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1. Purpose of SFQ

The Student Feedback Questionnaire (36@he of the formal cinnelsat PolyUto collect student
feedbackon teaching and learninipr both developmental and judgemental purpos@&fie SF@esults can
be used byhe teaching staff angorogramme/subject teanto identify the strengths and weaknessesaof
subject offeredas well ashe teaching of the staff membe&oncerned for their reflections and
improvements Theywill alsobe usedasone of the sources oévidencein judginga staff membe& teaching
performancein the annual staff appraisand inimportant personné decisiongegarding(re)appointments,
tenure andpromotion [seeOperation Manual oThe 2011 Framework for Appointment, Promotion and
Retention of Academic StdfiRQ 2012)].

2. Structure and items of SFQ

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

Section | About the Subject

da™y

 5-6standarditemsy &G dzRSydaQ tSIFENYyAy3I SELSNASYyOS 2F (K

1 A set of customisedéms on the achievement of learning objectives/intended learning outcomes
(General University Requirements (GUR) subject$ only

1 2 standard operended questions

1 A maximum of 5 additional @stions set by the Subject Leadepijonal)

Section Il About th&taff Member
1 2 standard items on the overall view about the teaching of the staff member
A set of Facultpased items endorsed by the respective Faculty Board
1 standard item on the usef the medium of instruction
2 standard operendedquestions
A maximum of 5 additional questions set by the individual subject teacipginfal)

= =4 =4 =

For the standard items used across Faculties/ScheegAppendix A
For the customied items for individual Faculties/Schools and categories of GUR subjecfgserdix B

For ideas on additional questions about the subject or teaching of the staff member, see
http://edc.polyu.edu.hk/sfgsamplequestions

3. PolyUpolicy and operational guidelines othe implementation of 6SFQ

From 2014/15 onwardsll SFQs will be conductedline via the electronic SFQ (eSFQ) sysitem
replacament ofthe in-class, papebased SFQ

The following sections set out thgolicy and operational guidelines conductingthe eSFQendorsed by
the Academic CoundihCland Learning and Teaching Commit{e&C)n July 2014.


https://www2.polyu.edu.hk/hro/events/2011/newframework/OperationManual.pdf
https://www2.polyu.edu.hk/hro/events/2011/newframework/OperationManual.pdf
http://edc.polyu.edu.hk/sfq-sample-questions
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3.1 Importancefor departmentsto ensureaccuracy and pdatedness of teaching assignment
and student enrolmentecordson AS system

As the administration of the eSFQ is primarily based on the AS records regarding teaching assignments and
student enrolments, any inaccurate mcomplete information shown in thAS records will lead to problems

in administering the eSFQepartments shouldtherefore,make every effort to ensure that the teaching
assignments and student enrolments in the subject and class components (tutseiasars, laboratories

and studiodn patrticular) areaccurate completeandregularly updatedon the AS systenin particular:

1 In order to deploy the eSFQ, theachingstaff membeis concernedmust have a validPolyU NetID
(pseudo NetID will not worlgnd this information must béncludedin the class records on the AS
system No eSFQ can beonducted for the staff members they do not have a valid NetlD.
Departments should ask their teaching staff membespeciallypart-time visiting lectureryto apply
for a PolyU NetlID if they do hhave one For more information othe eligibilityandregistrationfor
a NetlD visit ITSNetID Management Servieeebpage:http://www.polyu.edu.hk/its/staff/service
areas

1 Departmental SB administratos should contacthteir departmenf @orresponding AS staff should
there be any problem updating the teaching assignmem the AS systenAllow at leastone day
for the teaching assignments/class records to be updated on the eSFQ system.

1 To avoidsendingthe wrong eSFQ forme studentsdue to class group changesudents who would
like to switch to another seminar/tutorial groupust seek approvalrom their sibject teachers,
who should then notify the department for the administrative fét® update the student
enrolments of the class records accordingly via the AS system.

3.2  Who should be included in the SFQ exercise?

All full-time and parttime staffhaving a majoteachingresponsibility (se&ection3.3for definition)for any
subjects/classes of aBolyUawardbearingprogrammesat the subdegree, undergraduate and
postgraduate levis shouldbe included in the SFQ exercise

Teaching Assistants (TAs) employed under the Teaching Postgraduate Stipl@R$Schemeor research
students who are required to teach should éecludedfrom the exercise [seGuidelines for Evaluation of
TA under TPS Sche(WPAD, 2012)If departments would like to collect student feedback for TAs or
researchstudents who are required to teach, they should use other means sucthassurveyfunction on
Blackboard (Bbjo do so.

3.3 For which subjectslassesf which staff membershould the eSFQ be administePed

TheeSFQ should be conducted forsthff members for all of their subjects/classasvhich they hava
major teaching responsibility A major teaching responsibility is considered as tearhontribution to the
same component of the same subject of no less than 6 sessions (roughly 45%).

In teamtaught situations where staff members do not have a major teaching responsibility in a subject/class
they teach, or in subjects that involve mulgpeachers each teaching/supervising a smallgrdup of the
students in class (e.g. studio claB¥P)pnly Section | About the Subject of the eSERpuld be


http://www.polyu.edu.hk/its/staff/service-areas
http://www.polyu.edu.hk/its/staff/service-areas
http://edc.polyu.edu.hk/papers/HR/TPS/Guidelines%20for%20evaluation%20of%20TA%20under%20TPS%20(2012).pdf
http://edc.polyu.edu.hk/papers/HR/TPS/Guidelines%20for%20evaluation%20of%20TA%20under%20TPS%20(2012).pdf

PolyU SFQ Handbook facademic Staff

administered and no eSFQ should be conducted on the teaching of the individual staff meormshed
(i.e., Section Il About the Staff Member), unless otherwise deemed appropriate by the Heagastment.

