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1. Purpose of SFQ  

The Student Feedback Questionnaire (SFQ) is one of the formal channels at PolyU to collect student 

feedback on teaching and learning for both developmental and judgemental purposes. The SFQ results can 

be used by the teaching staff and programme/subject team to identify the strengths and weaknesses of a 

subject offered as well as the teaching of the staff member concerned for their reflections and 

improvements. They will also be used as one of the sources of evidence in judging a staff memberΩs teaching 

performance in the annual staff appraisal and in important personnel decisions regarding (re)appointments, 

tenure and promotion [see Operation Manual of The 2011 Framework for Appointment, Promotion and 

Retention of Academic Staff (HRO, 2012)].  

 

2. Structure and items of SFQ 

The SFQ form consists of two sections, namely, Section I About the Subject and Section II About the Staff 

Member. The structure and items are outlined as follows: 

Section I About the Subject 

¶ 5-6 standard items oƴ ǎǘǳŘŜƴǘǎΩ ƭŜŀǊƴƛƴƎ ŜȄǇŜǊƛŜƴŎŜ ƻŦ ǘƘŜ ǎǳōƧŜŎǘ 

¶ A set of customised items on the achievement of learning objectives/intended learning outcomes 

(General University Requirements (GUR) subjects only) 

¶ 2 standard open-ended questions 

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

 

Section II About the Staff Member 

¶ 2 standard items on the overall view about the teaching of the staff member  

¶ A set of Faculty-based items endorsed by the respective Faculty Board   

¶ 1 standard item on the use of the medium of instruction  

¶ 2 standard open-ended questions 

¶ A maximum of 5 additional questions set by the individual subject teacher (optional)  

 

For the standard items used across Faculties/School, see Appendix A. 

For the customised items for individual Faculties/Schools and categories of GUR subjects, see Appendix B.  

For ideas on additional questions about the subject or teaching of the staff member, see 

http://edc.polyu.edu.hk/sfq-sample-questions. 

 

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

From 2014/15 onwards, all SFQs will be conducted online via the electronic SFQ (eSFQ) system in 

replacement of the in-class, paper-based SFQ.  

The following sections set out the policy and operational guidelines on conducting the eSFQ, endorsed by 

the Academic Council (AC) and Learning and Teaching Committee (LTC) in July 2014. 

https://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 Importance for departments to ensure accuracy and updatedness of teaching assignment 

and student enrolment records on AS system 

As the administration of the eSFQ is primarily based on the AS records regarding teaching assignments and 

student enrolments, any inaccurate or incomplete information shown in the AS records will lead to problems 

in administering the eSFQ. Departments should, therefore, make every effort to ensure that the teaching 

assignments and student enrolments in the subject and class components (tutorials, seminars, laboratories 

and studios in particular) are accurate, complete and regularly updated on the AS system. In particular:  

¶ In order to deploy the eSFQ, the teaching staff members concerned must have a valid PolyU NetID 

(pseudo NetID will not work) and this information must be included in the class records on the AS 

system. No eSFQ can be conducted for the staff members if they do not have a valid NetID. 

Departments should ask their teaching staff members (especially part-time visiting lecturers) to apply 

for a PolyU NetID if they do not have one. For more information on the eligibility and registration for 

a NetID, visit ITSΩ NetID Management Service webpage: http://www.polyu.edu.hk/its/staff/service-

areas.  

¶ Departmental SFQ administrators should contact their departmentΩǎ corresponding AS staff should 

there be any problem updating the teaching assignments on the AS system. Allow at least one day 

for the teaching assignments/class records to be updated on the eSFQ system. 

¶ To avoid sending the wrong eSFQ forms to students due to class group changes, students who would 

like to switch to another seminar/tutorial group must seek approval from their subject teachers, 

who should then notify the department for the administrative staff to update the student 

enrolments of the class records accordingly via the AS system. 

 

3.2 Who should be included in the SFQ exercise? 

All full-time and part-time staff having a major teaching responsibility (see Section 3.3 for definition) for any 

subjects/classes of any PolyU award-bearing programmes at the sub-degree, undergraduate and 

postgraduate levels should be included in the SFQ exercise.  

Teaching Assistants (TAs) employed under the Teaching Postgraduate Studentship (TPS) Scheme or research 

students who are required to teach should be excluded from the exercise [see Guidelines for Evaluation of 

TA under TPS Scheme (VPAD, 2012)]. If departments would like to collect student feedback for TAs or 

research students who are required to teach, they should use other means such as the survey function on 

Blackboard (Bb) to do so. 

