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English Department Teachers Handbook

In this handbook, we have tried to articulate the administrative policies of the English Department
and Aoyama Gakuin University. We would like to thank Richard Evanoff, SIPEC Dept, for our use
of content from the guide and updates that he prepared for his department in 2013 and 2015.
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Campus Reference Map and timetable
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The AV Library with
DVD, VHS tapes,
and CD roms is in
Building 9, 1F. The
CALL rooms are

. . . coordinated by the
Kyomuka (administration — 03-3409-9527) Building 17, 2F. FLL on the 6F of

Kobaikai (bookstore) Building 1, 1F (03-3409-4401). Building 15, Goucher
Foreign Language Laboratory (FLL), Building 15 (03-3409-751938) The
(Goucher), 6F (03-3409-7938; on campus 12557). English Computer Lab .is in
Department, Building 15 (Goucher), 9F (03-3409-8111). Building 2, 1F
Teacher Resource Center is in the small room beside the (03-3409-’7850).
English Department office. Hoken kanri center (student AGU Library

clinic) (03-3409-7896), Building 7, 1F. Gakusei Soudan (03-3409-7858)
Center, Building 7, 1F (03-3409-8653).

Shibuya Campus: 03-3409-7830 (Ext. 12132)
(call in the event of absences or late arrival).

In the event of a typhoon, please call this emergency telephone number
for similar cases. You'll get a message in English and Japanese about a
school closure: 7 L F— /A 0180-993171.

IEP Website: http://www.aogaku-daku.org/

IEP texts and instructions available for download:
http://www.cl.aoyama.ac.jp/~dias/ListeningDownload.htm]

IEP Coordinators: Joseph Dias (jodias@cl.aoyama.ac.jp) and Gregory
Strong (gregstrongtokyo@gmail.com)


http://www.cl.aoyama.ac.jp/~dias/ListeningDownload.html
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Introduction

Welcome to the English Department of Aoyama Gakuin University. This
handbook is intended to provide teachers with an overview of (1) the Integrated
English Program (IEP); (2) the English Department and university policies; (3)
the facilities of our university. A Scope and Sequence has been prepared for
each of the following courses: |IE Core, IE Writing, IE Active Listening, Academic
Writing, and Oral English. These teacher guides contain explanations of
instructional tasks, sample student materials, reading references, and examples
of the APA Style guide. In addition, there is a student booklet for the IE Core and
IE Writing courses, for Academic Writing, and a student booklet available as a
PDF for Academic Skills.

All of these materials may be downloaded from an IE texts’ webpage at
http://www.cl.aoyama.ac.jp/~dias/ListeningDownload.html

In addition, you can keep track of news about the IE Program, upcoming
guest lecturers, and other news at the IEP Website:
http://www.aogaku-daku.org/

You will find your mailbox, copies of the teacher guides, student booklets,
course textbooks, supplementary materials, and professional resources in the
Teacher Resource Centre beside the English Department office, Building 15
(Goucher), 9F.

Part I: Program
Curriculum

Overview of the IEP. The IEP is a two-year English language
learning program for freshmen and sophomore students of the English
Department. It is organized into 4 semester-length integrated English
courses: IE levels 1, 11, 1ll; each level has a course in combined skills (IE
Core), listening (IE Active Listening), and Writing (IE Writing). Each
course meets weekly over a 15-week semester. The final semester of the
IEP consists of a student-selected seminar (IE Seminar) on a specialized
area of content. Oral English | and Il are not classes offered by the
English Department, but ones that we coordinate.

The IE Core course integrates the four skills or speaking, listening, reading,
and writing. Also, all three courses, IE Core, IE Writing, and IE Active Listening,
share themes and attendant vocabulary. There are currently 320 freshmen and
an almost equal number of sophomores in the program. The IE courses are
taught by approximately 3 full-time faculty, 38 adjunct or part-time native
speakers, and 10 adjunct Japanese teachers. At the end of each semester,
students evaluate the teachers.

Streaming. Students are “streamed” into classes based on their English
ability. They are tested by the ITP, or Institutional Testing Program, a simplified
version of the TOEFL test available through the Educational Testing Service.
Accordingly, students are placed in levels I, I, and IlI of the program.

Changing IE levels. In the Spring semester, a few students in your class
may feel that they have been placed in a level too hard or to easy for them, so we


http://www.cl.aoyama.ac.jp/~dias/ListeningDownload.html
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ask you to contact the IEP coordinators within the first two weeks and we will
move them. You will also be given a transfer form to record the students’
information. Students who wish to transfer will need to submit the form to the
Kyomuka within the first two weeks.
Course descriptions. Annually, the courses in the IEP are reviewed and
revised and updates are posted online and in most cases, published in print
form. With the exception of the IE seminars, the IEP coordinators are
responsible for book orders and for uploading the course descriptions on the

Aoyama Portal (see note later).

The same class of students will take the three

different IE classes together although they will have a different IE Core, IE
Writing, and IE Active Listening teacher. The classes are linked by theme and
some vocabulary and grammatical points are recycled from one class to
another. Each student’s grade is a combined score of the three different classes.

IE Core (180 min)

IE Writing (90 min)

IE Active Listening (90 min)

IE I

* Memories and

IE Il

* Changing Times

IE 1
* Psychology

Childhood * The Workplace * Intercultural
* Urban Life * Geography Values
* Food * Autobiography * Environment
* Travel * The Media

IE Seminar

* Communications
* Linguistics

* Literature

Figurel: The IE Courses and themes at each level.

Each IE course builds on the work done at the previous level. Therefore,
a teacher at each level of the program has certain expectations of the students
who enter his or her class. This is particularly important for the tasks and
objectives in IE Writing. But the same is true for IE Core and IE Active Listening
classes. The following figure outlines the central tasks in IE Core classes in the
program and this emphasis is to be reflected in each teacher’s curriculum and

final grade.