In service teaching situatisnthe eSFQ should be conducted by slubject offering departmenusing its
faculty-based eSFQ formregardledsF G KS (S| OKAy 3 &0 MReFEIAR I 2FFF Al KAS GaSiR-
affiliated department can regest the staff member concerned to submit the eSFQ report of the subject if
needed.

Final decisioson conducting the eSF&hould be made by departmésin consultation with the staff
members concerned.

Note that the eSFQ should not be used to calieterim feedback. Departments should use other means
such aghe survey function on Blackboard (Bbjhey wish to collect interim feedback from studerfor
subject improvement purposes.

3.4  Which SFQ results wilé included in the computation of departmengaid facultynorms?

The University has adopted theyg@ar moving averages in replacement of cumulative norms since the
2018/19 academic year. ltead of including all data in the computation of the departmdraad faculty
norms, SFQ results of the last 9 semesters are used to calculateydae Broving averagesiowever, it
should be noted that SFQ results from classes with very low response(eatg, less than 30%) or a small
number of responses (e, B should be interpreted and used with great caution especially in making
judgments about the teaching performance of a staff member, as those results might be quite unreliable

3.5 How willthe eSFQ be conducted?

By default, the eSFQ is conducted -oficlass, but teachers may opt forétass administratiomwith
approval from their DLTC.

3.5.1 Outof-class eSFQ

Qut-of-class eSFQ@ill be conducted in the standardised survey periods prescriy the University (see
Section 3.6 for survey periods).

On the first day of the survgyeriod,the eSFQ system will sead email tostudents invitingthem tolog in
to the eSFQ sitbor students(www.polyu.edu.hk/esfg/studentto complete the eSFQ. They ciuen
complete the eSF@t their own paceanywhere, anytimeutside class hourgntil the survey periognds

Each eSFQ form can be submittady once Once sbmitted, the studentwill not be able to reviséis/her
responses or do it agaiStudents can savaepartially completed eSFQ form for later completion and
submission. However, data from saved drafts without actual submission will not be capind@ttiuded in
the SFQ results.

During the survey period, students will be reminded of any incomplete elB@stemgeneratedemails
and/or SMSesSubject Leaders and teachers who wish to further promote student participation are
welcome to do so by means of ig®nal appeals. The eSFQ system praadiacility for Subject Leaders,
subject teachers and deparental SFQ administrators to check réiate response rates and send emails to
students.Staff members who wish to make use of this facility to boost respaates should do sduring

the survey period


http://www.polyu.edu.hk/esfq/student
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No emailinvitation andemail and/or SM$eminder wil be sent to the students if they do not have to do any
eSFQ or have completed them all.

3.5.2 Inclass eSFQ

In-classadministration is recommended for dses with low studenénrolments (e.g., 30 or below) to boost
the response rate, andxenption from approval to conduct ialass eSF@ithin the 13-week teaching
scheduleis given taclasses with enrolments of 30 dess

Staffmembers who wish to condutihe eSFQ in class are required to provide justification and where
appropriate, seek appral from their DLTChait If the subject teacher making the request is the DLTC
Chair, approval should be obtained from the Head of Department insteadh Semeste2, 2018/19
onwards,all in-class administration requests must be submitted and approvehére appropriate) via the
eSFQ systerar no inclass administration can be sap.

For the proposed survey peripdtaff members can decide on the start date of #&FQ exercise (hormally

on the date of the irclass administration). By default, the end date of the eSFQ exercise is the last day of the
nearest standard survey period. Staff members can alter the eteltdaanother date they deem

appropriate. However,he survey period cannot be shorter than 3 days and the designated end date cannot
be later than the default end date (s&ection 3.Gor survey periods).

For inclass &FQ administratiomo email invitation will be sentto the studentsionly one email reminder

will be sent to the nofrespondents on the second day of the designated survey period, unless the
designated survey period overlaps with the standard survey ge8taff members are welcome to

encourage studentsotparticipate in the eSFQ exercise via explanation in class and follow up on the response
rate by means of personal emails to studeifithey so desireThe eSFQ system provicke facility for Subject
Leaders, subject teachers and departmental SFQ adtraigs to check reatime response rates and send
emails to students. Staff membengho wish tomake use of this facility to boost response raséould do so

during the survey period

Each eSFQ form cae submittedonly once Once submitted, the studemtill not be able to revise his/her
responses or do it again. Students can save a partially completed eSFQ form for later completion and
submission. However, data from saved drafts without actual subomssill not be captured anthcluded in
the SFQ redts.

Allin-class eSFQ should be administered by administrative/support staff assigned by the department, and
the teaching staff concerned should be absent from the room/hall during the eSFQ exercise. The
administrative/supportstaff responsible for congtting theeSFQ in class mudearlytell the studentsthe
following information before conducting the-tlass eSFQ:

On whichstaff member(s)subject andoart(s) of teaching the students are providing feedback
Purpose othe SFQ

Instructions to doing theSFQ

Timeallowedfor the in-class eSFQ exercise

=A =4 =4 =

No spare mobile devices will be providdd students without access to a mobile device during thelass
eSFQ exercises. Tadministrative/supportstaff responsible for conducting the-gtass eSFQ showdk
those students to complete their eSFQ as soon as they have access to a computer or mobile device.
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A standardised PowerPoint presentation containinglass eSFQ instructions has been developed for
RS LJ NI Y SydirelieencdRe@rtments are webme to alapt the PowerPoint Presentation should
they decide to use it.

