
 
To all full-time and part-time instructors 

 
 

Guide to Carrying Out Student Course Evaluations 
 
This Guide provides information on how to carry out student course evaluations and things to be careful about. 
We explain a range of matters from things to keep in mind when implementing the evaluations to putting 
together the Self-Assessment and Self-Evaluation Report. We hope that you will find this Guide useful when you 
carry out your course evaluations. 
 If you have any inquiries please contact the Education and Research Support Office  
(Self-Assessment and Self-Evaluation Committee Office on extension 1186 or by e-mail to kenkyu-jimu@ac.jp).    
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1. “Student Course Evaluation” request   
Thank you for your ongoing efforts to contribute to education at Nanzan University. The University conducts 
systematic and ongoing student course evaluations aimed at improving the quality of education provided at the 
University by identifying the areas that members of staff need to improve in their courses and by encouraging an 
active policy of self-development. Thus, we intend to continue with our self-assessment and self-evaluation 
program as an integral part of our faculty development activities. We appreciate your understanding and 
cooperation in student course evaluations. 
 
2. Rules for the selection of courses for evaluation 
The following four basic principles are used for selection.   
 
・ Selected by course code (ascending or descending order etc.)  
By changing the approach (ascending or descending) every quarter, we do our best to avoid selecting courses 
that have already been selected in the past. 
 
・ Those instructors in charge of courses for which the evaluation results from the same quarter in the previous 
academic year fell below a certain standard will have that same course evaluated if they are still in charge of it.    
By evaluating the same course, the Self-Assessment and Self-Evaluation Committee is able to ascertain if 
improvements have been made. 
 
・If a course falls into any of these four categories it will be excluded from having to undergo an evaluation 

survey.  
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1. Seminar sessions of seminar courses   

The number of people taking seminars tends to be small, so we exclude these from selection of 
courses for evaluation because it is possible to identify the respondents and because the nature of 
such courses does not suit the multi-choice questionnaire approach. 

2. Intensive courses  
These are excluded because of difficulties in terms of the schedule for delivery of content.    

3. Courses that are delivered by multiple instructors 
These are problematic because it is difficult to identify the instructor to be evaluated.   

4. Courses that have fewer than five students enrolled  
These are excluded because it is possible to identify students if the number of respondents is small. 
Also, if the number of students is small the value of the collated data and averaged values have less 
meaning. 

 
However, with regard to courses selected for evaluation, if someone such as the dean of the faculty or director 
of the center considers that the course is not suitable for evaluation, after consultation with the chairperson of 
the Faculty Development Committee, a decision may be made to change the list for selection. 
 
3．Viewing of the comments section by the Faculty Development Committee  
With regard to the results of the questionnaire, the Faculty Development Committee will use them as explained 
below, where necessary reporting them to the Self-Assessment and Self-Evaluation Committee. Please 
understand that this is designed to improve the school-wide educational capacity of Nanzan University.) 
 
(1) Collated results   
Data analysis will be carried out in order to improve the quality of lessons.  However, the analysis will be done 
in a manner that ensures that data regarding the identity of instructors and students etc. is anonymized.  
(2) Viewing the comments section 
We will look at the responses written in the comments section for courses that fall into the following four 
categories for questions 15 and 16:  
Category 1: Courses for which the average evaluation score was lower than 3.0 for questions 3-14. 
Category 2: Courses for which the response to question no. 14, concerning overall satisfaction, was lower than 
3.0. 
Category 3: Courses that recorded an average score lower than 2.0 in one of questions 3-14. 
Category 4: Courses that for questions 3-14 exceed the University’s average evaluation score within that course 
category and meet criteria determined by the Faculty Development Committee or for question 17, when the 
relevant office will be contacted and the data used to facilitate improvement.   
# Please refer to 8. (1) for the content of the questions.  

  
4. Points to note regarding the evaluation 
 

• Students are able to provide responses using smart phones etc., so once the evaluation period begins 
they may give their evaluations at any time and from any location.  

• The process of anonymizing responses means that once students have provided their responses they 
are unable to go back and amend what they have submitted. 

• If you wish to hold the course evaluations on a specific date, please announce that date to the students 
before the period for course evaluations.  

• During class time in the period set for course evaluations, please arrange at least one class in which 
evaluations can be carried out and instruct the students to provide responses.  

• Some questions allow for free comments to be written, so please ensure that there is enough time for 
students to provide their responses.  

• Once the period for carrying out course evaluations is over students are no longer able to give 
responses in course evaluations.    

 
2.) Points to note when carrying out the course evaluation 
 

• In an attempt to improve the collection rate, the instructor in charge of the class should issue the 
instructions given below. Please refrain from making any comments that may influence the evaluation. 