 

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

The eSFQ should be conducted for all staff members for all of their subjects/classes in which they have a 

major teaching responsibility. A major teaching responsibility is considered as teaching contribution to the 

same component of the same subject of no less than 6 sessions (roughly 45%).  

In team-taught situations where staff members do not have a major teaching responsibility in a subject/class 

they teach, or in subjects that involve multiple teachers each teaching/supervising a small sub-group of the 

students in class (e.g. studio class, FYP), only Section I About the Subject of the eSFQ should 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
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administered and no eSFQ should be conducted on the teaching of the individual staff members concerned 

(i.e., Section II About the Staff Member), unless otherwise deemed appropriate by the Head of Department.  

In service teaching situations, the eSFQ should be conducted by the subject offering department using its 

faculty-based eSFQ form regardless ƻŦ ǘƘŜ ǘŜŀŎƘƛƴƎ ǎǘŀŦŦΩǎ ŀŦŦƛƭƛŀǘŜŘ ŘŜǇŀǊǘƳŜƴǘΦ The HŜŀŘ ƻŦ ǘƘŜ ǎǘŀŦŦΩǎ 

affiliated department can request the staff member concerned to submit the eSFQ report of the subject if 

needed.      

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

members concerned.  

Note that the eSFQ should not be used to collect interim feedback. Departments should use other means 

such as the survey function on Blackboard (Bb) if they wish to collect interim feedback from students for 

subject improvement purposes.  

 

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

The University has adopted the 3-year moving averages in replacement of cumulative norms since the 

2018/19 academic year. Instead of including all data in the computation of the departmental and faculty 

norms, SFQ results of the last 9 semesters are used to calculate the 3-year moving averages. However, it 

should be noted that SFQ results from classes with very low response rates (e.g., less than 30%) or a small 

number of responses (e.g., ƴҖ5) should be interpreted and used with great caution especially in making 

judgments about the teaching performance of a staff member, as those results might be quite unreliable. 

 

3.5 How will the eSFQ be conducted? 

By default, the eSFQ is conducted out-of-class, but teachers may opt for in-class administration with 

approval from their DLTC.  

 

3.5.1 Out-of-class eSFQ 

Out-of-class eSFQ will be conducted in the standardised survey periods prescribed by the University (see 

Section 3.6 for survey periods).  

On the first day of the survey period, the eSFQ system will send an email to students, inviting them to log in 

to the eSFQ site for students (www.polyu.edu.hk/esfq/student) to complete the eSFQ. They can then 

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

Each eSFQ form can be submitted only once. Once submitted, the student will not be able to revise his/her 

responses or do it again. Students can save a partially completed eSFQ form for later completion and 

submission. However, data from saved drafts without actual submission will not be captured and included in 

the SFQ results. 

During the survey period, students will be reminded of any incomplete eSFQ via system-generated emails 

and/or SMSes. Subject Leaders and teachers who wish to further promote student participation are 

welcome to do so by means of personal appeals. The eSFQ system provides a facility for Subject Leaders, 

subject teachers and departmental SFQ administrators to check real-time response rates and send emails to 

students. Staff members who wish to make use of this facility to boost response rates should do so during 

the survey period. 

http://www.polyu.edu.hk/esfq/student
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No email invitation and email and/or SMS reminder will be sent to the students if they do not have to do any 

eSFQ or have completed them all. 

3.5.2 In-class eSFQ 

In-class administration is recommended for classes with low student enrolments (e.g., 30 or below) to boost 

the response rate, and exemption from approval to conduct in-class eSFQ within the 13-week teaching 

schedule is given to classes with enrolments of 30 or less. 

Staff members who wish to conduct the eSFQ in class are required to provide justification and where 

appropriate, seek approval from their DLTC Chair. If the subject teacher making the request is the DLTC 

Chair, approval should be obtained from the Head of Department instead. From Semester 2, 2018/19 

onwards, all in-class administration requests must be submitted and approved (where appropriate) via the 

eSFQ system or no in-class administration can be set up.  

For the proposed survey period, staff members can decide on the start date of the eSFQ exercise (normally 

on the date of the in-class administration). By default, the end date of the eSFQ exercise is the last day of the 

nearest standard survey period. Staff members can alter the end date to another date they deem 

appropriate. However, the survey period cannot be shorter than 3 days and the designated end date cannot 

be later than the default end date (see Section 3.6 for survey periods).  

