raw Data 3

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.
Q THE HONG KONG
qb POLYTECHNIC UNIVERSITY
&7 wisE T A
Electronic Student Feedback Questionnaire System A f A | A T

System~  Administratorv  SFQ Reportv _ Analyticsv Helpy % switch to side bar

| £ L@ |

x

|| Download Raw Da...

| Subject Cod¢ Section Compone NetlD Staff Name
D MODERN LIVING ABCT1301 301501  LTLOO1

TO CHEMISTRY ABCT1700 700501  LECOO1
2015

|1 2015

Y] 2015 TO CHEMISTRY ABCT1700 700501 LEC001 &l
V] 2015 2015 TO CHEMISTRY ABCT1700 700501 TUTOO1 | 1
[ 2015 ISTRY | CESSERE 41531 LECOO1

F2015 1 2015 ISTRY | 1 LECOOT
1 |5 » #
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4.17 Logging out of the SFQ system

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

>OLYTECHNIC UNIVERSITY
e T NS

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System . ' [ A T

Teacherv SFQReport~ Analytics Helpv % switch to side bar

4.18 Further assistance and support

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

1. 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

2. 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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