• This course has been selected for student course evaluations. The survey is designed with the aim of 
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enhancing the quality of education provided at Nanzan University.  
• From now, please log-in to PORTA on your smart phone or other device and from the “Student Course 

Evaluation” menu provide responses to the survey on this course. 
• Responses are processed to remain anonymous, so it is not possible for instructors to identify students 

from their responses. 
• Students who do not have a smart phone or other device with them now, and so are unable to provide 

responses during this class, should use a computer here on campus or at home to do so after the class 
has finished. Responses cannot be provided after the period set for course evaluations has ended so 
please give us your response as soon as possible after the class finishes.       

• Responses to the questions allowing students to write comments should be written in a language that 
allows the instructor to read them in his or her own language (English etc).  

• With regard to courses for which there were fewer than five respondents, the data will not be collated, 
but we will request that you submit a Self-Assessment & Self-Evaluation Report, so please instruct the 
students to provide responses for the course evaluation.   

 
5.) Points to note when completing the “Student Course Evaluation” Self-Assessment & Self-Evaluation Report 
 
1) Collated results from the student course evaluation 
The course evaluation results are collated and made available through for instructors to view their own results. 
Courses for which there were fewer than five respondents will not have their data collated. (The method for 
viewing the results is explained on PORTA).   
 
2) Writing the report 

Please limit your comments to approximately 200-300 words (800-1200 characters) in total in the 
student course evaluation self-assessment and self-evaluation report form.  
 Please write your report taking into consideration the comments written in the course evaluation 
questionnaire, the course evaluation collated results, the radar chart and your thoughts about the course. In 
your written report please ensure that you include specific comments on (1) the objectives set at the start of 
the course and to what extent those objectives have been achieved; (2) a comprehensive course evaluation of 
the course you are in charge of (overall evaluation of the numerical data and the written comment from 
students) (3) points to improve upon from next quarter and your hopes and plans for the future of this course.   
 Please write your report in Japanese or English. 
 
3) Submitting the report  
Please submit the self-assessment and self-evaluation report by the deadline set using the method of 
submission set out below. Also, please note that the Education and Research Support Office may make some 
adjustments to the font and spacing between words and lines when publishing the results in bound form. 
How to submit the report: Use PORTA (Nanzan University portal system) 
From the instructors’ menu on PORTA （https://porta.nanzan-u.ac.jp/portal/） use the Course Evaluation Menu. 
You will need to use Can@home if you are doing this from off-campus. 
 
4) Publication of the “Student Course Evaluation” Self-Assessment & Self-Evaluation Reports 
 The submitted Student Course Evaluation Self-Assessment and Self-Evaluation reports will be prepared as 
a bound copy for publication, and an outline report thereof will also be published on the Internet. 
 
6.) Report on measures to be taken to improve courses 
 When the course evaluation score falls below a certain standard, the instructor in charge of that 
course is requested to submit a report on what measures will be taken to improve the course to the 
Self-Assessment & Self-Evaluation Committee and Faculty Development Committee. The aim is to ask the 
instructor in charge of this course to undertake new initiatives to help improve the course. There will be 
occasions when methods to improve the course will be considered in discussion involving the instructor in 
charge of the course, the person ultimately responsible for the course, such as the relevant department chair 
and members of the Faculty Development Committee.  
 
7.) Other matters 
It is possible to access information about Student Course Evaluations on the University website. 
http://office.nanzan-u.ac.jp/kyoken/jugyou/ 
(Nanzan University homepage > Japanese top page >  Education and Research Support Office  > Course 
Evaluations  
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8. Reference materials 
(1) Questions for Student Course Evaluations 
 
Your participation in the class 
Question 1: Were you already interested in the content of the course before you enrolled?   
Question 2: In this course, have you been proactive in your participation, including doing preparation and review, 
and making efforts to improve your understanding of the course content.    
 
The course in general: 
Question 3: Were the class start and finish times properly adhered to? 
Question 4: Were all the classes structured in an appropriate manner and delivered at an appropriate pace? 
Question 5: Were you able to understand the course attainment target? 
Question 6: Do you think that you are making solid progress towards achieving the course’s attainment target? 
Question 7: Do you sense that the instructor in charge of the course displays sincerity and determination in his 
or her approach to teaching the course? 

 
Class management: 
Question 8: Was the instructor’s voice or any audio-equipment clearly audible? 
Question 9: Did the instructor take into account the degree of understanding of the students, and were the 
textbooks, notes written on the board, materials handed out, audio-visual materials, assignments and practical 
exercises implemented to good effect? 
Question 10: Did the instructor take appropriate action with regard to behavior that might disturb the class, such 
as students talking, using mobile phones or being late? 
Question 11: Was there appropriate guidance and provision of information in order to encourage the students 
to want to learn, to proactively participate in class and become involved in the learning process? 
Question 12: Were there enough opportunities for questions or to consult the instructor, and was there 
sufficient guidance before and after assignments or practical work? 