Newspaper
discussion (25%)

2 Book reports, oral
and written forms
(25%)

Maintain a journal
or blog (20%)

IE Il Poster presentation

I[E 1l Presentation,
Interview, PSA or
Commercial

IE | & II: Interchange 2 grammar, skills (5%)

IE I-1I-111 Interactions 2 reading skills
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(10%)

Figure 2: Central Tasks for IE I-lI-1ll Core Class

Teachers can supplement these tasks with additional graded
assignments, particularly with tasks related to learning vocabulary. However,
they should not forget the primary emphasis on these tasks in IE Core.

There are two other IEP courses, Academic Skills, and Academic Writing
which students take in their sophomore year. Academic Skills develops
students’ listening and note-taking skills through having them listen to several
lectures by professors in the English Department.

IE Writing I, I, 1l cover writing English paragraphs and essays with
guotations and a short bibliography. Academic Writing teaches students how to
conduct original research and to write a long paper. Please review the teacher
guides and student booklets for more information about Academic Skills and
Academic Writing.

IE Writing |

IE Writing Il

IE Writing 1l

Academic Writing

Writing 3

paragraphs of 150

words:

1. Classification

2. Comparison-
Contrast

3. Persuasive

Introduction to the

Essay: 2 essays of

350 words:

1. Comparison-
Contrast

2. Analysis

Review the Essay:
APA Style for
quotes

and references in 2
essays of 350
words:

1. Classification

The Research
Essay of 1,500
words:
1. Creating a
bibliography
2. Citing references
in the APA style

2. Persuasive

Figure 3: IE Writing and the Academic Writing course

Course Goals. One goal of the IEP is to raise students’ English ability so
that they can successfully undertake academic courses taught in English during
their junior and senior years. While the emphasis of the program is on the
acquisition of language and communication skills, another goal is that students
develop their leadership ability and their imaginative and critical thinking abilities.
In addition, we hope to expand their awareness of different cultures, and global
issues. Finally, the program aims to help students acquire the appropriate
communicative and intercultural skills that will enable them to participate
effectively in intercultural situations.

Grading. IE Core is taught in a weekly 180-minute class. On another day,
there is the 90-minute IE Active Listening course and on a third day, a 90-minute
IE Writing course. The grade for each student at the end of the term is based on
the following formula: 40% for IE Core; 30% for IE Listening, and 30% for IE
Writing. The grades for each student must be very precise, calculated
numerically, rather by assigning a letter grade as in other courses. As a result,
we strongly recommend that every teacher in the program use grading software
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to enable the teacher to quickly and accurately calculate grades and to weight
different assignments appropriately. Later in this guide there is an explanation
on using Gradekeeper for which the department has a license so that you can
use it for free. Alternately, some teachers use a very effective classroom
management system which is available as an app for iPads and android
devices, please see: http://www.idoceo.net/index.php/en/

These grades must be submitted earlier than for other grades at the
university because the scores must be combined.
They are to be entered through the Aoyama Portal. Unfortunately, because of
the combined score, a student who fails one IE class (ie. by a score of less
than 50%) will have to repeat all three classes the following semester. It is
particularly important to warn freshmen students of this rule several times and to
show them a few examples of it. Repeat the warning in the Fall term.

Plagiarism policy. In 2015, the IEP began to implement new policies and
materials to eliminate student plagiarism of sources in essays and of copying
other students’ work. Plagiarism of any assignment in any IE course — including
Academic Writing and Academic Skills — will lead to failure on that assignment,
without the option to rewrite. If a student plagiarizes on a second assignment,
s/he will fail the entire course.

A copy of this policy is on the second page of each student guide book.
Please refer to the page and go over the policy with students at the start of each
year. In addition, we require teachers to have their students submit a hard copy
of each of their drafts rather than submitting electronic versions. Finally, we
require all IE Writing teachers and all Academic Writing teachers to have their
students submit the final draft of their paragraph assignments or essay
assignments to the English Department database (a process described in a later
section of this handbook). On completion, this searchable database, a
multi-year project, will eventually enable teachers to determine if their students
have plagiarized another student’s work or writing from the Internet.

Other courses. Adjunct faculty also teach other courses in the English
Department. The courses are divided into four general strands: English
Literature, American Literature, Linguistics, Communications, and Education
and these include numerous elective courses such as Business English,
Advanced Academic Writing, Creative Writing, Global Literature, Journalistic
Writing, and Media Studies. A description in English of the department and a
complete list of the many courses that are offered may be found here:

http://www.aoyama.ac.jp/en/undergraduate/literature/english.html

Teaching Materials and Textbooks

Teacher guidebooks. Over the 24 years that the IEP has been
operating, we have gradually developed a series of course syllabi which we
review and revise annually in the light of teacher and student comments and
contributions, requests from the English Department, and input from the IE
Committee. To ensure continuity when new teachers join the program, or when
there are changes to courses, we issue a series of Scope and Sequence
documents for IE Core and IE Writing, Active Listening, and Academic Writing.
These provide teachers with course goals and objectives, grading criteria,
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suggestions for lessons, and resources. We expect teachers to follow the Scope
and Sequence documents as closely as possible so that we can all work
effectively together. For example, teachers in an IE level Il Writing course, need
to know that students coming to the classes have been taught the basics of
paragraph structure, principles of organization and certain grammatical
structures outlined in IE Writing I. We require teachers to follow the Scope and
Sequence documents as closely as possible.

Student course books. Over time, and with many contributions from
teachers in the IEP, we have developed a series of student workbooks.

These contain lessons and other resources for teaching IE courses. Among
these resources are samples of student writing assignments which provide an
excellent resource for teaching writing. The samples provide students with
examples appropriate to their abilities and interests. The Scope and Sequence
for IE Core classes describes how to teach two key tasks in the IE Core classes:
the small group discussion based on newspaper summaries and the book review
and use of literary terms in analysis of books.

The IE Core and Writing booklet which retails for only ¥420 at the
Kobaikai is designed to be used for students in IE Core and Writing classes at all
three levels, so it is very economical. It is meant as a classroom resource, so that
teachers do not have to make so many photocopies. It is serves as a means of
drawing different teachers and classes together through providing a base of
materials. Also, by requiring students to bring their booklets to class, teachers
have a ready resource to explain tasks to students, to assign homework, and to
effectively use class time. There are many short activities that can be used in
class.