For in-class eSFQ administration, no email invitation will be sent to the students; only one email reminder 

will be sent to the non-respondents on the second day of the designated survey period, unless the 

designated survey period overlaps with the standard survey period. Staff members are welcome to 

encourage students to participate in the eSFQ exercise via explanation in class and follow up on the response 

rate by means of personal emails to students if they so desire. The eSFQ system provides a facility for Subject 

Leaders, subject teachers and departmental SFQ administrators to check real-time response rates and send 

emails to students. Staff members who wish to make use of this facility to boost response rates should do so 

during the survey period. 

Each eSFQ form can be submitted only once. Once submitted, the student will not be able to revise his/her 

responses or do it again. Students can save a partially completed eSFQ form for later completion and 

submission. However, data from saved drafts without actual submission will not be captured and included in 

the SFQ results. 

All in-class eSFQ should be administered by administrative/support staff assigned by the department, and 

the teaching staff concerned should be absent from the room/hall during the eSFQ exercise. The 

administrative/support staff responsible for conducting the eSFQ in class must clearly tell the students the 

following information before conducting the in-class eSFQ: 

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

¶ Purpose of the SFQ 

¶ Instructions to doing the eSFQ 

¶ Time allowed for the in-class eSFQ exercise 

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

ŘŜǇŀǊǘƳŜƴǘǎΩ ǳǎŜ and reference. Departments are welcome to adapt the PowerPoint Presentation should 

they decide to use it.  

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

¶ eSFQ system website for Departmental SFQ Administrators (www.polyu.edu.hk/esfqadmin)  

¶ EDC website (http://edc.polyu.edu.hk/procedures-esfq)    

¶ Via the eSFQ icon  located on the desktop of each classroom/lecture hall computer 

 

3.6 When will the eSFQ be conducted? 

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

Semesters 1 and 2 Summer Term 

Teaching ends by Week 7 Teaching ends after Week 7 
 

Monday of Week 6 to Tuesday of 
Week 8 of the semester 

 

 

Monday of Week 12 to the day 
before the University exam 

period starts 
 

 

Monday of Week 6 to the day 
before the University exam 

period starts 
 

 

As mentioned in Section 3.5.2, for in-class eSFQ, staff members can decide on the start date and end date of 

the survey period. However, the survey period cannot be shorter than 3 days and the designated end date 

cannot be later than the default end date i.e., the last day of the nearest standard survey period.  

 

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

For subjects that do not follow the regular 13-week teaching schedule (e.g., teaching goes beyond Week 

13) and conducting the eSFQ within the 13-week time frame does not seem appropriate, the department 

should submit a request with justification to the DLTC Chair for approval to conduct eSFQ outside the end-

of-term standard survey period, regardless of the class size. The request must be submitted and approved 

via the eSFQ system or no in-class administration can be set up. 

tƭŜŀǎŜ ƴƻǘŜ ǘƘŀǘ ǘƘŜ Ŝ{Cv ǎƘƻǳƭŘ ƴƻǘ ōŜ ŎƻƴŘǳŎǘŜŘ ŘǳǊƛƴƎ ƻǊ ŀŦǘŜǊ ǘƘŜ ǎǳōƧŜŎǘΩǎ ŜȄŀƳƛƴŀǘƛƻƴ ƻǊ ƛǘǎ 

equƛǾŀƭŜƴǘ όŜΦƎΦ Ŧƛƴŀƭ ŀǎǎŜǎǎƳŜƴǘ ƻǊ ǇǊŜǎŜƴǘŀǘƛƻƴύΣ ƻǊ ŀŦǘŜǊ ǘƘŜ ǊŜƭŜŀǎŜ ƻŦ ǘƘŜ ǎǳōƧŜŎǘΩǎ ŦƛƴŀƭƛǎŜŘ ƎǊŀdes, and 

the proposed survey period cannot cross over semesters (the latest possible survey end date is the last day 

of a semester). 

