. KANSAI
% UNIVERSITY

Kansai University Course Questionnaires

2025 Spring Semester Administration Manual

Contents
I Overview 2
I Questionnaire Implementation Procedure 4
IT Check the Questionnaire Results of Courses in Charge - 10
IV Questionnaire Questions 16
V Students, Faculty, and Staff view the Results 21
VI Q&A 22

[Contact]

Center for Teaching & Learning
(SHOBUNKAN, 3rd floor)
E-mail : ctl-staff@ml.kandai.jp

Kansai University Center for Teaching & Learning

2025.4.25




| Overview

1 Purpose

The primary purpose of this questionnaire is to listen to feedback from students
who have taken the course and provide information that will contribute to the
continuous improvement of the course in the following semesters, based on the
students’ attitude towards learning and how well they achieved their goals in terms
of the course objectives. Secondly, by sharing the results with the students, we
aim to encourage the students who responded to the questionnaires to reflect on
their own learning activities, and to use the results as a reference for other students
in subsequent semesters. Thirdly, by widely publicizing the results, we aim to
enable FD (faculty development) for faculty members and SD (staff development)
among those involved in university administration, including faculty & staff, as well
as promote understanding of the university’s educational activities among
students and faculty & staff*.

With these purposes in mind, the results of these questionnaires will be

made available to faculty members and students, and will be used to guarantee and
improve the quality of education at the university.

* Those in possession of Information System Login IDs (see Q4 on p.23 for details)

2 Period
July 1, 2025 (Tue.) - July 31, 2025 (Thu.)

3 Process

Center for Teaching & Learning will send detailed

Received email from information on how to administer the

CTL office questionnaire to the instructors’ e-mail address
° registered with the University. The information
Information system will be sent out twice (on the day the
"Notices” disseminated  ;yestionnaire starts and before the 15th week of
classes).
*The second email will be sent to all instructors,
whether it has been conducted or not.
The information will also be provided in the
information system "Notices".
Instructors set own P.4-7
questions
and

After setting up instructors’ own questions in the
questionnaire system, download the response
request form to be distributed to students.

download the response
request form



We ask for your cooperation in conducting

-2 the questionnaire during the class.

=' The response rate is very important
for grasping the actual situation of the class.

Distribution to
students

Student
questionnaire
responses
(about 5 min)

Check
the questionnaire
results

PP.8-9

® Send the response request form by KU-LMS
message function.

OR

® Print out the response request form and
distribute it during the class.

(If there are absent students, please send it by
KU-LMS message function.)

During class hours as much as possible, instruct
students to scan the QR code (or URL) on the
response request form and complete the
questionnaire.

PP.10-15

During the period, instructors can check the
results from the “Course Questionnaires” section
of the Information System. (The results will be
aggregated immediately, at any time.)

About 2 weeks after the period, when the
university-wide aggregation is finalized ,
instructors can check cross-tabulations and
comparisons of course scores.

@ In principle, the aggregate results (in PDF
format) for each course will be made available
within the university through the syllabus
system . (p.21)

® The results of the university-wide survey will
be publicly available on the website of Center
for Teaching & Learning.

https://www.kansai-u.ac.jp/ctl/support/questionary/
3



I Questionnaire Implementation Proce

1 Setup for the instructor’s own questions
[Undergraduate schools / If wishing to set]

For undergraduate courses only, in addition to the 10 questions
shared across the faculties (see pp.16-18), the instructor can
set up to 2 questions of the instructor’s own.

The instructor can set up the questions in the form of "5-point
scale" and "Free answer”. If wishing to set the questions, please
do the following.

*Be sure to do this before informing the students.

To Course Evaluation
Questionnaire System

Click @[the Academic Affairs
Information] > @[Course
Evaluation Questionnaire], in the
Information System

To Course List

Click ®[Course List] > @the
applicable category (undergraduate
or graduate school)

Display of “@the applicable category (undergraduate or graduate

school)” in Step 2

A Depending on the size of the monitor of the device used, the entire
image may not be displayed. In that case, use the browser's zoom
function to reduce the size of the image to show the entire image.



