[Bachelor's course] Guideline for Course and Students’ Learning Survey,
Winter Quarter 2024

Mori Arinori Institute for Higher Educaiton and Global Mobility,
Hitotsubashi University

Hitotsubashi University evaluates the Course and Students’ Learning Survey for undergraduate courses.
Please familiarize yourself with the procedure, which will follow the guidelines listed below.

o Survey period : Dec 2(Mon), 2024 - Feb 12(Wed), 2025

e Courses covered by the survey :
All undergraduate courses for winter quarter, autumn/winter term,

all year round and winter intensive courses are subject to being surveyed.
(Courses with just a few students can be excluded. (less than 20))

e How to survey
oln the face-to-face class and live-streamming class, please at the end of the lesson, give students time
to complete the questionnaire for about 10 minutes and encourage students to answer in manaba.
Before you finish the class, make sure your students have completed their answers.
olf your course is on-demand class, we will announce on the CELS bulletin board that students will
complete the class survey.In-class instruction is not always necessary.

e Courses with two or more instructors (Except for’PACE”)
The survey is carried out by course, one survey for one course. If the course is taught by two or more
instructors, please contact with each other to ensure that the survey is conducted by one of them.

e Answer submission
The survey answers can be submitted only once and_they cannot be changed once the survey has
submitted. So, please be careful and with the timing if you want to add extra questions.

¢ Designated questions by faculty, graduate school, and area
There are four items that can be asked by faculty or area. Questions will be added to the questionnaire
only if you contact the Mori Arinori Institute for Higher Education and Global Mobility in advance.

¢ Additional questions by the instructor
Instructors’ personal questions also can be added Q11-Q14 or Q15-Q18. Questions can be presented by
writing them on a blackboard, or distributed with a handout. Please note that these questions will not be
shown on the survey results, so please keep them by yourself.

e Comments
A comment space is provided so that students can write any comments and opinions on the course, but
the instructors can also indicate a specific theme on which they wish to receive feedback from the
students. You may encourage students to write as many comments as possible.



¢ Questions for the survey
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Did the course syllabus have enough information to decide on registration?
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What was your rate of attendance on this course?
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How many hours did you work at home for each class? Please include time for reading books and research papers

related to the course, and time to discuss content related to the course with friends and family in addition to
preparation and review for each class in study time.
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Were the aims and objectives of the course clear to you?
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Did you understand clearly the methods and criteria for students grading?
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Did you understand clearly what the instructor said in class?
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Did the textbooks and educational materials help to understand the content of the course? Please leave blank if there
is no designated textbook or educational material.
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Do you think the instructor was enthusiastic enough?
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Did you find taking this course was worthwhile for you?
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When did you answer this survey?
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Please write your opinions on how to improve the course,

¢ Feedback from instructors (see the Course Evaluation manual)
Instructors can feed back on the survey results through manaba (the Collect Assignment page).

e Survey results and feedback
oThe survey results can be checked on a real-time basis. (see the Course Evaluation manual)
oOnce the survey period is over, the survey results and comments will be circulated through manaba in
PDF form to all instructors and students.
oPlease remember that access to manaba will become invalid when 60 days have passed after you have
resigned.
oThe survey results (except comments) will be made public through the University Library etc.

If you have any further inquiries, please feel free to contact the Mori Arinori Institute for Higher Education
and Global Mobility.(Serita / Shimaunki).

E-mail : edu-dc.g@ad.hit-u.ac.jp

t. - 8996



Course Evaluation

For instructors

Announcing students about the course evaluation

—Pre-class on the day the survey is administered—
manaba survey will be administered at the next class. Please answer the survey from your computer,
cell phone, tablet, or other device within the time frame. If you have time to spare, you may also
answer the questionnaire in advance. In addition, the following message will be sent from the Vice
President in charge. This case will not identify any individual from the results of the survey responses,
but this survey is intended to help us improve our classes. Please be mindful not to slander or
defame individuals just because they cannot be identified, but rather to provide your thoughts and

opinions on how to improve the classes."

—On the day of the course evaluation—

In the face to face class,please let your
students answer the course evaluation
survey for 10 minutes at the end of the
class. Please announce 1~6 and finish the

class after the course evaluation.
¥ (For on-demand classes) In-class announcements by
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the instructor are not required. A notice will be posted in
CELS for students to complete the survey while reviewing
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the manual.

1. We are doing the course evaluation on manaba. Please
access manaba in a separate window and answer the
questions. That the survey will not identify studentsas
individuals, but please do not use offensive words in
expressing your opinions.

2.First, go to the Hitotsubashi University Home Page.
Then, click on Current Students and login to manaba.
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3.Click on the course evaluation located in Specific _~~

Assignments/Surveys at the top of manaba My Page.

4. Click on Survey Room.

5.Select our course title from the course evaluation list
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in Specific Assignments/Surveys.

6.Click Start and answer questions.
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7.Please be sure to click Submit to finalize your s
submission.Teachers, please leave your class room after

reading instructions 1 through 6.
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For instructors

Course Evaluation

How to check course evaluation results )
The results of a course evaluation survey can be = mmmm e B | ) ,_B78 |
displayed (in Excel and pie chart) real-time in the e
following steps: e
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v The source data which the instructor can

download doesn’t include any personal @ nE
information (e.g. User IDs, names and Student @, il
ID).

v’ To display the latest survey results, refresh the
Collect Assignment page.
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For instructors

Course Evaluation

How to check the tabulated results per course and list of open-ended comments )

The tabulated survey results per course and list of P e o) e
open-ended comments can be confirmed after Bez
completion of the survey analysis. e
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I Collect Assignment

3. Confirm the course evaluation result R
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Results and Feedback
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How to provide feedback from the instructor
J
Instructors can also provide feedback on the | albedman
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