IEP Website, IEP Texts, IE Group e-mail. The English Department
provides a special English website for program announcements, upcoming
educational conferences, and links to different resources. Teachers are strongly
encouraged to regularly visit it and to contribute appropriate announcements.
We also encourage teachers to use it to provide information about their classes,
particularly their seminars. Teachers can post photos and PDFs of assignments,
of student work, and links to resources. Most recently, instructions have been
posted on how to make PDFs for students to read on their cell phones. The
website can be found at http://www.aogaku-daku.org/

Among the unique resources for the IEP, is a page maintained by one of
the coordinators, Joseph Dias. From this page, all current versions of teacher
guidebooks and student booklets can be downloaded:
http://www.cl.aoyama.ac.jp/~dias/ListeningDownload.html

Finally, in order to facilitate communication from the IEP coordinators, we
ask teachers to sign up for a gmail group, IE-teachers. From time to time, Joseph
Dias or Gregory Strong will circulate e-mails about a change to the curriculum, a
reminder about a procedure or test date, or an upcoming guest lecture. Job
vacancies in the program or at other universities are also posted as are
opportunities for professional development through attending workshops and
conferences or writing content for TESOL publications. We welcome
submissions from you of appropriate material.
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Textbook policy. With the exception of IE Seminars, there are assigned
textbooks for the IE Core classes, IE Active Listening, and IE Writing classes in
the IEP. These are Interchange 2, (4th ed.) (2012), Richards, J., with Hull, S.,
and Proctor, J., and Interactions 2 (6th ed.) (2014), Hartmann, P., and Kirn, E. IE
Core students are also required to purchase the IE Core and Writing booklet.

However, teachers of Oral English 1 and 2 are free to choose their own
textbooks or to use other materials provided that (1) the textbook or materials
meets the objectives of the course; and (2) the textbook is approved by the IEP
coordinators.

Generally, students should only be expected to purchase a maximum of one
assigned textbook for each class per semester, although teachers can freely
supplement the text with outside materials.

Ordering textbooks. As mentioned earlier, teachers do not order
textbooks for any courses in the IEP.

However, those teaching Oral English 1 and 2, IE seminars, or other courses
must order textbooks from the Kobaikai. Information about how to order
textbooks from the university bookstore will be sent to you, usually near the end
of the second semester for the following academic year. Teachers should order
all necessary textbooks for both the spring and fall semesters. Books ordered
from publishers in Japan should be ordered by the end of February. Books
ordered from publishers abroad can take 2-3 months to be delivered and should
therefore be ordered as quickly as possible if they will be used during the first
semester. Many, but not all, publishers provide a free teacher's copy of the
textbook.

With the exception of the textbooks for IE Core classes, the English
Department cannot supply textbooks or teacher's books for teachers. Students
are expected to buy all the necessary books for both semesters at the beginning
of the academic year since the bookstore only keeps textbooks in stock for a
limited time. All textbooks should be bought by students from the bookstore;
teachers should not sell textbooks or other materials to students independently.

Teacher Resource Center. Another invaluable resource for teachers in
the IEP is this center. It contains a mailbox to pick up messages from the
program coordinators and to exchange materials with one another. It has a
professional library of books on language teaching in the four skill areas and on
teaching content. Copies may be found in the center of the assigned textbooks
for each of the IEP courses. It contains DVDs and videos suggested as
resources such as the IE/OE Discussion DVD and the New Ways in teaching
reading DVD for teachers to use with their IE Core classes. There is a DVD
player and a CD player for teachers to preview AV materials. All the materials
may be borrowed for 1-week loan periods by recording the teacher’s name, the
title of the material, and its catalogue number. There is a small budget available
for purchasing new materials; please contact the IEP coordinators.

Audio-visual and Internet materials. Besides materials for the IEP,
teachers will be responsible for obtaining any audio-visual materials related to
other textbooks they may be using. Many publishers will provide free audio-visual
materials to teachers if the teachers have their students buy the textbook. If the
teacher cannot obtain free materials, however, it may be possible to have the
Foreign Language Laboratory (FLL) order the materials on a teacher's behalf. It
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is also possible for teachers to use and download free news broadcasts through
the AFP World Academic Archive. Instructions for how to access these materials
are included in the following section, "Accessing Internet materials.” For classes
taught in CALL classrooms teachers are free to utilize materials obtainable from
the Internet, using the personal computers available for each student in these
classrooms.

Teachers who wish to use other audio-visual materials in their classes
should use CDs, DVDs, etc. that are available at the Teachers Resource Centre
or on 1-week loan from the AV Library, Building 8, 1F. Officially, the AVL only
lends CDs and DVDs on a daily basis for use in a class; however, if you indicate
a class and period, you can borrow materials for one week. Teachers may also
request that new materials to be purchased for the AV Library. These are subject
to copyright, budgetary constraints, and departmental approval.

Discussions at the Chatroom

The Aoyama Gakuin Chat room is a place where students can practice
speaking English with young people from around the world on Mondays to
Fridays, 11AM — 5PM. We are asking you to offer students who attend three
Chat Room sessions in the Spring and Fall terms, a 1% bonus to the
participation part of their grades in IE Core I, Il, Ill, or Oral English 1 or 2.
Students who have missed classes for legitimate reasons (illnesses, attending a
funeral, etc.) can use Chat Room sessions to make-up class time.

Students in the Spring term will need an introduction to the Chat Room.
Please get a PC laptop (these can be signed out from the teachers’ rooms),
connect to Wifi and the Internet and show the following video on YouTube.com
(or search for Aoyama Gakuin University Chat Room):

https://www.youtube.com/watch?v=0YkFBMy26MO

(The following directions are in the IE Core and Writing student booklet,
pp.13-16). To join a 40-minute session, students need to make a reservation on
the student portal. Please explain this encourage your students to avoid trying to
reserve at lunch time. The Chatroom is often full.
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They need to find the link on the student portal website and make a
reservation to join a chat.
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After attending a Chat Room session, students get a stamped card
showing their participation. Collect these for the 1% bonus for their grade.