To individual question
screen

Click ®[Question] in the column
[Instructors’ Questions]

2
POEBEEE0OOG|

To Edit Screen

Select ®the row of the question to AR (A% H>TIHE) «

be edited, and click @[Edit]. @ Lczian
*Q1 is a "5-point scale" and Q2 is a © '“* ‘!‘5 = —
"free text" response. T

1-2/ 2%

Question Entry

Enter the question in ®[Question text] field, click ®[Save]
and @[Close].

*The text you enter will be displayed directly to the students.
If the question text is blank, the question will not appear on
the student response screen.

*It is possible to set either Q1 or Q2.

*You may not edit any fields other than "Question Text." (including

answer choices) ‘

Screen of Q1 (5-point scale Screen of Q2 (free text)
z |
o r B 2 -

OLE]©

~ o OEE®




2 Setup for student information entry
[Undergraduate schools / If wishing to set]

In principle, the Questionnaire will be conducted anonymously;
however, if the instructor determines that student information
(affiliated faculty, grade, student ID number, and name) is
necessary, the instructor may set up the question.

The default setting for filling in student information is "Not
Required". If wishing to set the question, please do the following.
If "Not Required" is selected, the student information field will
not appear on the student's response screen.

*Be sure to do this before informing the students.

From the Information System to Course List

Same as steps 01-02 on p.4

Change Settings

Select ®[Required] in the column
[Enter Student Information].

*To the students, the questions
[affiliated faculty, grade, student

ID number, and name] will be
displayed.

If "Required" is set, all fields for student information (affiliated faculty,
grade, student ID number, and name) will be displayed. If you wish
students to answer only some of the information, please instruct

students which fields to complete when notifying them (P.8).




3 Download the response request form

From the Information System to Course List

Same as steps 01-02 on p.4

Download the response
request form

Select @ a button in the column
[QR Code List] to download the
response request form (Japanese
Ver. and English Ver.)

WAAY [BR7 5 — b AOBROSEN

TROQR— FRIHMDERL T < Eau.

ERP T~ MIWEBAR TRIL TV # T, FROURLERIZRI-
#BEDIT- I LN THEHD, DEEHHILET,

AlZO® 16T,
H

-OEENRIL, SHEETT.
(2023% 763 (7) ~2023
\ REL. SERERONNY b5 WS

COP 7~ HIBEROEABEETVERADT, 10 - JRT—FOA
NEFETT. EEE, REHATETOEARNET 52 CEBDELA.

BEs®)
10RI-FREARS, LWES- RASEHEL. JEEEREE. AT
[Por- R ROUYs, B0 [ComETENT
3es
-

The last code in the course name is the

timetable code. o mmA e R BERL TR,

Same as the code following the course name — BB R |
at the top of each course page in KU-LMS mEw T I
(different from the code in the PDF title) /

'We Conduct Course QUeSBONNaIne trough the web system, Piease 5can
the URL or QR code below by using your smartphone or other devices
and answer £ the Questionnaire,

The response request form is different for each course.

Using the automatic translation tool in Course Evaluation
Questionnaire System may cause download errors.
Please download the Japanese version of the system as it is.




4 Distribute the response request form to the course

students

How to send by KU-LMS message function

Send the downloaded response request form to your course
students using “KU-LMS” message function.

Kansai University Information & KU-LMS Operation Manual (pp.33-34 of PDF)

https://www.kansai-u.ac.ip/ctl/teacher/pdf/kyouin en .pdf

Eais

If the instructor scans the QR code on the response request form and copies and

displayed to the students. Attach the PDF data of the response request form.

A pastes the URL of the answer page to distribute, the answer page will not be

The students themselves scan the QR code.

Use the following explanation template when informing the course students.

You may modify it as needed, but make sure to make it easy for them to respond.

Title : Please complete the Spring Semester Class Questionnaire.

The purposes of the questionnaire are as follows:

The primary purpose of this questionnaire is to listen to feedback from students who have
taken the course and provide information that will contribute to the continuous
improvement of the course in the following semesters, based on the students’ attitude
towards learning and how well they achieved their goals in terms of the course objectives.
Secondly, by sharing the results with the students, we aim to encourage the students
who responded to the questionnaires to reflect on their own learning activities, and to use
the results as a reference for other students in subsequent semesters. Thirdly, by widely
publicizing the results, we aim to enable FD (faculty development) for faculty members and
SD (staff development) among those involved in university administration, including faculty
& staff, as well as promote understanding of the university’s educational activities

among students and faculty & staff*.
With these purposes in mind, the results of these questionnaires will be

made available to faculty members and students, and will be used to guarantee and

improve the quality of education at the university.