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

1 eSFQ systae website for Departmental SFQIRinistrators www.polyu.edu.hk/esfqgadmin
1 EDC websitehftp://edc.polyu.edu.hk/proceduressfo)

1 Viathe eSFQ icE located o the desktop okachclassroomiecture hallcomputer

3.6  Whenwill the eSFQ be conducted?
The outof-classe SFQuill be conducted irthe standardised srvey periodset outas follows:

Semesters 1 and 2 Summer Term
Teaching ends by Week 7 Teaching ends after Week 7

Mondayof Week6 to Tuesday off Mondayof Week 12 tahe day Mondayof Week 6 tahe day
Week8 of the semester before the University exam before the University exam
period starts period starts

As mentioned irSection 3.5.2for in-classeSFQ, staff embers can decide on the start date and end date of
the survey periodHowever, the survey period cannot be shorter than 3 days and the designated end date
cannot be later tharnthe default end date i.e the last day of the nearest standard survey period.

3.7 Requesito conducteSFQor subjectdheldoutside thel3-week teaching schedule

For subjects thatlo not follow the regular 13veek teaching schedulée.g., teaching goes beyond Week

13) and conducting the eSFQ within thewi8ek time frame does nateem appropriatethe department

should submit a request with justification to the DLTC Chair for approval to conduct eSFQ outside the end
of-term standardsurvey periodregardless of the class siz&€he request must be submitted and approved

via the eS@ system or no itlass administration can be set up.

ttSrasS y24S 0KIG GKS S{Cv akKz2dAZR y2i 06S 02y RdzO0GSR
equA @I f Sy G 6Sod3d FAYLIE FaaSaayvySyid 2N LINBEa Slgsandi A2y o>
the proposed survey periocannot cross over semestefthe latestpossiblesurvey end date is the last day

of a semester).


http://www.polyu.edu.hk/esfqadmin
http://edc.polyu.edu.hk/procedures-esfq
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4. How the eSFQ system works

Launching of the eSFQ system for the semester

v

Departmental SFQ Administrators (1) consult the staff members concern
regarding the eSFQ arrangements, (&ign classes to be sayed, and (3)
specify mode of eSFQ administration via the eSFQ system

v

Subject Leadergeceive an email asking them to input additional questiong
any) about the subjeatnce the Subject Leader information is inputted to the
eSFQystem by the Departmental SFQ Administrators

Subject Teachergeceive an email asking them to check subject informatig
input additional questions (if any) and update profilece the eSFQ
assignments are confirmed by the Departmental SFQ Administrator

v

1 Subject Leadeyinput additional qustions (if any) about the subject

>

1 Subject Teachergl) check and confirm with Departmental SFQ
Administrator subject information, student enrolments, mode of
eSFQ administration, and survey period; (2) input additional
guestions (if any) on their teachin() upload a photo of themselve$
(recommended)

v

During the standard survey period:

1 Students receive email and/or SMS invitation, asking them to
complete the eSFQ; nemespondents receive emand/or SMS
reminders, notifying them of any incomplete eSkEQplicable to out
of-classadministration only; for irclass administratiorseeSection 6
for invitation/reminder arrangements)

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

1 eSFQ system captures and summarises data fartieg

v

Release of subgt report and full/staff report to staff and departments
concerned for subject/programme evaluation and/or staff appraisal purpo
the day after the finalisation adverall assessmemesults.

From that day onwards, via the @3Bystemyww.polyu.edu.hk/esfgadmin

1 Departmental SFQ Administrators and Subject Leaders can acce;
subject reports

i HoD and the staff membencernedcan access the full/staff

reports
v

Students an access thaggregated5SFQ results o8ection | About the Subje
of the subjects they studied



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

Key Date Semesters 1 & 2
Weeks 3 10 Departmenta SFQAdministrators

1. check subiject lists

2. liaise with staff

3. assign classes to be surveyed

4. specify the mode of eSFQ administration

5. enter required information on the eSFQ system
Weeks 3 10 Subject Leaders and/deachergq1) check andcconfirm student

enrolments, subject information and mode @SFQdministrationwith
Departmental SFQ Administraid®) input additionalquestions related
to the subject and/or teachinggnd @) update profilejf so desired

Week 6¢ Tue of WeelB

Mid-semester eSFQ period

Surday of Week 10

Last dayfor Departmental SFQ Administrators to submitlass eSFQ
administrationrequests fori KS a4 SYSa i SNJ Fappovai |

Week12 ¢ Day before
Universityexamperiod starts

Endof-semester eSFQ period

Day after finakation ofoverall
assessmetresults

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

Last day of semester

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

Key Date

Summer Tem

Weeks X 5

Departmental SF@dministrators
1. check subiject lists
2. liaise with staff
3. assign classes to be surveyed
4. specify the mode of eSFQ administration
5. enter required information on the eSFQ system

Weeks X 5

Subject Leaders and/or Teachers (1)athand confirm student
enrolments, subject information and mode of eSFQ administration
Departmental SFQ Administrator, (2) input additional questions relg
to the subject and/or teaching, and (3) update prafifeso desired

Sunday of Week 4

Lastdayfor Departmental SFQ Administrators to submitlass eSFQ
administration request$or the semestefori KS 5 [ ¢ dpprové |

Week6 ¢ Day before University
exam period starts

Endof-term eSFQ period

Day afer finalisation ofoverall
assessmentesults

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

Last day of semester

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

The University dopts a number bstrategies to promote student participation in the eSFQ exercise.

eSFQ pamphlet

Distributingpamphlet containing essential information on the eSF(
exercise to new entrants via the Welcome Pguien out orthe
Welcoming Day

Email inviations

Inviting studentdo complete the eSF@n the start day of the
standard eSFQ periog& email

Note: Forin-classeSFQ administratiomo email invitationwill be
sent to the students

Campuswide posters and
banners

Putting upposters and bannes on campus during the eraf-
semester eSFQ period

Promotional videos

Broadcastinglsort videos each featuring a teaching stafémberto
encourage students to take part in the eSFQ exercise on campus
display TVs