 
Overall evaluation: 
Question 13: Do you feel that you acquired new knowledge (or skills/ability) and deepened your understanding 
through this course?   
Question 14: Overall, were you satisfied with this course?  
 
Your impressions of the course and the evaluation (free-comments section) 
 
Question 15: What things do you feel were good about the course and can be positively evaluated? 
Question 16: If you think that there are ways in which this course can be improved, please be as specific as 
possible in your comments. 
Question 17: Please write any comments you may have regarding the classroom environment, such as the 
lighting, air conditioning, desks and chairs, audio-visual equipment, noise outside the classroom, and so on, 
indicating which classroom was used for the class. 
 
Extra questions for the Faculty of Science and Engineering 
 
Question 18: Please respond to what (one) best describes your approach to this course’s lessons. (Note: 
“Diligent approach” means an approach in which the student does both preparatory study and review, 
proactively participates in lessons and tries hard to understand the content. Mere attendance cannot be 
described as a “diligent approach”.  
 
Question 19: Please respond to the one that best describes the situation regarding the progression of the 
lessons and your understanding. 
  
Question 20: With regard to the content put forward as the learning outcome for the course, please respond to 
the one that best describes the extent to which you have taken the overall content on board. 
 
Question 21: With regard to the [??] explained in this class, please respond to the one that best describes the 
extent to which you have taken it on board. The instructor will announce in class what goes in the [??]. 
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(2) Data-entry screen on for the “Student Course Evaluation” Self-Assessment & Self-Evaluation Report 
You need to enter your “Student Course Evaluation” Self-Assessment & Self-Evaluation Report on PORTA. The 
method can be found on PORTA so please confirm the details there.   
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(3) Implementation of Student Course evaluations 
 

2018 Academic Year **st Quarter 
Implementation of Student Course Evaluations 

We are extremely grateful for your ongoing efforts contributing to education at Nanzan University. 
Nanzan University is committed to the implementation of well-organized, ongoing student course evaluations. 

At Nanzan the objective of course evaluations to improve the quality of our courses and, by implementing an 
active policy of self-development of teaching methods, to enhance the quality of education throughout the 
University. To that end, we carry out ongoing student course evaluations and faculty development activities.  

We again request your understanding of the reasoning behind student course evaluations and your 
cooperation in their implementation. Significant changes were made to the system from the 2017 academic 
year, so please read this notice through to the details on the reverse side.        
  
The following course will be subject to student course evaluations. During the period set for evaluations, please 
give the students appropriate instructions during a class (referring to the information on the reverse side of this 
sheet of paper).  
 

［Day/Period］ «Day/Period» 
[Course code] «Course Code»     
[Course title] «Course title»   *shared course: «shared course 1» «shared course 2» 
 

【Schedule for course evaluations】 

Date What will happen 
 * * (***) ****   Distribution of explanatory material regarding the implementation of student class 

 evaluations  
 * * (***) ****  

｜  
 * * (***) ****   

Period for carrying out student course evaluations (students respond through PORTA)   

 * * (***) ****   
 

Results of student course evaluations are released to instructors individually through PORTA 
Hard copies will not be sent out, so please check the results through PORTA.    

 * * (***) ****    Deadline for submission of self-assessment and self-evaluation reports based on  
 student course evaluations (instructors submit through PORTA)   

 ****   Publication of the Nanzan University Summary of Student Course Evaluations   
 

It is possible to view the Guide to Implementing Student Course Evaluations on the University website. 
http://office.nanzan-u.ac.jp/kyoken/jugyou/ (Nanzan University homepage > Japanese top page > Nanzan University 
Education and Research Support Office > Course Evaluations) Please direct any queries or inquiries you may have to the 
Education and Research Support Office (Self-Assessment and Self-Evaluation Committee Office) (Ext: 1186, e-mail: 
kenkyu-jimu@nanzan-u.ac.jp).    

http://office.nanzan-u.ac.jp/kyoken/jugyou/
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        Student Course evaluation Flowchart 
                    
      
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
(#) In order to further enhance the quality of our educational delivery the Faculty Development Committee will view and 
apply some of the content in comments in the free-comment section of courses that met the required standard. With regard 
to courses that did not meet that standard, the Self-Assessment and Self-Evaluation Committee may request the submission 
of a report providing measures to enhance course quality.  

Takeya Yoshida 
Chair of the Nanzan University Self-Assessment and Self-Evaluation Committee 

Hidetoshi Miura 
Chair of the Nanzan University Faculty Development Committee 

* *** (***) 20**【Notification of courses to be evaluated】 
• Explanatory material regarding the implementation of student course evaluations will be distributed to 

staff mailboxes.  
• The course selected has been chosen on the basis of “one course per instructor,” and that “intensive 

courses or courses that have more than one instructor are excluded.”  
• Students are able to provide responses using smart phones etc., so once the evaluation period begins 

they may give their evaluations at any time and from any location.  
• The process of anonymizing responses means that once students have provided their responses they are 

unable to go back and amend what they have submitted. 
• If you wish to hold the course evaluations on a specific date, please announce that date to the students 

before the period for course evaluations.     
 