*This questionnaire does not require personal identification such as ID or password. The
answers will be statistically processed and will not be used to identify individuals. And it has

nothing to do with your grades.

*It is optional to complete the questionnaire. Even if you don't answer, you will not suffer
any disadvantage. If you don't want to answer a question, you can skip it, or/and you can

stop halfway.

*The obtained information will not be used for any purpose other than the above. Please

understand the purpose of the questionnaire and give us your honest opinions.

Period: July 1, 2025 (Tue.) - July 31, 2025 (Thu.)

Answer method: Scan the QR code or URL in the attachment, answer from smartphones,
PCs etc.

Time required: about 5 min

* *x % *x % x If you set the question for student information entry, and wish students to
answer only some of the information (affiliated faculty, grade, student ID number, and/or
name) fill in the following: * * * x * %

®Please answer only [OO, OOQY] for the last question about student information.




Distribution on printed paper
(If not distribute in KU-LMS)

Please print out the downloaded response request form and
distribute it during class. Choose Japanese Ver. or English Ver.
according to students.

*If there are absentees, please send it by KU-LMS message
function.

The response request form is different for each course.

"year, semester, day of week and time period”, "course name”, and

g When responding, please instruct students to be sure to check the
“instructor name" on the response screen.

Once a response is confirmed, it cannot be modified or canceled.



Check the Questionnaire Results of Course

1 During the period: Checking the preliminary results

To Course Evaluation
Questionnaire System

Click ®[the Academic Affairs
Information] > @[Course
Evaluation Questionnaire], in the
Information System

To Course List

Click ®@[View Results] > @[Course
List]

Display of aggregate
results

Select ®[year, semester,

undergraduate or graduate school].

Click ®a button in the column
[Results (quick report)] from the
Course List.

The current results will be displayed.

[Undergraduate schools]

®[=
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2 After the period ends: Viewing the aggregate results
[Undergraduate schools]

About 2 weeks after the period, you can view the aggregate
results (PDF format).
*The results will not be displayed during the period.

From the Information System to Course List

Same as steps 01-02 on p.10

a7 K

Display of aggregate
results

Select @[year, semester,
undergraduate or graduate school].
Click @a button in the column
[Results (PDF)].

The questionnaire results will be
displayed.

@ See pp.12-13 for cross-tabulations and comparisons of course scores.
@ See p.14 to review the free entry-response [Undergraduate schools]
and the results [Graduate schools] .
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3 Checking the cross-tabulation

[Undergraduate schools]

About 2 weeks after the period, you can cross-tabulate the

aggregate results for

each course by questions.

*The results will not be displayed during the period.

From the Information System to Course List

Same as steps 01-02 on p.10

Select a Subject from the

Course List

Select @[year, semester,

undergraduate or graduate school]. 8
Click @a button in the column

[Cross-tab]

Display of cross-tabulation

results

(®Select a question to cross-
tabulate.

@Click [Cross-tab Display].

The cross-tabulation results
will be displayed.

%37 wRa-r mawass a6 an mas  SERME gy gy
o a
¢
8 @ &
8 @ &
PATMRIE
m #AE RS WE | BR | msER e
v BEREERE [JORKHER] RYSEIUYILTESN @
D028 AN (EIRL T <2
e
=8 (Rw) | (P 8RN BURC CCOERDMR LR T LN, ~ Was the progress of this dlass suitable for you? I
mo omse) | (FER BN A6 o ToOEEOMIGEUITLID,  Was e progress of this.ciass sutable for you? l

BM1xBE10Y0ZKH

@
ML BeE Tt vasso. MR

@

1ea1

/Tt was suitabl| {9IEL) /It was so
e. mewhat fast.

PELLAIE was

/LTt was slow, BTt was fast. L]
mewhat slow.

WL\t was slow.

PRELTtwasso, EX

mewhat fast, %

U118 was fast

"
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4 Comparison of Course Scores
[Undergraduate schools]

You can compare scores across course.
*The results will not be displayed during the period.

To Course Evaluation Questionnaire System

Same as step 01 on p.10

To Comparison of
Course Scores

Click @[View Results] >
@[Comparison of Course Scores]

Display of Comparison Graphs

(®Select courses to compare. (two or more courses can be selected)
Click @[Make Course Comparison Graph].
The Course Comparison Graph will be displayed.