Dedicated Blackboard module o
LEARN@dyU and banner on the
Student Portal

Alerting studentswith any incomplete eSFQ &@PU and Student
Portalwith a blinking Blackboard module and bannespectively

Email and SMS reminders to no
respondents

Reminding students of any incomplete eSk@ngthe standardeSFQ
periodvia emails and SMSes

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

Note: Forin-classeSFQ administratiommnly one email remindewill
be sent to the norrespondents on the second day of the designatg
survey period, unless the designated survey period overlaps with
standard survey @riod. Staff members are welcome to encourage
students to participate in the eSFQ exercise via explanation in cla
and follow up on the response rate by means of personal emails t
studentsif they so desire

Apart from the above strategies, subjecttghers are encouraged to urge their studentsespond to tle
eSFQ via alass explanatioor additionalemail remindersduring the survey period they wish to do so.
Subject teachers can check theaktime response rates and send additional email reders via the eSFQ

system \www.polyu.edu.hk/esfgadmin Please note that the University does not approve of extending the

survey period or repening a survey due to low response rate. Subject teachersl@partments are

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

10
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7. Analyss and reporting of the SF@ata

TheEducational Development Centig@Qwill be responsible for analygj and reportinghe SFQlata.
Two different reports will be prduced: (1) a fulbtaff report on both theresults of theteaching of the
individual staff member and the subje(t available) (2) a subject report on the results of the subjéat.
Section) only.

Thereports will be made available on the eSFQeaysthe day after thdinalisation of the overall
assessmentesults(please check the academic calendar for the specificglalbe $aff membersand Head
of Departmentconcerned can access thdl/staff reportsvia the eSFQ systefor their perusaland the
departmentconcerned can acceshsd subject repor for further distribution to various officersuch as the
Programme Leader arfdepartmentalLearningand Teaching€ommittee Chairman for programe
evalwation and improvemenpurposes. The éhd of Departmentoncernedhas the discretion to
disseminate the reports to relevant partias needed

8. Confidentiality

Confidentiality is emphassl in theSFQexercise All SFQ data and reports on individualfstaembers are
confidential. Access to the full/staff repaiis restricted tathe individual staff memberandthe Head of
Departmentconcernedas well a®ther relevant offiers orcommittees (appraisers etc.) if needed. EDC will
not disclose or discushe SFQ datafaan individual staff member to or with anybody other than the staff
member and the Head of Department concerned.

Likewise, aonymity of studenparticipation and feedback is promisatthe SFQ exercisénformation on
sii dzR Spérticip&don and theirindividual responses are anonymous and will pe released to the
departmentand staff membe(s) concerned.

9. Enquiry
Area Contact
SFQ plicies and guidelines Kenneth Bm, LTC Secretary
Email: kenneth.tam@polyu.edu.hk
Ext.. x4103
Room: TU422
eSFQ support Email: esfq.support@polyu.edu.hk

11
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10. Help from EDC

Help is available from EDC for individbBatulty/®hool members in interpretip the SFQ results, planning
teaching improvements on the basis of the feedbankl advising on alternative forms of student feedback
collection for teaching evidenadocumentation purposesPlease contact the persons indicated below if you
need any help.

Area Contact
SFQ Dr Christine ArmatasAssociate Director
Programme evaluation Email: christinearmatas@polyu.edu.hk
Ext.: x6298
Teaching & learning development project Room: TU608
evaluation
Collecting formative feedback for improving Dr Joseph ChowEducational Development Officer|
teaching o
Email: joseph.chow@polyu.edu.hk
Ext.: x6320
Room: TU612

Kannass CharEducational Development Officer

Emal: kannass.chan@polyu.edu.hk

Ext.: x6289

Room: TU606

Peer review & teaching portfolio DrBarbara TamEducational Development Officer

Email: barbara.tam@plyu.edu.hk
Ext.: x5108
Room: TU610

John SagerEducational Development Officer

Email: john.sager@polyu.edu.hk
Ext.: x5081
Room: TU613

12
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11. Operational manualor Academic Staff
11.1 Operatonal manual for Deans and Head$ Departments

The following operational manualis 6 I Yy &8 Q SF RBR 2 F 5uSd.Jt chldialsESh¢ cdeSsed at
www.polyu.edu.hk/esfqadminSubjecleaders, Subjedieacherand 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 Departmemtdl receive a notification email from thdniversity &FQAdministiator
upon the release of the SFQ reports each semedteey can log in to the eSFQ systesimg the login name
and password provided in the notification emailMiew the subject reportsfull/staff reports, faculty norms,
departmental norms, summaries &FQ results and generate summary repéot staffing exercise
Instructions to using the eSFQ system are given in the following sections:

11.1.1 Viewing SFQ SUDJEIEEPOIS........uuuiiiiiiiiiieeieee e eeeeeeeeee e e e e e e e e e e et s e e s s ea s s e s s s e s saassasreaeeerrsreesseeenees 14
11.1.2 Viewing SFQ TUll/STaff FEPOIS. ......coiiiiiiiiiei e 15
11.1.3 Viewing departmental BVEIAGgES. ......coiiiuiriiieie ettt e e s s e e e e e snnrees 16
11.1.4 Viewing departmental and faculty NOMMIS........ccccccciiiiiiiiiiiiieeeeeee e 17
11.1.5 Viewing summary Of SFQ IESUILS..........ooiiiiiiiiiiiieiee e re e 18
11.1.6 Downloading SFQ summary reptot staff appraisal, further appointment, etc..................... 19

13
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Operational Manualor Deansand Heads of Degtments 11.1.1 Viewing SFQ subject reports

11.1.1 Viewing SFQ subject reports

Deans and Heads of Departments cawthe subject reports of their Faculty/School and deparment
respectively.