Chat Room Record Sheet
FoyhIL—LFI FHIRAE

2016
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Language

Name

FIABZEAL. By avBEIZORELTLESWLATRIZDEI1

Fill in the date and circle the session number you attended (one sessic

Date

Date

Date

Session

1-2+3+<4-+5 |[Session 1°+2+3+4+5

Session 1°+2+3+4+5

The Chatroom also has several special events each years, including a
Halloween party and a Christmas party.

10
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Part Il: Policies
Academic standards

Teaching objectives. Teachers are expected to provide a course outline
to students on the first day of class and to review the course objectives with
them. For IEP courses, the outline must reflect the objectives and tasks
appropriate for the IE course. Only when teachers meet these objectives and
followed the instructions in the teacher guide books, may they introduce other
materials and activities to a class. All such materials and activities must also be
directly related to the theme of a given class. Throughout the course, please help
students to develop effective learning strategies in order to meet these
objectives.

Teaching methods. Teachers should thoroughly review the course
descriptions for the courses they will be teaching to ensure that they follow the
curriculum and that students use English communicatively. In other words,
students should learn how to express themselves and use "real English" in real
situations. This goal is usually understood by students, at least superficially, but
they often have not yet developed the appropriate learning strategies to enable
them to achieve it. It is important, therefore, for the teacher to clearly explain the
goals and objectives of each course so that students have a clear idea of what is
expected of them. We recognize the difficulties in bringing students from a
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passive, lecture-oriented approach to an interactive, learner-centered approach,
but this is precisely the challenge we would like to meet.

In terms of general teaching abilities, Melvin Andrade, a teacher in the
program, has found some excellent online references in video and print: in
video; What are the qualities of a good teacher?" (Alliance4Ed) (Uploaded
2010), http://www.youtube.com/watch?v=ZIpBZPLJOIA; and in print as PDFs
on the Internet, with this excellent short guide: Meta-Analysis of
Teacher/Course Evaluation Instructional Dimensions (Feldman, 1988)
http://www.uww.edu/Learn/metaanalysis.php; and the best complete guide:
MIT Guidelines on Learning that Inform Teaching. 2008,
http://tll.mit.edu/sites/default/files/guidelines/learning-guidelines-2008.pdf
(This handbook is an adaptation of the University of New South
Wales' "Guidelines on Learning" and its associated "Toolkit," available at
Guidelines on Learning that Inform Teaching at UNSW. Univ. of New South
Wales. 2004. http://teaching.unsw.edu.au/guidelines

Motivation. There are a number of factors in motivating students. Some
have been described in earlier parts of this guide. Again, Melvin Andrade has
identified some useful links which are listed here: Motivating Students:
Strategies, ldeas, and Recommendations.
http://www.uww.edu/learn/motivating_students.php; Student Motivations and
Attitudes: The Role of the Affective Domain in Geoscience Learning
http://serc.carleton.edu/NAGTWorkshops/affective/motivation.html; as well as
some powerpoint slideshows: Six C's of Motivation. Jeremiah Grabowski,
Chia-Ying Lin, and Hyo Seon An, University of Georgia, 2006 (Scroll down the
page to find the slide show), http://epltt.coe.uga.edu/index.pho?title=Six
C%27s of motivation; Wang, S. & Han, S. (2001). Six C's of Motivation. In M.
Orey (Ed.). Emerging perspectives on learning, teaching, and technology.
Retrieved 4 Feb. 2014, from
http://projects.coe.uga.edu/epltt/

English in the classroom. First of all, there is the reputation of the
English Department for producing graduates with good spoken and written
English skills. Each of us has an important role to play in making that possible. In
promotional literature for the English Department, we claim that all IEP classes in
are taught in English, including those classes taught by Japanese instructors.

But we want to go much further than that. We expect everyone teaching in
the program to make a special effort to get their students to use English
exclusively in class. Time and again, we read course evaluations in which
students are grateful that their teachers made them use English exclusively in
the classroom. Returnees enter the English Department at Aoyama Gakuin
University with the impression that they will be able to maintain the level of their
English ability. We need to support them in that endeavor by setting a high
standard for all the students in the class.

If we keep that standard, the returnee students will feel more comfortable
using English and will not feel embarrassed, that they are showing off in front of
other students. A number of suggestions are made in the IE Core Scope and
Sequence. In brief, these include negotiating fines with students for speaking
Japanese in class, creating student contracts, or simply exhorting students to
make greater efforts.


http://epltt.coe.uga.edu/index.pho?title=Six
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Feedback from students. The university conducts annual student
surveys for each course as part of its Faculty Development (FD) program.
Teachers will be expected to have students fill in these surveys towards the end
of each semester. The coordinators of the IEP have developed supplemental
questions that are specific to the objectives in the IEP. These will be included in
your student evaluation package.

However, the single most important part of the evaluation is the space for
open-ended questions on the reverse side of the evaluation (sections G, H). This
space is under-utilized by many teachers. You should write a question on the
blackboard or show it on the OHC (overhead camera) in the classroom about
your class, about any new activity you might have tried, or questions about your
class in general such as “What did you like best about the class?” or “’"What
aspects of the class would you change?”

The surveys are reviewed by the university administration and by the IEP
coordinators. Then the surveys will be sent out so that teachers can review the
students' comments and use them to improve their teaching.

Student evaluations are not used to decide whether to renew a teacher's
annual contract. However, in very rare cases, they have been taken into
consideration. This has been when there has been a consistent pattern of
inadequate performance. Certainly, it is your responsibility to ensure that
evaluations are done every semester and that you review them carefully, noting
any comments from the IEP coordinators.

Feedback from the administration. If a problem is identified with the
program itself or with how a teacher is presenting it, we will either revise the
curriculum as necessary or the IEP coordinators will make suggestions intended
to improve the teacher's effectiveness. While there may be a need for individual
guidance in some cases, what we really expect is that our teachers will already
have the requisite competence, dedication, enthusiasm, professionalism, etc. to
be able to offer effective classes so that guidance from the administration can be
kept to a minimum.