SN a4
fa) BAE
\\_4/ KANSAI UNIVERSITY 727 — 227 L
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5 Download the questionnaire results data
[Undergraduate and graduate schools]

The raw data for questionnaire results can be downloaded. The
free entry-response [Undergraduate schools] and the results
[Graduate schools] are available in raw data.

*The raw data will not be downloaded during the period.

From the Information System to Course List

Same as steps 01-02 on p.10

Download Raw Data for Each Course

Select W[year, semester, undergraduate or graduate school].
Select @a subject for download.

(@)™

&

st - monE-w
wnens
BYDOFE B 202355855 g @

IR (POF) (3. RFMIHIT

r i-a/am
wipam wivan = . ey -k s T

Download Raw Data for All Courses

Select @[year, semester, undergraduate or graduate school].
Click @[Raw Data Batch Output]

o s
= Bﬂﬁk% ~ PRESS Y
KANSAI UNIVERSITY 77— k2T 4
L uEERz WRF =t EaOuA-&
IBYOBE— | 2023620 _ 28 2 [©) [
RIEE (FOF) 3. EFRNYRTULRGCEREZNET.
1-4 /48 BFEAN: 108 208 304 08 1008
Rilay fow 0-F- OF HEI-F mEmmas T RAI-E mns  FARANR gy gy przs  wa MA mseAm @mEAR MW
B @ @
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6 Setting the aggregate results to private
[Undergraduate schools]

About 3 weeks after the response period ends, in principle, the
aggregate results (in PDF format) for each course will be made
available within the university through the syllabus system .

If you wish to make the results private, make sure to change the
setting by August 21 (Thu.).

*When “Public” is set, persons with information system login IDs
will be able to view them. (see Q4 on p.23)

*When “Private” is set, only the instructor can view the results.
The course students, students outside the course, and other
faculty & staff will not be able to view them.

From the Information System to Course List

Same as steps 01-02 on p.4

Change the Setting

Select @[Private] in courses list.

G =
(w) AKX .
NEEY KANSAIUNIVERSITY Poir= ko274
| HE-R . HETL-F MR
AN

Frl—ba FARP -k

HE-H

QRI-KA  HEJ-F HEEeNS HES FINBOR) BAEE  GEER (TESY s sTBR

BEE0EEEE

E

@ See p.21 to view the results from the syllabus system.
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IV Questionnaire Questions

1 Questions [Undergraduate schools]

Students are asked the following 13 questions (10 shared across
the faculties + 3 set by the instructor) and up to 5 questions
unique to each faculty.

*Actual response screen of students is as follows

HEA HMEAYTIL
nEA HEXBY T

QLBHREICE>TZDBREDEREFBITULED. / Was the progress of this class suitable f
or you?

EL\/Tt was slow.

101D ), /It was somewhat slow.
).~ It was suitable.
AoYDIRL), /Tt was somewhat fast.
LTt was fast.

Q2.BRREICE>TTOERRDHMBEBII TLIEH. ~ Was the difficulty of this class suitabl
e for you?

S ULVTt was easy.

12428 LU\ /Tt was somewhat easy.
&)/ Tt was suitable.

2192 L L\ /It was somewhat hard.
UL\ /Tt was hard.

Q3.EEREF>S)(Z (BREE, BEER. BEHE) [CR>TIHFbhELED. / Did the class pr
oceed according to the syllabus (the course description, course objectives, and course
content)?"

TIOnJz./Yes, it did.

HBEFEITHNIZ/Yes, to an extent.
EEBEENFL/T am not sure.
HEDITONIZN DT/ No, not really.

T2 >7=./No, not at all.
=5)(RERTLVEL/T did not read the syllabus.

Q48 E(I. ZREOEMEFHNNDORDSEERED TVELED
¥ <COHEMRE. SERETRMESTESEALIES . AAE. BEATH> TEHEALMSIRESR
ALWTEREFEZSULUTVWSEBSPLAR—MECIIRBOBESEHDITIOT. ThEEHTES

WICEZEULTSEEL. >
/ Did the instructor confirm the understanding of the students while running the clas
Cra

HEHTLVZ A Yes, they did.
HHREEH TLVE /Yes, to an extent.
EEBEENAAL/T am not sure.
HEODHESHTLVEN D7~ No, not really.
ESHTLVRN D TZ/No, not at all.