Step1 Go tohttp://www.polyu.edu.hk/esfqadmirand log in using the login nanaed password
provided in the notificatioremail sent to you upon the release of the SFQ rep&isase note
that the password changes every semester when the results are released.

Step 2 To view the subject reports, cli@&EQ Reporin the top menu bar then selestiew SFQ Subject
Reportto display the list of available reports.

Q THE HONG KONG
Q'ab POLYTECHNIC UNIVERSITY

EHER TR ER

Electronic Student Feedback Questionnaire System

SFQ Reportw| | Analyticsw % switch to side bar

» | View SFQ Full Report

b | View SFQ Subject Report ]

» | Departmental Cumulative Norms

» | Faculty Cumulative Norms

Step 3 vy can search for a report by clicking Megnifying glass iccd” in the top left corner.

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

Click thePDF iconﬂ next to the record to display the subject report for that class.

View SFQ Subjec... *

Sl AP
Acad. Subject Subject Subj_ecl Subject : Subject
Yr_Sem. Code Title Section Component Filename Report

Code Code

2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO01 T4FB0016-S-FB1003.pdf @
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO02 T4FB0017-5-FB1003.pdf
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMO003 14FB0018-5-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO04 T4FB0O019-S-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO05 T14FB0020-S-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO0G T4FBO021-S-FE1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO7 14FB0023-S-FB1003.pdf ﬂ
2014-2 FE1003 FRESHMAN SEMINAR 003501 SEMOOS 14FB0024-5-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO09 14FB0025-S-FB1003.pdf ﬂ
2014-2 FB1003 FRESHMAN SEMINAR 003501 SEMO10 T14FB0026-S-FB1003.pdf ﬂ
2013-2 FB1003 FRESHMAN SEMINAR 003501 SEMOO1 13FB9009-S-FB1003.pdf ﬂ
2013-2 FE1003 FRESHMAN SEMINAR 003501 SEMOO02 13FB9008-S-FBE1003.pdf ﬂ
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Operational Manualor Deans and Heads of Departments 11.1.2 ViewingSFQ full reports

11.1.2 Viewing SFQ full/staff reports

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

Step 1

Step 2

Step 3

Go tohttp://www.polyu.edu.hk/esfqadminand log in using the login name and password
provided in the notification emil sent to you upon the release of the SFQ reports.

To view the subject reports, cli@&Q Repoiin the top menu bar then selettiew SFQ-ull
Reportto display the list of available reports.

POLYTECHNIC UNIVERSITY
HHEEL TR ER

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System B Logout

SFQ Reportw| | Analyticsv» % switch to side bar

[ b | View SFQ Full Report ]

» | View SFQ Subject Report
» | Departmental Cumulative Norms

» | Faculty Cumulative Norms

You can search for a report by clicking Megnifying glass iccé=. in the top left corner.

To sort the reports in ascending or descending order by academic year and semester, subje
code, subijectitle, subject section codesubject component coder staff memberclick the
corresponding columndader.

Click thePDF iconﬂ next to the record to display the subject report for that class.

View SFQ Full R... *

o ]

Subject Subject

Acad. Subject  Subject ) Full

i - Section Component Teacher Filename =

r.—Sem. Code Repo

Code Code

14FB0016-netida-012345

2014-2 FB1003  FRESHMAN SEMINAR 003501 SEMO001

Teacher A T-FB1003.pdf o

14FB0017-netidb-111112

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

2014-2 FB1003  FRESHMAN SEMINAR 003501 SEM003 Teacher A il
T-FB1003.pdf
14FB0019-netidc-4444444

2014-2  FB1003  FRESHMAN SEMINAR 003501 SEM004 Teacher C |
T-FB1003.pdf
14FB0020- netidc-4444444

2014-2  FB1003  FRESHMAN SEMINAR 003501 SEM005 Teacher C il
T-FB1003.pdf
14FB0021-netida-012345

2014-2  FB1003  FRESHMAN SEMINAR 003501 SEM006 Teacher A )
T-FB1003.pdf
14FB0023-netidd-555555

2014-2 FB1003  FRESHMAN SEMINAR 003501 SEM007 Teacher D =

T-FB1003.pdf
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Operational Manualor Deans and Heads of Departments 11.1.3 Viewingdepartmental averages

11.1.3 Viewingdepartmentalaverages
Deans andHeads of Departmentsan view thedepartmentalaverages of their own faulty/department.

Step1 To view thedepartmentalaveragesclickAnalyticsin the top menu bar then sele¢toD/Dean
then Dept. Averages

Q THE HONG KONG
&R

POLYTECHNIC UNIVERSITY
HFHEH TR

Electronic Student Feedback Questionnaire System

SFQ Reportw | § Analytics»| % switch to side bar

i 2[H0D_."Dean ’l b | Dept. Averages 3

¥ | Summary of SFQ Results

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

Step 2  Select the appropriate options from the drafpwn menus then clickownloadto generate the
report.

»

Dept. Averages

Department

Academic Year "

Class Size~

|
|
Subject Level * | v |
|
|

Subject Nature

Download
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Operational Manuafor Deans and Heads of Departments 11.1.4 Viewing departmental average and faculty cumulative norms

11.1.4 Viewingdepartmental and faculty norms

Deans, Heads of Departments, Subject Leaders, subject teachers and depatt8feQtadministrators can
view the departmental norms of their own department and the norms of all Faculties/Schools.

Step1 To view the departmental or faculty cumulative norms, cB€KQ Repoiin the top menu bar then
selectDepartmentalNormsor Faculty Nornsto display the list of available reports.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
&/ wmim o AE

Electronic Student Feedback Questionnaire Sysiem

SFQ Report~ || Analytics» % switch to side bar

F | View SFQ Full Report ;
k| View SFQ Subject Report

¥ | Departmental Norms

¥ | Faculty Norms

Step 2 Ciick thePDF icolld next to the record to display the report.