 

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

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

¶ Subject Teachers (1) check and confirm with Departmental SFQ 

Administrator subject information, student enrolments, mode of 

eSFQ administration, and survey period; (2) input additional 

questions (if any) on their teaching; (3) upload a photo of themselves 

(recommended)  

During the standard survey period: 

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

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

¶ eSFQ system captures and summarises data for reporting 

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

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

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

¶ HoD and the staff members concerned can access the full/staff 
reports 

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

of the subjects they studied  

Launching of the eSFQ system for the semester 

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

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

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

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

 

Key Date Semesters 1 & 2 

Weeks 3 ς 10 Departmental SFQ Administrators 
1. check subject lists  
2. liaise with staff 
3. assign classes to be surveyed  
4. specify the mode of eSFQ administration 
5. enter required information on the eSFQ system 

Weeks 3 ς 10 Subject Leaders and/or Teachers (1) check and confirm student 
enrolments, subject information and mode of eSFQ administration with 
Departmental SFQ Administrator, (2) input additional questions related 
to the subject and/or teaching, and (3) update profile, if so desired 

Week 6 ς Tue of Week 8 Mid-semester eSFQ period 

Sunday of Week 10 Last day for Departmental SFQ Administrators to submit in-class eSFQ 
administration requests for ǘƘŜ ǎŜƳŜǎǘŜǊ ŦƻǊ ǘƘŜ 5[¢/ /ƘŀƛǊΩǎ approval 

Week 12 ς Day before 
University exam period starts 

End-of-semester eSFQ period 

Day after finalisation of overall 
assessment results 

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

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

 

Key Date Summer Term 

Weeks 3 ς 5 Departmental SFQ Administrators 
1. check subject lists  
2. liaise with staff 
3. assign classes to be surveyed  
4. specify the mode of eSFQ administration 
5. enter required information on the eSFQ system 

Weeks 3 ς 5 Subject Leaders and/or Teachers (1) check and confirm student 
enrolments, subject information and mode of eSFQ administration with 
Departmental SFQ Administrator, (2) input additional questions related 
to the subject and/or teaching, and (3) update profile, if so desired 

Sunday of Week 4 Last day for Departmental SFQ Administrators to submit in-class eSFQ 
administration requests for the semester for ǘƘŜ 5[¢/ /ƘŀƛǊΩǎ approval 

Week 6 ς Day before University 
exam period starts 

End-of-term eSFQ period 

Day after finalisation of overall 
assessment results 

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

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

 

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

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

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

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

Campus-wide posters and 
banners 

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

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

Dedicated Blackboard module on 
LEARN@PolyU and banner on the 
Student Portal  
 

Alerting students with any incomplete eSFQ on L@PU and Student 
Portal with a blinking Blackboard module and banner respectively 

Email and SMS reminders to non-
respondents 

 

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

 Week 6 & 
Week 12 

Week 7 & Week 13 Week 8 & the week 
before University 
exam period 

Email 
reminder 

Friday Monday, 
Wednesday, Friday 

Second last day & 
last day of survey 
period 

SMS 
reminder 

-- Monday & Friday Last day of survey 
period 

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

 

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

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

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

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

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

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

http://www.polyu.edu.hk/esfqadmin
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7. Analysis and reporting of the SFQ data 

The Educational Development Centre (EDC) will be responsible for analysing and reporting the SFQ data. 

Two different reports will be produced: (1) a full/staff report on both the results of the teaching of the 

individual staff member and the subject (if available); (2) a subject report on the results of the subject (i.e. 

Section I) only.  

The reports will be made available on the eSFQ system the day after the finalisation of the overall 

assessment results (please check the academic calendar for the specific dates). The staff members and Head 

of Department concerned can access the full/staff reports via the eSFQ system for their perusal, and the 

department concerned can access the subject reports for further distribution to various officers such as the 

Programme Leader and Departmental Learning and Teaching Committee Chairman for programme 

evaluation and improvement purposes. The Head of Department concerned has the discretion to 

disseminate the reports to relevant parties as needed. 

 

8. Confidentiality 

 

Confidentiality is emphasised in the SFQ exercise. All SFQ data and reports on individual staff members are 

confidential. Access to the full/staff reports is restricted to the individual staff members and the Head of 

Department concerned, as well as other relevant officers or committees (appraisers etc.) if needed. EDC will 

not disclose or discuss the SFQ data of an individual staff member to or with anybody other than the staff 

member and the Head of Department concerned. 

Likewise, anonymity of student participation and feedback is promised in the SFQ exercise. Information on 

sǘǳŘŜƴǘǎΩ participation and their individual responses are anonymous and will not be released to the 

department and staff member(s) concerned.  