16



Q5.COEETIXRULTELVWERSIEDEIRTRATLES L. (HEEEIR)
¥ <ZOEME. NERETRVES[R. BTRIFIEOOHEBELTLIES. HEROLH] [
ETRRLNT—RA > MOFTEELTLEE . >

/ Please select everything you would like us to work on regarding this class. (You may
select multiple answers.)"

=5) (R Syllabus

$¥#: 18],/ Course content

Eof3044. Distributed course materials
EEROIRIE ~In-class environment
SHBAMATF5.~Method of explanation

BROMAH URER/ (D—RA > Fa&) /Method of presentation (writing on the blackboard, Power
Point, etc.)

EERE Class content

BERASNVFBDZIE .~ Learning support outside of class hours
FHENDIELT ~Way of interacting with students
FPBED D — ) (w4, Assignment feedback

#5272\ Nothing in particular

Q6. 7HEH. ¥E. JIAOILYHIC, BE 1EHEDFHLTEDERERERRBMEPLELE

. / How much time did you spend outside of class hours reviewing, preparing, or wo
rking on assignments per class?

F3 - §B%2 < LN 7271 did not prepare or review at all.
305558,/ Less than 30 minutes.

3053~ 1B5R8K%.30 minutes to less than one hour.
1~2B5R5%.7 0ne to less than two hours.
2~305R% ~ Two to less than three hours.

385R8LLE .~ Three hours or more.

Q7.COEREICOVWTERNICERDEHEIULICH. / Were you motivated to work hard in this
class?

BARBCERDHEAIE Yes, I was.
HBIFEEAICENDFBAT  Yes, to an extent.
EB5EENIRLT am not sure.

HFE DEERBY(CEUD A TLVRLY/No, not really.
BARBYICERD#EA TLVRL )/ No, not at all.

Q8.5B1IC(E. CORERONERETELEDEEZERLUELICH. / Did you achieve the course ob
jectives for this class?

SERL T/ Yes, 1 did.

BHDIEEIEM TSI Yes, to an extent.

dE DB TEIAN 27271 am not sure.

ER TERD D72/ No, 1 did not.

HiEBHEZFS7L\/T do not know what the course objectives were.

Q9. 4ENCHEL T, COREEFRROSIEDOTUICH . / Based on your overall evaluatio
n, was this class meaningful?

BEOHZEDRE DI Yes, it was.
HBIEEBEDHBEDE D/ Yes, to an extent.
EB5EELELLL/T am not sure.
HFEOBEHDED TN D2/ No, not really.
BEOHDIED TN D=/ No, not at all.
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* The following from
Q10 will appear only
when the instructor set.

(Pp.4-6)

— <

Q10. CONMEOVWTDRELTELVET 3PABLTRLVWES SFBNEANLTIERL,  /Please enter your thoughts about any of the
following,

DRELTELLETS
Things you would like the instructor to continue doing in the class

FOXFETANTEET,

4

TF/S0XF

QEWLTELLETS
Things you would like the instructor to improve in the dass

NEFETANTEET,

D

LF/SOLF

COECRASEA(FIMBADTT

COUECIRBEM(FARORRESADEY,

COECRASN(HAMKFADET

COTECRERM(RER)OEREN A DET,

TOREICOWTANLTLEEW, / This question is displayed, only when the instructor

FFE./ Affiliated Faculty
[ ]

FF/ Grade
[ ]

Fi8E= ./ Student ID Number
[ )

BE/ Name

18



2 Questions [Graduate schools]

Questionnaire for graduate schools (except the
Graduate School of Science and Engineering)

*Actual response screen of students is as follows

NES& HBEAGZTIL
BEH BEAY T

ROEBRBICOWTHEA <IEELW, / Please answer following questions.

QL.ZOBREORBEWHMITLED. (BB : BRRSHERESD THoN DIDPI<IDTRIFEENT
WizhS) / How was this class? (Was the content of the dass as you expected, was there any effort
to make it easy to understand, etc.)