Q‘b THE HONG KONG

Q POLYTECHNIC UNIVERSITY
&/ mirmT A

Electronic Student Feedback Questionnaire System ' B Logout

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

X

View Faculty Cu...

L |

Faculty/School Report
FAST
FB I eq |
FCE @
FENG @I
FH @I
FHSS @
5D @I
SHTM @I
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Operational Manualor Deans and Heads of Departments 11.1.5 Viewing summary of SFQ results

11.15 Viewing summary of SFQ results

Deans and Heads Bfepartmentscan view and export a summary af availableSFQ results.

Step1 To view the summary, cligknalyticsin the top menu bar then sele¢toD/Dean then Summary
of SFQ Resulis

R

q KSR

Electronic Student Feedback Questionnaire System

THE HONG KONG

zb POLYTECHNIC UNIVERSITY

% switch to side bar

i 2[H0D_-"Dean | » | Dept. Averages

¥ | Summary of SFQ Results 3

SFQ Reportr,

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

Step 2 Use theArrow buttonsat the bottom to go to the first, previous, next or last page. Alternagivel
you can enter the page number to go to a particular page.

To search for a particular record, click tdegnifiying glass icoéj . Enter the relevant
information, then clickKSearch

To export the records to an Excel file, click Exeel file icor®,

Summary of SFQ

Subject p Part of Teaching Staff | No.of |Response | | 1A5
Acad. Yr. Sem Section Component 4 NetlD Enrolment | 1A1 1A2 1A3 1A4

Code Being Evaluated Name Returns Rate ' (Too Heav)
2014 1 BRE2031 031501 TUTO05 Small group Teacher A subteacher 33 12 36.36% 3.9 3.8 4.1 4.2 50.0% A
2014 1 BRE2031 031501 TUTO007 Ssmall group Teacher B subteacher 31 10 32.26% N/A  N/A N/A N/A NA
2014 1 BRE204 204501 TUTO003 Small group Teacher A subteacher 30 11 36.67% 3.8 4.0 4.0 3.9 20.0%
2014 1 BRE204 204502 LECOO1 Lecture Teacher B subteacher 28 14 50.00% 4.2 4.1 4.3 4.2 41.7%
2014 1 BRE261 261501 TUT002 Small group Teacher A subteacher 32 9 28.13% 3.6 33 37 3:2 88.9%
2014 1 BRE261 261501 TUTO04 small group Teacher A subteacher 29 9 31.03% N/A N/A N/A N/A NA
2014 1 BRE263 263501 TUTO01 Small group Teacher C subteacher 29 7 24.14% N/A N/A N/A N/A N/A
2014 1 BRE263 263501 TUTOO1 Ssmall group Teacher D subteacher 29 6 20.69% 4.5 4.5 4.7 4.2 20.0%
2014 1 BRE263 263501 TUTO08 Small group Teacher E subteacher 23 9 39.13% 3.8 42 4.0 34 22.2%
2014 1 BRE271 271501 TUTO04 Ssmall group Teacher A subteacher 26 12 46.15% 3.9 3.8 3.8 4.0 0.0%
2014 1 BRE2S02  S02501 LECO01 Lecture Teacher F subteacher 25 9 36.00% 4.0 4.3 40 37 11.%
2014 1 BRE315 315501 TUT0O1 small group Teacher M subteacher 17 1 64.71% 41 3.9 3.8 3.9 182%
2014 1 BRE31S 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 LEC001 Lecture Teacher K subteacher 66 26 39.39% 3.8 3.8 3.9 3.9 4.0%
2014 1 BRE329 329501 TUT001 Small group Teacher A subteacher 9 3 33.33% N/A N/A 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 3.9 0.0%
2014 1 BRE341 341502 LECOO1 Lecture Teacher A subteacher 13 4 30.77% 4.0 4.0 4.0 3.8 0.0%
2014 1 BRE341 341502 TUTOO1 Small group Teacher N subteacher 13 4 30.77%  N/JA N/A N/A N/A N/A
2014 1 BRE350 subteacher 173 69 39.88% N/A  N/A N/A N/A N/A
2014 1 BRE350 subteacher 27 9 33.33% 37 4.0 3.9 4.0 11.1%
2014 1 BRE350 1 108 e 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 3.6 3.8 13.5%
2014 1 BRE361 subteacher 134 49 36.57% 4.4 4.4 4.4 4.3 13.3%
2014 1 BRE363 36 Lecture Teacher A subteacher 86 35 40.70% 4.0 4.0 4.1 3.9 12.5%
2014 1 RRE2A2 %rnallnnﬂm 24 14 41 18% N/A  N/A  N/A N/A N/A . ¥

I il /108 » '\' [1-33/3537]
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Operational Manualor Deans and Heads of Deapments 11.1.6Downloading SFQ summary report for staff appraisal, further appointment, etc.

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

Deans and Heads of Departmeitmn downloadSFQsummaryreports of their teachingstaff member§5FQ
results with percentile range indicationp to the past 7 yearfor staffing exercisgor other relevant
purposes.

Step1l To download an SFQ summary report, chcklyticsin the top menu bar then sele¢toD/Dean
then Report for Staff Appraisal, Further Appt. etc.

&

Electronic Student Feedback Questionnaire System

THE HONG KONG
HFHH TR

zb POLYTECHNIC UNIVERSITY

% switch to side bar

1 2 HoD/Dean » Dept. Averages

b | Summary of SFQ Results

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

Step 2  Selectfrom the dropdown menus (1) the name of the staff, and (e number of yearso be
reviewed(1, 3, 6 or 7)Then(3)clickDownloadto generate and download the report.