Feedback from teachers. Many of the best ideas in the IEP began as
teacher ideas, or refinements on activities that were already in the curriculum
guides. One such was our discussion task, steadily revised and improved over
the years. We developed a grading scale, learned the value of repetition in
teaching it (after filming Hamilton Armstrong’s classes), and Todd Rucynski
produced an instructional DVD for students and teachers. This case shows the
benefits of working together and teaching the same classes and curricula.

Classroom dynamics. We hope teachers will bring a high level of
enthusiasm to their teaching and try to create a friendly, "safe" classroom
atmosphere where students will be encouraged to take risks in communicating
with others. At the same time, teachers need to maintain high standards of
engagement and discipline. Here are some specific tips:

1. Create a seating plan for each class with each student’s name and photo.
Time and again, students note in their evaluations how pleased they were that
their teacher knew their names.
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Using a student’s name is also an excellent way to manage a class, to encourage
students to contribute, and if necessary to ask a particular student to pay more
attention or to desist from interrupting others. Some teachers create simple
paper seating plans and ask students to contribute photos, or the teacher takes
their own photos. An excellent software ap that creates seating charts, groups,
and other classroom management applications for both iPads and for devices
using Android software is ideoceo at http://www.idoceo.net/index.php/en/

2. Inyour first class, insist that your students move up to the front. This will
encourage more interaction and this is essential for better language teaching.
It sets the tone for your class. It marks a contrast between your class and those
lectures where students move to the back of the class and often lose their focus.

3. Trying to create good better rapport with and between students isessential,
particularly in Japan (foreign teachers especially need to be aware of this
cross-cultural difference). When such rapport is lacking, motivation decreases;
students become uncooperative and fail to learn.

4. Adopt a positive and encouraging attitude towards students. Avoid making
negative criticisms, condescending remarks, and sarcastic ones that discourage
students. Learn how to make constructive criticisms of students in a way that
encourages them to achieve higher levels of performance.

5. Other motivation techniques include sharing your enthusiasm for teaching
and showing that you value English, and mentioning circumstances such as
travel and business where it might prove useful.

6. Recognizing your students’ progress and achievements, and helping
them to set their own language learning goals and ways of monitoring their
progress.

7. Be yourself and share your experiences with students. Try to use humor in
your classes to help your students feel relaxed.

8. Use variety in your teaching materials, but also establish certain
expectations of how tasks are to be done and be clear in your instructions and
these expectations.

9. Avoid being too opinionated or insistent on your own views. Teachers
should see themselves as facilitators in class. Teachers need to help students
reach their own conclusions rather than look at our classes as platforms to
advance their own opinions or personal agendas.

10.While there is a need for firmness in dealing with discipline problems,
being too authoritarian or "strict" often exacerbates problems. Losing one’s
temper is even worse. Focus on resolving the immediate problem and on dealing
with a particular student rather than on venting your frustrations and creating a
tense atmosphere in your class. Trust and respect students, and expect trust and
respect in return.
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11. Students frequently want to participate in class, but for various reasons
may feel inhibited. This behavior may be misinterpreted by their teachers as
being uncooperative). Rather than simply expecting students to actively
participate in class, give them specific opportunities to do so.

12.Including more interaction in the classroom can significantly increase
student motivation and initiative. Classes that are too teacher- or
textbook-centered often fail to motivate students because students are only
expected to passively absorb the material rather than to actively engage with it.

13.Involve students in parts of the classroom decision-making process.
Recognize that students have different interests and different learning styles,
which should be taken into account. The use of English in class is something that
can be very effectively negotiated with students. If they feel that they have
helped establish the rule, then they have a greater incentive to follow it.

14. Set high standards and then show students how to achieve them.
Students who have only learned English for entrance examinations may not
know how to actually use the language. Students need to "learn how to learn”
and teachers should constantly be giving students tips on effective learning
strategies.

15. Students frequently become bored with "fun," easy tasks and soon lose
their motivation. Challenging topics or tasks may seem difficult at first. However,
students will respond to the topics positively and become highly motivated if they
are shown how to prepare for them properly and given ample space for creative
input.

16. Homework which simply involves completing set exercises often fails to
motivate students. However, homework that seems purposeful and interesting
and actively engages the students' skills and creativity can be highly motivating.
The teacher must also respond to any homework that he or she has assigned.
One very effective technique is to ask students to prepare homework that other
students will respond to — the newspaper discussion task is a good example.

Policies for students

Freshman orientation. Students are introduced to the program during a
lecture in early April and given a student handbook entitled "English Classes at
Aoyama," which includes the following:

1. An overview of the curriculum

2. An explanation of the types of courses

3. An explanation of how students can switch levels in the IEP

4. An explanation of the overall objectives of the program

5. General course descriptions for each course

6. An explanation of the policies for students, including attendance policy,
grading, and discipline

Grading policy. As mentioned earlier, numeric scores are used for IE
Core, Writing, and Active Listening classes.
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For other classes in the English Department, letter grades may be assigned,
according to the following scale from the Kyomuka: AA, A, B, and C are passing
grades. XX is given to students who fail the class. X is a failing grade for students
who have not attended the required number of classes (see "Attendance policy"”
below) or who are absent from a final exam given during the official examination
period at the end of the semester. Avoid assigning this grade as no exams are
given for the courses in the IEP. Also, an X means that students can request a
make-up exam or report.

AA: 90 - 100%

A: 80-89%
B: 70-79%
C: 60-60%

XX: Below 59%
X:  Incomplete

Please note that students in IE Active Listening class must be informed at
the beginning of class and several times throughout the term that they need to
complete their reallyenglish units by their last class of the semester, not the last
day that may be listed on the reallyenglish website.