5, 00X T CADC= & 9,

XF/5,000F

Q.ZORERCOVWTORBAZBENIEEBVWELLD. (BF : BEROES. RIBNOEYE. fHkEE0N
F3%) / Did you think the teaching method was appropriate for this class? (Attitude of the instructor,
appropriateness of handouts, use of information equipment, etc.)

B WX FTECAAT=ET,

XF/5,000XF

Q.CORRCLIRRLBZOVNEOTLICH. (NS : BT ST EHFTEH, RAMIDENER >
%) / Were you satisfied with the results of this dass? (Did you understand the material, were you
more interested in the subject than before?)

O FE CATCrE 9.

XF/S,0008F

QU.COBRECHT ISR-ORARBIVIHTLIED . (BB : IHELED, FR-GRREERNCHRDEAA
JZH3E) / How was your attitude toward this class? (Did you attend well? Were you motivated to
prepare for and review the material?)

5, WX FECAANTZE T,

XF/5,000F

Q5.COBERICET S - 26 - BBV TLLEL. (B3 : 26 -ARESESORRE. NRF) / Were the
fadilities, equipment, and devices related to this class appropriate? (How well equipped and effective
are the fadilities and information equipment, etc.?)

WX T & CAATEET

XF/5,0000F

Q6. =M. CORECHISZCHAEEE: &L\, / Please write any other comments you have
regarding this dass.

5, 00X T CAACT &S

XF/5,0000F
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Questionnaire for the Graduate School of Science
and Engineering

*Actual response screen of students is as follows

HE& ABAT> T
nas HERBE>TIL

ROEHECDOVWTBEALEZL\. / Please answer following questions.

QL.ZOWMEERMU TR EEBDNIAERBL T EE L\, / Please describe what you think was good
about taking this course.

Z

WF/5,0009F

QL.COWEDRBARICOVTRRETEDSC LN BNLRBLTEEL, / Please describe any suggestions
you have for the lecture method of this course.

)

R¥/5,0009F

Q3.TDE. COMRICHTIRRSBNILRBL TLEEL. / Please describe any other opinlons you have
about this course.

RF/5,0009F
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V Students, Faculty, and Staff view the

1 Viewing the results (Students/Faculty & staff)

Students, faculty, and staff can view the aggregate results for
each course, including those from previous years (2020 and
beyond).

*Only courses that have been set “Public” can be viewed. (p.15)
*The result reference field will not appear for courses that have
not been conducted or are set “Private”.

To the Syllabus System

Click ®[the Academic Affairs
Information] > @[Search for
Syllabuses], in the Information
System

Search for Courses

Click ® [Search for Courses]
@Select the year

®Enter a course name

Click ®[Search]

e

- @REXE
View Results o

BN & 5 /X R AR5 syllabus search
=

Click @a course name in the column e
[Course List] in the search results.
The syllabus for each course will be
displayed. @
Click on ®the URL, [Refer to the
results] at the bottom of the syllabus.
The result(PDF) will be displayed. —

e e e o o ]




VI Q&A

Q1 How are the questionnaires related to the three policies and the
syllabus?

A: The university’s three overarching policies (Diploma Policy, Curriculum Policy,
and Admission Policy) are disclosed on the university website. They aim to develop
the “Ability to Think and Act” based on the founding motto and the University motto.
In addition, each of the 13 Faculties has its own three policies based on the overall
university policies, which are also available on the website.

In the syllabus, the relationships (correspondence) between individual courses are
clearly indicated based on each faculty’s diploma policy. The purpose of the syllabus
is to make the academic skills and abilities to be cultivated through the
undergraduate program (curriculum) visible by organizing the relationships
between the courses taught.

In this context, course questionnaires enable us to confirm, from a

bottom-up perspective, whether each course is making an appropriate contribution
to the fulfillment of the Diploma Policy by examining the degree to which the course
objectives are achieved.

Q2 How can I make use of the instructor's original questions?
[Undergraduate school only]

A: Instructors can set their original questions to the students.

Instructors can set up questions in the form of 5-point scale and free-text
questions (pp.4-5).

There are many ways to use these questions. For example, the question can be
used to verify the effectiveness of the use of teaching assistants (TA) or learning
assistants (LA), or to check whether offering related books and materials enhanced
students’ comprehension.

Center for Teaching & Learning provides support on how to use the questions, so
feel free to ask for assistance.

I Q3 Will the students’ anonymity be protected?

A: Yes.