** (***) - ** (***) **** 20**【Deadline for submission of self-assessment and self evaluation reports】 
• From ** (***), you will be able to check the results of student course evaluations (#) on PORTA. 

Hard copies will not be sent out, so please check the results through PORTA. 
• Please enter your self-assessment and self-evaluation reports based on student course evaluations by ** 

(***). 
• Please refer to PORTA for details of how to view the results and how to enter your self-assessment and 

self-evaluation report.    
 

 

** (***) - ** (***) ***  20**【Period for carrying out student course evaluations 】 
• During class time in the period for carrying out student course evaluations, organize at least one  

opportunity for students to give responses and instruct the students to do so.  
• In order to maximize the response rate, please read out loud the following instructions during class 

time. Also, please give the students sufficient time to provide responses.    
 

Around November 20** the Nanzan University summary of student course evaluations will be published.    
• Self-assessment and self-evaluation reports as well as collated data will be published as the Summary of 

Student Course Evaluations.  

〈Instructions regarding responses〉(Please read out the following explanation and instruct 
the students to provide responses.) 

• This course has been selected for student course evaluations. The survey is designed with the aim 
of enhancing the quality of education provided at Nanzan University.  

• From now, please log-in to PORTA on your smart phone or other device and from the “Student 
Course Evaluation” menu provide responses to the survey on this course. 

• Responses are processed to remain anonymous, so it is not possible for instructors to identify 
students from their responses. 

• Students who do not have a smart phone or other device with them now, and so are unable to 
provide responses during this class, should use a computer here on campus or at home to do so 
after the class has finished. Responses cannot be provided after the period set for course 
evaluations has ended so please give us your response as soon as possible after the class finishes.       
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(4) Request for the submission of a report on measures to improve a course (sample) 
 

＊年＊月＊日 
To: Professor **** 
(course title: ****) 
 

Request for the submission of a report on measures to improve a course 
 
 Thank you for your cooperation in the implementation of the “Student Course Evaluations.”  
 In the **st Quarter of the **** academic year, we request that you submit a report on measures to 
improve the course that you are in charge of, which was evaluated and fell into one of the following categories:  

 
Category 1: The average score for questions 3-14 was below 3.0. 
Category 2: The score for question 14 was below 3.0. 
Category 3: A score among questions 3-14 was below 2.0. 
 
Furthermore, of the total number of courses that were evaluated and in the **st Quarter of the **** 

academic year, had data collated, ** % fell into these categories. 
 

 
   Q 03   Q 04  Q 05  Q 06  Q 07  Q 08 Q 09 
＊ ＊ ＊ ＊ ＊ ＊ ＊ 

   Q 10   Q 11   Q 12  Q 13  Q 14 Average for Q 03-14 
＊ ＊ ＊ ＊ ＊ ＊ 

 
In this respect, in addition to the Self-Assessment and Self-Evaluation Report that is normally submitted after a 
course undergoes student evaluation, we request that you also submit a report on what measures you will take 
to improve the course in question.  

There is no set form for the report, but we request that it be submitted to the Nanzan University 
Self-Assessment and Self-Evaluation Committee and the Nanzan University Faculty Development Committee no 
later than ** (***) **** 20**.  
 The report may be submitted by e-mail to < kenkyu-jimu@nanzan-u.ac.jp >. Please note that the 
report that you submit on measures you will take to improve the course will be discussed by the 
Self-Assessment and Self-Evaluation Committee and the Faculty Development Committee.  
 
 We understand that this is a busy time of year, but look forward to your attention to this matter.  

Please submit your report to the Education and Research Support Office (Self-Assessment & 
Self-Evaluation Committee) (tel: 052-832-3686, ext. 1186; kenkyu-jimu@nanzan-u.ac.jp). 

 
 

Takeya Yoshida 
Chair of the Nanzan University Self-Assessment and Self-Evaluation Committee 

  
 

Hidetoshi Miura 
Chair of the Nanzan University Faculty Development Committee 

 
 

 
 
 

mailto:jiko-hyoka@nanzan.ac.jp
mailto:jiko-hyoka@nanzan.ac.jp
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Guide to Student Course Evaluations 
Inquiries:  
Nanzan University Education and Research Support Office (Main Administration 
Building 2F)     
18 Yamazato-Cho, Showa-Ku, Nagoya City, 466-8673 Nagoya City,  
Phone    （052）832‐3686 （Extension: 1186） 
Fax      （052）831-2741 
E-mail    kenkyu-jimu@nanzan-u.ac.jp 
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