Evaluation in all IE courses should be on the basis of individual
achievement (how much progress the student actually makes in class), including
performance and attitude and the student’s achievement of the course
objectives. In the past, some IE Writing and Academic Writing teachers never
gave any of their students marks of 90% or higher on the premise that their
students were still making errors in the writing. In fact, these teachers should
have been giving some students AA. A student with a relatively low level of
language ability who works hard, is highly motivated, and makes considerable
progress may receive a higher grade than a student with a high level of language
ability who makes little effort, is poorly motivated, and does not progress to a
higher level. Additionally, a weak student who has completed most of the
assignments, is cooperative in class, works well with other students, but has
missed four classes, should pass the course.

However, teachers should try to avoid the other extreme where too many
students are given an AA. The students in our classes are hard-working and
highly motivated compared to students in many Japanese universities. But the
highest scores should be reserved to a small number of students in each class,
perhaps 15-20%. Teachers should also take into consideration the fact that the
IE level for each course is not recorded on transcripts.

Attendance policy. Class participation is very important in the IEP.
Students who are absent for five classes a semester which is one-third of the
classes automatically fail the course.
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Absences | Maximum Grade

1 * No effect on grade

2 Final grade cannot exceed 89%
3 Final grade cannot exceed 79%
4 Final grade cannot exceed 69%

5 or more | Fail (unless legitimate absences
- doctor’s note, funeral)

Teachers teaching elective courses are free to establish their own
attendance policies. In all cases, however, in accordance with guidelines
established by the Ministry of Education, students cannot be graded on the basis
of attendance alone. Our policy is that while students cannot be given points
simply for attending classes, they can lose marks for absences from classes.

Furthermore, students who are absent are expected to make up any work
that they have missed. The attendance policy should be reviewed by all teachers
in each of their classes on the first day of class.

Excused absences: In the case of excused absences, which include
absences due to participation on one of the university’s official teams, such as
the baseball team or track team, or a serious iliness, or a death in the student's
family, the student's grade should not be marked down. Students should provide
teachers with the appropriate documentation depending on the situation. A
hanko, or official seal, should be included when appropriate.

Exceptional situations: In the event that a student has more than three
excused absences but no unexcused absences, teachers may modify the above
policy at their own discretion. However, the teacher must assign and assess
additional make-up work given to the student for completion outside of class,
equivalent in time and effort to the classes missed. This policy is intended to give
teachers some leeway in determining whether a student can pass a class or not.
But it should only be used in exceptional situations and should not be openly
publicized to students in advance.

Late students: Students who are more than 30 minutes late for class
should be marked absent. Being late three times in one semester equals one
absence. Students should not be marked late, however, if there is a delay in
public transportation services and the student brings an official verification slip
from the transportation company. Other reasons for excusing students who are
late can be taken into consideration on a case-by-case basis.

Written Assignment Format
We are trying to standardize student assignments in terms of appearance.
Each student writing assignment should be formatted to 12-point Times New
Roman at 26 lines per page. The following diagram shows how to change the
line spacing in the Japanese version of MS Word. All of the university laptops
come loaded with this program, so this should be easy for you to show to your
students. This will be particularly important to show to freshman students in the
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Spring semester. An explanation of this can be found on page 70 of the students’
IE Core and Writing booklet.

4. Input the number of lines (#7£%). wm——p-

In addition, the students must put a page number and the title of the
writing assignment in the upper right corner of the document. They need to put
their name and student number on the first page. Also, they will have to submit
each IE Writing or Academic Writing assignment to the IE Program database
where papers will be checked for plagiarism. An explanation of how they will
upload their written assignments can be found at the end of this handbook.
Remind the students that before they submit an assignment to the
database, they must remove their name and student number.

IE Writing and Academic Writing Database

Following extensive surveys and student interviews, we learned that as in
many university departments around the world, there has been plagiarism in our
students’ assignments. Beginning in the Spring of 2015, we established a
database to which all students in IE Writing and Academic Writing must send
their assignments. You must explain this to your students at the beginning of the
semester. Copies of the instructions are in the student course booklets and in the
Scope and Sequence documents for teachers of these courses. They are also
printed at the end of this booklet. This multi-year database project has been
funded by grants from the English Department and the Computer Lab and it will
have a searchable database soon.

Plagiarism. As described earlier in this handbook, we are gradually
implementing a department policy on this academic problem. This year, there is
a statement about plagiarism in most teacher handbooks as well as in the IE
Core and Student Writing guide. For the IEP, physical evidence of student
plagiarism on a book report, a paragraph, a journal, or an essay (eg. The
student’s work as well as the copied passage from the Internet, from a book, or
from another student’s work) should result in the student failing the assignment.
The instance should be brought to the student’s attention and the IEP
coordinators notified immediately. The student should be warned about
plagiarizing a second time. If the student plagiarizes a second time in the same
course, as mentioned earlier, then you must fail them.
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For these measures to work, students should be taught the difference
between legitimately using and acknowledging sources, and the use of summary
and paraphrase. Exercises and further discussion of plagiarism and of writing
summaries and paraphrases may be found in the IE Writing Teachers guidebook
and that for Academic Writing teachers.

Discipline. Generally students should be expected to be on time and be
in their seats when the teacher is ready to begin class. Students should not be
inattentive, chatting, sleeping, or working on other projects in class. Part of the
students' grades can be based on class participation and students should be
encouraged to be attentive and responsive in class. If discipline problems occur
in the classroom which the teacher is unable to resolve on his or her own, please
contact one of the IEP coordinators. If the problem cannot be resolved at this
level, it will be referred to the English Department Chair.

Melvin Andrade has sourced a good video on the subject, "How to
maintain classroom discipline: Good and bad methods" (1947 vintage film). The
bad example starts at 00:00 and the good one starts at 7:38.
http://www.youtube.com/watch?v=gHzTUYAOkPM

Grading software and Gradekeeper

Grading software provides the most efficient and accurate means of
providing an accurate grade for each student and record-keeping of these
grades. Grading software enables a teacher to easily calculate class averages,
and to adjust scoring to better reflect a fair distribution of marks. Secondly, the
university requires teachers to keep their students’ grade for a five-year period in
case of claims or other needs, and it is easier to keep records on computer.