 

9. Enquiry 

 

Area Contact 

SFQ policies and guidelines Kenneth Tam, LTC Secretary  

Email: kenneth.tam@polyu.edu.hk    
Ext.: x4103  
Room: TU422 

eSFQ support Email: esfq.support@polyu.edu.hk  

 

  

mailto:kenneth.tam@polyu.edu.hk
mailto:esfq.support@polyu.edu.hk
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10. Help from EDC 

Help is available from EDC for individual Faculty/School members in interpreting the SFQ results, planning 

teaching improvements on the basis of the feedback and advising on alternative forms of student feedback 

collection for teaching evidence documentation purposes. Please contact the persons indicated below if you 

need any help. 

Area Contact 

SFQ 

Programme evaluation  

Teaching & learning development project 
evaluation 

Collecting formative feedback for improving 
teaching 

Dr Christine Armatas, Associate Director   

Email: christine.armatas@polyu.edu.hk  
Ext.: x6298 
Room: TU608 

Dr Joseph Chow, Educational Development Officer 

Email: joseph.chow@polyu.edu.hk  
Ext.: x6320 
Room: TU612 
 

Kannass Chan, Educational Development Officer   

Email: kannass.chan@polyu.edu.hk  
Ext.: x6289  
Room: TU606 

Peer review & teaching portfolio Dr Barbara Tam, Educational Development Officer   

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

John Sager, Educational Development Officer   

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

 

mailto:christine.armatas@polyu.edu.hk
mailto:joseph.chow@polyu.edu.hk
mailto:kannass.chan@polyu.edu.hk
mailto:barbara.tam@polyu.edu.hk
mailto:john.sager@polyu.edu.hk
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11. Operational manual for Academic Staff  

11.1 Operational manual for Deans and Heads of Departments 

The following operational manual is for DŜŀƴǎΩ ŀƴŘ IŜŀŘǎ ƻŦ 5ŜǇŀǊǘƳŜƴǘǎΩ 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 eSFQ Administrator 

upon the release of the SFQ reports each semester. They can log in to the eSFQ 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 eSFQ system are given in the following sections: 

 

11.1.1 Viewing SFQ subject reports ............................................................................................................. 14 

11.1.2 Viewing SFQ full/staff reports ........................................................................................................... 15 

11.1.3 Viewing departmental averages ........................................................................................................ 16 

11.1.4 Viewing departmental and faculty norms ......................................................................................... 17 

11.1.5 Viewing summary of SFQ results ....................................................................................................... 18 

11.1.6 Downloading SFQ summary report for staff appraisal, further appointment, etc. .......................... 19 
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11.1.1 Viewing SFQ subject reports 

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

respectively. 

 

Step 1 Go to http://www.polyu.edu.hk/esfqadmin 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. 

  

Step 2 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.  

 

 

Step 3 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  next to the record to display the subject report for that class.  

 

 

  

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


Operational Manual for Deans and Heads of Departments 11.1.2 Viewing SFQ full reports 

15 

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

  

Step 2 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.  

 

 

Step 3 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, subject component code or staff member, click the 
corresponding column header.  

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

 

 

 

netida-012345- 

netidb-111111- 

netidc-4444444- 

netida-012345- 

netida-012345- 

netidc-4444444- 

netidd-555555- 

http://www.polyu.edu.hk/esfqadmin
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11.1.3 Viewing departmental averages 

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

Step 1 To view the departmental averages, click Analytics in the top menu bar then select HoD/Dean, 
then Dept. Averages.  

 

 

  

Step 2 Select the appropriate options from the drop-down menus then click Download to generate the 
report. 

 

 

  

 

  

1 
2 

3 
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11.1.4 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. 
 
  

Step 1 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.  

 

 

  

Step 2 Click the PDF icon  next to the record to display the report.  
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11.1.5 Viewing summary of SFQ results  

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

  

Step 1 To view the summary, click Analytics in the top menu bar then select HoD/Dean, then Summary 
of SFQ Results. 

 

 

  

Step 2 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  . 

  

1 
2 

3 
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11.1.6 Downloading SFQ summary report for staff appraisal, further appointment, etc. 

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

  

Step 1 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. 

 

  

  

Step 2 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.  

 

 

 

1 
2 

3 

2 

1 

3 
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11.1.7 Logging out of the eSFQ system   

 

 

 

 

 

 

 

 

 

 

 

11.1.8 Further assistance and support 

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

information if possible: 

¶ Screenshot ς 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 

¶ Browser address ς Copy the URL that is displayed in the address line of your browser and paste it to 

the email. 