POLYTECHNIC UNIVERSITY
FHE B TSR

Q THE HONG KONG
&R

Electronic Student Feedback Questionnaire System

SFQ Report=  Analytics™ % switch to side bar

Report for Staf... *

Year(s) to [g
Review 2 -
;
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Operational Manuafor Deans and Heads of Departments 11.1.7 Logging out of the eSFQ system

11.1.7 Logging out of the eSF&ystem

To log out of the eSFQ system, click tthgout linkin the top right corner.

Q THE HONG KONG
b POLYTECHNIC UNIVERSITY
&7 misE T oA

Y,

Electronic Student Feedback Questionnaire System . ' B Logout

SFQReport~  Analytics» Help> % switch to side bar

11.1.8 Further assistance and support

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

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

1 Browser addresg Copy the URL that @isplayed in the address line of your browser and paste it to
the email.
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11.2 Operational manual for Approvers

Some i-class eSFQ administration reqee[ ¢ / / K A NI Sectiorl LSNPt IHANdbOGK ®1She
mode of administration). If the teacher requestingdiass eSFQ adnistrationisthe DLTC/SLTC Chair,
approvalwill be soughtfrom the Head of Department instead.

You will receiva notification email when a request has been suitted to you for your approvaPlease
observe the deadline fapproving the requedhor eachclass recordn the notification emaiandon the

eSFQ system interfac¥ou will not be able to submit any decision when the deadline for approval has been
pas®d. Hease contact your Departmental SFQ Administraé® soon as possible regarding thsthey are

the ones responsible for setting up the eSFQ for the department.

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

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

Step1 Go tohttp://www.polyu.edu.hk/esfqadminand log in using your NetID and password.

Step 2 In the top menu barglick onApprover.

Q THE HONG KONG
b POLYTECHNIC UNIVERSITY
&F witm i

Electronic Student Feedback Questionnaire System

Subject Leader~ Teacherv SFQ Report~ Analyticsv Helpv % switch to side bar

Step 3  On the Approvertab, you can checkhe deadline forapprovalandthe approval statusf the
requests.

Approver *

EXP=)

Input In-Class eSFQ Request

) Subject Subject ) Request Deadline  §
Acad  Subject Subject e Proposed Surve: Proposed Surve, Approval Date of minder Last
—

Yr-Sem Cod fon Component ., Start Date Stan Decisi nt
T-Sem Code e us ision
Code  Code

Approval
Teacher A Ap
2016-2 RS2670 670501 LABOO4 :;E;Rli?;lws‘c“ 17 Mar 2017 24 ptoval

for approval ha: 2 Mar 2017
passed)

Status
2016-2 RS2670 670501 LECOO1 _itf;;i(xwgm Teacher A 24 Apr2017 01 :¢ Deadline ] 19 Apr 2017
Pending(deadline for
2016-2 RS2730 730501 LABOO4 ::3;;:5{&;??[ Teacher A 17mar2017 248 for approya[ has 07 Feb 2 Approval ov 2018 12 Mar 2017
passed)
12 Mar 2017
Pending(deadline
for approval has
passed)
19 Apr 2017
12 Mar 2017
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Operational Manualor Approvers

Step4 Doubleclick onarecord to view the proposed survey period and justification for conducting in
class eSFQ for that ctas

Approver  Subject Lea( Subject Code
Subject Section
Subject Component

‘ Subject Title

. Subje Sul Teacher
Acad Subject -~ \pproval Da
Sectic Cot NetlD |
Yr-Se Code et jtatus De
Code Cod
Mode of Conducting Survey In-class

2006- Survey Collection Period |05 jul 2017 To |31 jul 2017 within 13 Weeks ending

RS2730 7305C LA

Outside Week 13 pproval

Justification for conducting in- ¢ Enrollment of 30 or less

05 Jun 2017 Curr class surve :
J - Y v Atypical teaching arrangement

Other

Justification for conducting survey
outside Week13

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-class Approvaection.Input reason(s) for rejecting the
NBIlj dzS & & LANE @ISRE Please ndté thabrd ahariges can be made after saving y
decision.

G
=1

In-class Approval - Approved - Not Approved

Reason(s) for rejecting request Outside of University policy

Acad Subject

Yr-se Code Other

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

T~

In-class Approval O 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.

Step6  Click theSave iconksd to save youdecision. Upon saving, the system records the decision and
notifies the Department SFQ Administrafor their further actionvia email accordingly.
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11.3 Operational manual for Subject Leaders

The following operational manual BNJ { dz0 2S O0G [ SIF RSNBRQ dzaSo LG OFy ¢t
www.polyu.edu.hk/esfqadminSubject Teachers and Departmental SFQ Administrators should refeiirto the
correspondingnanuals as their system interfaxare different from that of the Subject Leaders.

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

11.3.1 Adding extra questions about thelFBCL..............coooiiiiiiiiie e 24
11.3.2 Updating an extra QUESTIQN...........ciiiiii e e e e e e e e e e e e e e e e e e aaaaaas 27
11.3.3 Deleting an eXtra QUESTION........ouuriiieiee e ittt e e e e ettt e e e e e s sibere e e e e s s s e e e e e e e e s nnsbrnneeeeesaanne 29
11.3.4 Importing pas questions previously added to the Subject.............ccccovviiiii e 31
11.3.5 Importing questions from question bank...............cccco i, 33
11.3.6 Previewing the QUESTIONNEY..............ccuueiiiiieiiiiie et e s e e e s eeeeee s 36
11.3.7 MONITOIING ThE SUIVEY......eeiiiiiiiiiiee et e e e e e e e e s e e e e e e e nnees 37
11.3.8 Viewing SFQ SUDJECE FEPOIIS.....uuuiiiiiiiiiiiiiie e e ee et e e e e e e ereeeseeeeees 39
11.3.9 Viewing departmental and faculty NOIMMIS............ooviiiiiiiiiii e 40
11.3.10VIEWING SUDJECT AVEIAGES. .. .. uueeiieeeiiiiteiiiae e e e ettt e e e st e e e e e s st e e e e s s sbber e e e e e e e s annnnneeeesd 41
11.3.11ComMbiINING SUDJECE FTESUILS... ...t e e e e e e e e e e e e e e e e e e e e e s e e e s e e s ee e nanane 43
11.3.12 Downloading raw data 0N SUDJECT............uuiiiiiiiiiie it 45
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113.1 Adding extra questions about the subject