Some teachers in the IE Program use Excel spreadsheets to calculate
grades. Others are using apps such as Teacher Kit on their iPads and this
particular software costs only a few hundred yen and enables teachers to pair
student photos with names, set up groups, and perform grading operations. The
English Department has bought a department license for Gradekeeper, easily
the most popular grading software in America and used in many public schools
and colleges and university departments. The following explanation is on its use.

Gradekeeper

Rather than having to type in student names, Gradekeeper enables
teachers to upload class lists as CSV files (use the CSV class file--organized by
student year of registration and number--rather than the student file which is by
student number), to create categories of grades, to weight individual
assignments, to calculate percentages, and to change the weighting of grade
categories as well. However, to use the program, you must use the licensee
name (English Department, Aoyama Gakuin University) and license code
(714385), download a copy of the installation software and install it onto your PC
or MAC. Please download the installation software from the following website:

https://sites.fastspring.com/gradekeeper/order/complete

Aside from these instructions, there is a downloadable manual on the same
website.
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Instructions
Once you have the program installed, click it. It will produce a blank form.

M uniit

File Edit Gradebook Reports Help

school
subject
teacher

January 12, 2017

Student Grade 1 2 3 4 5

The easiest way to create your class in gradekeeper is to log into the
Aoyama Gakuin University site (http://www.aoyama.ac.jp). Then go to the
bottom of the page and slide across the options to the portal, click on it.
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) o OMBBERMLLL DR BBERVE o u ouui s o musmuast
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Sm= g AOVANA " XRRA2017 AOYAMA 1| %
%
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5
=
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A long menu of options appears. Go down the menu to the kyoin web
@HUEEHWEE  (This is the same procedure you use for posting grades,
and choosing a classroom).

| BE¥HBWEB |

BRI T LEH EiL]
XATA=a—
B o—b - BEROE REFDEHBURBAOLIE, ZRROLENTEET.
BEASAE BENBOABS CEET.
A=V RL A% A=LT RLRADBRETNET . BENSOBEICHEALET.
HEmES A BENEOLBIEMEIN T RENFT .

FRERWIO>OO0—R BRY-IL) BENBCHATIEESYI>O0— RETVET.
TERR ISR LR — BEIES 25/ ERER/ BB R LR— hOEIEN TEET,

BREEAD REEDANN TEET.
N =1 7)L&fl/Manuals BEBBWEBI>F>WYICHIZY=17)UITE5TY,
BIA=2—
BRBIETES BHEIXHA N (BER) h5, BETERIZIBNBLIEXTEFET.

A personalized list of options will appear. (Please note that the list
includes English manuals for how to input grades, and syllabi). Choose
“‘download class lists.”

SHEELESYOOO0—R GEEVYV-IL) BERBRCEIIEESYI>O0—- RETVET,

All your classes will appear.
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R Be BEHE ABa—F

XEED Bz STRONG, G. B. 000279

Tt REE mawm e BRHES e i
Al KA 09:00-10:30 Bl |Integrated English III 15501 EIR
& R2 11:00-12:30 BIHA [IE Seminar A 14605 BIR
AW x2 11:00-12:30 #H [IE Seminar A 15404 BEIR
#Hul x3 13:20-14:50 | Hi#A [IE Seminar A 14605 IR

Click the button beside the class you wish to access then you get a list of
students:

2R

You will be offered your class files organized by students’ numbers and in
either PDF or CSV formats. Export that CSV file for class (CSVIE®X 2 5
R EEIB) onto the desktop of your computer.
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You will open it as an Excel file.

1) Open the Excel CSV file. Delete the kana versions of students’ names
and everything else except the student numbers and the students’
names.

B4 - AGU-True-North-Class - Microsoft Excel -
Home | Insert Pagelayout Formulas Data Review View 2a@o@x
FWopTed  Genera - 8 Hy g B e ) %j AR
R e conar~ § - % » | 3838 S ol bl st
Al v fo BE v
F G H 1 J K L M N o P Q R s
1 FrU i RER FR ) Frf HMEL BREL FEFES PHEL FEISAFERL HTEL O—IFES
2 Fil x 3% IE Semir STRONG 11316061 ZKX  1A009  /NEFF FHAH A $:ODAI KAZUKI
3 M X 3 % IE Semir STRONG 11316194 KX  1A025 7 #AFH=L INAKANISHI YUTAR
4 #L X 3 &M IE Semir STRONG 11316199 KX  1C027  B# U FHAS ENAKAMURA HINAN
5 FHi x 3 &4 IE Semir STRONG 11316271 3#K3X  1C034  ?=#Y YF+¥=7> 'MANNION RICHAR
6 W X 3 &% IE Semir STRONG 11315033 KX  2A008  #EH HEHI4H T.UEDA MAYU
7 Hub X 3 % IE Semir STRONG 11315097 X3 2A016  TI#k #Z %K% L 2KUDOH SHUNNOS
8 Hi x 3 %M IE Semir STRONG 11315128 KX  2A019  3RA RZEHHER ISAKAMOTO EMIRI
9 Fil x 3 %K IE Semir STRONG 11315133 EKX  2A020 {23 BIEH554 ZSAKURAI YUKA
10 #i x 3 %% IE Semir STRONG 11315016 KX  2B005 F# #DA4 I/ISHI MINORI
11 & X 3 &M IE Semir STRONG 11315034 K3  2B006 LM REHTH 1JzUEDA RYOSUKE
12 Huw X KE- 3] IE Semir STRONG 11315086 k3 2B012 EH REH>/ I5KANNO MIKU
13 #il x 3 %M IE Semir STRONG 11315088 ZKX 28013 BB BEXH7 7 KIZAWA AMI
14 #l x 3 %4 IE Semir STRONG 11315098 %X 28014 I FEIFY )3KUDO RYOUSUKE
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E H ) - -
m Home Insert Page Layout Formulas Data
J & MS POUw - 11 AT A =
Rasts g |BIU-|H- & A4 =S
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1A009 ODAI KAZUKI

1A025 NAKANISHI YUTARO

1C027 NAKAMURA HINANO

1C034 MANNION RICHARD TAKUYA
2A008 UEDA MAYU

2A016 KUDOH SHUNNOSUKE
2A019 SAKAMOTO EMIRI

NOoOOsEON -

2) Save the Excel as a txt.file on your desktop and exit it. The default
name is Book1.