 

 

 

 

 

 

 

 

 

 

To log out of the eSFQ system, click the Logout link in the top right corner.  
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11.2 Operational manual for Approvers 

Some in-class eSFQ administration requires 5[¢/ /ƘŀƛǊΩǎ ŀǇǇǊƻǾŀƭ όǎŜŜ Section 3.5.2 of the Handbook for the 

mode of administration). If the teacher requesting in-class eSFQ 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 

eSFQ 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 eSFQ for the department. 

Should you have any question, please contact your Departmental SFQ Administrators or eSFQ Support 

(esfq.support@polyu.edu.hk).  

 

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

 

Step 1 Go to http://www.polyu.edu.hk/esfqadmin and log in using your NetID and password.  
 

  

Step 2 In the top menu bar, click on Approver.  
 

 

 
  

Step 3 On the Approver tab, you can check the deadline for approval and the approval status of the 
requests.  
 

 

 

Teacher A Chan Ming 

Teacher A 

Chan Chan 

Teacher A 
Chan 
Chan-

mailto:esfq.support@polyu.edu.hk
http://www.polyu.edu.hk/esfqadmin
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Step 4 Double-click on a record to view the proposed survey period and justification for conducting in-
class eSFQ for that class.   
 

 

  
  

Step 5 Select the appropriate option in the In-class Approval section. Input reason(s) for rejecting the 

ǊŜǉǳŜǎǘ ƛŦ άbƻǘ ŀǇǇǊƻǾŜŘέ ƛǎ ǎŜƭŜŎǘŜŘΦ Please note that no changes can be made after saving your 

decision.  

 

 
  

Step 6 Click the Save icon  to save your decision. Upon saving, the system records the decision and 

notifies the Department SFQ Administrator for their further action via email accordingly.  
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11.3 Operational manual for Subject Leaders 

The following operational manual is fƻǊ {ǳōƧŜŎǘ [ŜŀŘŜǊǎΩ ǳǎŜΦ Lǘ Ŏŀƴ ŀƭǎƻ ōŜ ŀŎŎŜǎǎŜŘ ŀǘ 

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 eSFQ system if any eSFQ has been assigned to their 

subjects. They can log in to the eSFQ system to add extra questions about the subject, monitor the survey 

and view the subject reports. Instructions to using the eSFQ system are given in the following sections: 

 

11.3.1 Adding extra questions about the subject ........................................................................................ 24 

11.3.2 Updating an extra question ............................................................................................................... 27 

11.3.3 Deleting an extra question ................................................................................................................ 29 

11.3.4 Importing past questions previously added to the subject ............................................................... 31 

11.3.5 Importing questions from question bank .......................................................................................... 33 

11.3.6 Previewing the questionnaire ........................................................................................................... 36 

11.3.7 Monitoring the survey ....................................................................................................................... 37 

11.3.8 Viewing SFQ subject reports ............................................................................................................. 39 

11.3.9 Viewing departmental and faculty norms ......................................................................................... 40 

11.3.10 Viewing subject averages .................................................................................................................. 41 

11.3.11 Combining subject results ................................................................................................................. 43 

11.3.12 Downloading raw data on subject ..................................................................................................... 45 
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11.3.1 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 I About the Subject of the SFQ (see Section 2 for SFQ structure and items). Please observe the 

deadline for adding extra questions shown in each subject record on the eSFQ system interface and the 

notification email sent to you upon any eSFQ 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 eSFQ system.  

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

 

Step 1 Go to http://www.polyu.edu.hk/esfqadmin and log in using your NetID and password. 
 

 
 

Step 2 In the top menu bar, select Subject Leader, then Add Extra Question about Subject from the 
drop-down menu.  
 

 

 
  

Step 3 In the 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.  
 

 

http://www.polyu.edu.hk/esfqadmin
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Step 4 Click the Create New Record icon  in the Extra Question About Subject section.  

 

 

Step 5 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. 

 

  

Step 6 Repeat Steps 4 and 5 to add more questions. Note that you can add a maximum of 5 questions for 
each subject.  

2 

1 



Operational Manual for Subject Leaders  11.3.1  Adding extra question about the subject 

26 

Step 7 To reorder the questions, select a question then click the Up or Down 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.  

 

 

Step 8 Click the Save icon  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. 

 

1 

2 
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11.3.2 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.  

Step 1 In the top menu bar, select Subject Leader, then Add Extra Question about Subject from the 
drop-down menu.  

  

 

 

  

Step 2 In the Subject to be evaluated section, click on the relevant subject. The selected subject will be 
highlighted in purple.  

  

 

 
 
 






































































