Students do not need to enter any personal information when responding. In
addition, the system is designed such that respondents cannot be identified.
*Only if instructors set the entry of student information, individuals are identified
(p.6).
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I Q4 What is the scope of disclosure of the questionnaire results?

A: The scope of disclosure is as follows,

®DAggregate results for each course [Undergraduate school]

About 3 weeks after the response period ends, in principle, the aggregate results
(in PDF format) for each course will be made available within the university to
persons with information system login IDs through the syllabus system. (p.21)

If you choose “Private” (only the instructor views), please set it as “Private”. (p.15)
Free text responses are not included in the public release, and are to be viewed
only by the instructor. (p.14)

*"Those with an Information System Login ID” refers to students/faculty members
(full-time, part-time, visiting professors, researchers, professors emeritus/emerita),
and staff (full-time and part-time). In addition to the above, officers (the
Chairperson of the Board of Trustees, trustees, auditors, councillors, and executive
advisors) also have IDs, and the results are widely disclosed for the purpose of SD
for those involved in university management.

@University-wide aggregate results [Undergraduate school]

About 3 weeks after the response period ends, the university-wide aggregate
results of the undergraduate school questionnaire will be publicly available on the
website of Center for Teaching & Learning.

https://www.kansai-u.ac.jp/ctl/support/questionary/

®Questionnaire results [Graduate school]
The results of the graduate school questionnaire will be disclosed only to
instructors and will not be made public.

Q5 Are the results of the questionnaire used to evaluate instructors’
performance?

A: No.

We have established guidelines for the use of the questionnaire results. The
guidelines clearly state that “the questionnaire results are not to be used for
evaluation of individual instructors”, so that these are not to be used for
performance reviews.
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I Q6 How should I administer the questionnaire for an omnibus course?

A: For an omnibus course, follow the instructions of the grader.

In an omnibus course, all instructors can operate the Course Evaluation
Questionnaire System, but follow the instructions of the grader and make
adjustments as necessary to inform students.

Students’ response results can also be viewed by all instructors.

However, the setting of the instructor’'s own questions (p.4-5) and the setting of

the student information entry (p.6) can only be operated by the instructor in charge
of grading.

I Q7 Can students modify their answers?

A: No.

When students clicks "Submit”, responses are finalized. Once responses are
confirmed, instructors and students cannot modify them.

Therefore, instruct students to be sure to check the "year, semester, day of week
and time period”, "course name”, and “instructor name" before responding, and
explain that they cannot modify their responses.

In addition, when a instructor mistakenly distributes a response request form for a
different class, the responses cannot be modified or canceled.

I Q8 Is it necessary to conduct the questionnaire in class?

A: Please conduct the questionnaire in class.

Conducting the questionnaire in class is desirable in order for students to assess
themselves as accurately as possible regarding their own learning outcomes.

It is also possible to avoid non-course student responses by conducting the
questionnaire during class.

In addition, there is a concern that some students may forget to respond outside of
class time.

For these reasons, it is desirable to conduct the questionnaire in class. But
instructors can be flexible in conduct of the questionnaire according to the progress
of the class.
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I Q9 Should students access the response form through KU-Wifi?

A: Students do not necessarily need to access through KU-Wifi.

They can also respond through their mobile carriers (docomo, au, Soft Bank etc.).
Note that depending on their mobile plan, they may be charged for the mobile
connection. There is no need to stop them to use mobile connections if they choose,
but do not instruct them to do so when responding.

I Q10 How should I handle students who do not have smartphones?

A: Please instruct students to respond from a device other than a smartphone.

Instruct them to respond from a classroom PC or their own PC during the period. If
they need a QR code, please give them a response request form (to take home).

If they have a device that can scan QR codes in class, such as a smartphone, laptop,
or tablet, instruct them to bring it to class if they can, by the week before the
questionnaire is administered. It makes the questionnaire go smoothly.

Q11 Instructor names, course names, etc. displayed in the course
evaluation questionnaire system are garbled.

A: When using the Course Evaluation Questionnaire system, use the following
recommended environments.

m Windows (PC)
Microsoft Edge, Google Chrome, Mozilla Firefox

® Mac (PC)

Safari
*Using extensions such as translation tools may cause the text to be garbled even

when using a recommended environment. If this occurs, contact Center for
Teaching & Learning.
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