Primary Subject Leaders can adthaximum of 5 extra guestiorislosedended and/or operended) in
Section | About the Subject of the SFQ (Seetion Xor SFQ structure and items). Please observe the
deadline for adding extra questions shown in each subject record on the eSFQ systéace and the
notification email sent to you upon any eSFQ assignment to your subjasy@ir departmental SFQ
administrators may set different deadlines fdifferent subjects Note that for the same subject, the
deadline for adding extra questisrabout the subject may be different frotine onefor adding extra
guestions about the staff member if you are also resjplolesfor the teaching of any classes of the subject.
You can check the deadlines for adding extra questions in the relevant tabs.

Note that Departmental Administratorsannotadd the extra questions for the primary Subject Leaders via
the administrator inerface of the eSFQ system.

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

Step1 Go tohttp://www.polyu.edu.hk/esfqadminand log in using your NetID and password.

Step 2 In the top menu bar, sele@ubject Leaderthen Add Extra Question about Subjefrom the
drop-down menu.

Q THE HONG KONG
sz POLYTECHNIC UNIVERSITY

e T NS

Electronic Student Feedback Questionnaire System ' B Logout
Teacher = SFQReport~ Analytics Help™ % switch to side bar

Add Extra Question about Subject ]

Monitor Survey

Step 3 IntheSubject to 2 evaluatedsection, 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
COMP31231 BUSINESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
ICOMP353'I IT ENTREPRENEURSHIP 07 Apr 201 ?]

EXTRA QUESTION ABOUT SUBIECT (max. FIVE questions)

s | 5|5 el e | v || ]| T |

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

24


http://www.polyu.edu.hk/esfqadmin

11.3.1 Adding extra question about the subject

Operational Manualor Subject Leaders

SteP 4 Click theCreate New Record icm in the Extra Question About Subjesection.

Step 5

Step 6

SUBJECT TO BE EVALUATED IN 2016/17 Semester 2

E

Add Extra Quest...

Subject Code Subject Title Deadline
COMF3131 BUSIMNESS AND INFORMATION SYSTEMS STRATEGIES 07 Apr 2017
COMP3531 IT ENTREFRENEURSHIP 07 Apr 2017

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)

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 adescription (optional) to give some background information about your extra
questions if deemed appropriate. Note that the description applies to all added extra

gquestionsand you are allowed to add only one description.
2. Choose the question type, then entgour question in the textboxNote that for the
closedended questions, you cannot change the scale descriptors of-fiwré scale and

the openended questionsnust be put after the closednded 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
07 Apr 2017

COMP3531 IT ENTREPRENEURSHIP

EXTRA QUESTION ABOUT SUBJECT (max. FIVE questions)
S| B Elall e | Ka] %

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

N
Z)
Question (max. 120 characters for each question) Question Type
\
* 5-Point Scale (5=Strongly agree ... 1=Strongly
2 disagree)  Open-ended
i J

RepeatSteps 4and5 to add more gestions. Note that you can agdmaximum of 5 questiorfer
each subject.

25



Operational Manualor Subject Leaders 11.3.1 Adding extra question about the subject

SteP 7 1o reorder the guestions, select a question then cIickUleé‘f‘ or Down icon™ to move it up or
down the list. Note that all opegnded questions will come after the closedded questions in

the questionnaire.

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)
RNEIEIE AR

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=St I e 1=5t I
It helped me learn more effectively and efficiently. oint Scale ( ey e T
1 disagree) ' Open-ended
5-Point Scale (5=Strongly agree ... 1=Strong|
How could your subject lecturer help you learn better? ( =L 2
disagree) * Open-ended
5-Point Scale (5=5trongly agree ... 1=5trongl
What are the two things that you LIKE about this subject/your lecturer? ( e a
disagree) '® Open-ended

Step 8 click theSave icorEEIi to save your newly added questioand description All saved questions
and descriptiorwill be automatically stored in the question bank which can be reused in your

other subijects.
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)

PGS [v]c][@][=]
Optional Description for All the extra gquestions 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=5t | . 1=51 I
It helped me learn more effectively and efficiently. oint Scale ( R e
disagree) ' Open-ended

5-Point Scale (5=5trongly agree ... 1=Strongl
How could your subject lecturer help you learn better? ¢ gy ag g
disagree) * Open-ended

5-Point Scale (53=5trongly agree ... 1=5trongl
What are the two things that you LIKE about this subject/your lecturer? ¢ = =
disagree) '® Open-ended
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11.32 Updating an extraquestion

Note that once the deadline for adding extra questions has passed, you will not be able to update your
guestion(s)r descriptionabout the extra questions.

Step 1 Inthe top menu bar, sele@ubject Leaderthen Add Extra Question about Subjedrom the
drop-down menu.

POLYTECHNIC UNIVERSITY
e T N5

Q THE HONG KONG
&R

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

¥ Monitor Survey

Step 2 In theSubject to be evaluategection, click on the relevant subject. The selected subject will t
highlighted in purple.
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