3) Now go to the File menu of your Gradekeeper file and click on “Import.”
The menu will ask if you wish an “import tab delimited text.” Just click and
continue

,,,,,, lebook Reports Help

4 B > ThisPC > Desktop v O Search Desktop P
Organize v New folder

NEW-DONE ) Name

NEW-info MUSIC
¢& OneDrive NEW-AUDIO
NEW-DONE
£ This PC PDFs-Depts
I Desktop PERU-ECUADOR-GREECE
|%] Documents QUICK-TIME Movies
& Downloads SEE-more
JW Music SONGS
R, UNIVERSITIES LIST
&=| Pictures ) Booki
E Videos =| nAME-number
= Windows (C:) 772 This PC - Shortcut
W LAy 2 >
File name: | Book1 ~v | Text files (*.bxt) v

Open |v Cancel

>

Your students’ names will be imported from the text file with commas
between their numbers and names. The new Gradekeeper class will look
as follows. You can add a school name, subject, teacher, or simply name
the file for a class as in the following example.
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[]2017-Mass-Communication - Gradekeeper = m} X
File Edit Gradebook Reports Help

school
subject
teacher

Date: |l 3/2016 *

Assignment:
Category: Quizzes
Points: 100

Student Grade 1 2 3 4 5 6 { 8

3D002, SUZUKI MARINA -

3F00S, MORIZUMI NAHOKO -

#
1
2 [ 30030, HOSHINO RIKA -
3
4 | 3F023, SHIBATA KOKI

5

5| 3G017, SUZUKI RIMA -
3H019, SHINOZAWA MIYO

6

7 | 3H021, SUYAMA SHOTA -
8 | 31021, SUZUKI MIDORI

9 | 31028, NAKANO ASAO -

10 | 31034, MORI HAZUKI -
11 | 31035, YAMAGUCHI TAKUMA -

12 | 4A008, YAMAOKA KODAI - v

4) Now move your cursor to the File heading and SAVE the file with your
students’ names. You must always SAVE your work.

5) You create Categories for grades and their weighting by clicking on
Gradebook in the Toolbar. In this way, you might record a number
quizzes under the category Quizzes as shown below.

You can determine how much your quizzes will count for your total grade,
and you can even change this later, to increase the weighting of a hard
assignment in terms of the percentage of a student’s grade.

File Edit Gradebook Reports Help

School Year Categories ] Grading ] Letter Grades ] Scores l Attendance ]
Category ‘Weight Drop Category ‘Weight DCrop
|Attendance |4 |0 ;I | | |El ;I
SC |@uizzes |1D |D ;I I | |D _ﬂ
| | o ] | | (CHEY
| | o =l | | IS
Jant
subj [ [ [0+ [Uneraded EE C
tead |Esdra Credit j10
Stug Compute grades using
140 o category weights i~ total points earned
140
1C0
1C00
2480
240 Ok ‘ Cancel I

5) Remember to SAVE your file or you will lose these changes.

6) Now you go back to the gradebook and click on the upper box above
the grades. To the left of the box, you will see Assignment: (Put in the
name of the assignment, ie. Participation and it will appear in the vertical
box as a name.
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The example looks odd because there is only 1 participation score for
category, participation.) Go to the student name and move your cursor
across to the number 1 below the Participation and add a score for each
student for that assignment.

| L] Untitled - Gradekeeper
File Edit Gradebook Reports Help

school
subject (3rd Quarter)
teacher

Date: 2017-2-5

Assignment: Communication Pyramid
(P Communication Pyramid
Points: 100

[V
c
(=]

=
©
o

=
=)
£
(=]
&)

Participation

Participation
4 points

# | Student Grade

-

18 [ 4A012, IKAWA SHOHEI 0.0% F

19 [ 4A029, NAKAJIMA NANA 0.0% F

o O |9

20 | 4B002, YAMASHITARYOUTA 0.0% F

7) Hit the return key after each item. When you are finished, again return
to File, then SAVE, then EXIT to leave the program.

8) Under Reports on the Toolbar, see Seating Chart to create class
seating charts.

9) Under that same Toolbar, see options such as Class Summary and
Student Grades. These options enable you to see the students’ scores.
You can print this form by going to File. Refer to it and enter your students
grades into the AGU portal.

File Edit Gradebook Reports Help

— 13 | 13 13 1-3 1-3 1-3 1-3 1-3

subject e g
teacher a0 EE
(&N S)
cc ®% B3 BE |2e
sS (88 |88 @ xx i)

February 6, 2017 ] EcEw 22wl 65 P ] ng = BB 0

dae| J3E|CQCE 228 EEE E 229 opo¢

COoE EES gog ®2E §55|(ees EEEe

£58 553883 558/ 333(223 ¥¥¢8 ggs

fdie|o0ol|da8|TTa|E58|222|22Zw|iticl

# | Student Grade 1 2 3 4 s 6 7 8

1| 34017, SAWAHIRA YUMI 90.5% A- 4 10 10 1 46 8 5 64

2| 3B010, KANEDA ANJU 81.4% B- 4 10 8 2 43 8 4 51

3 | 3C004, YOSHIMURA MOTOHARU 78.1% C+ < 7 10 0 45 5 5 56

4| 3C013, ONODERA NOZOMI 0.0% F 0 0 0 0 0 o 0 0

5 | 3C033, FANG SHUJEE 94.4% A < 10 9 2 49 8 5 69

6 | 30002, SUZUKI MARINA 766% C 3 10 9 0 46 8 5 40

Teachers' responsibilities

Annual Teachers’ Orientation. All teachers are expected to attend this
meeting held at the beginning of the year (usually the first Saturday of April) to
finalize plans for the upcoming year, pass out important papers, present new
policies and procedures, and discuss ongoing issues.
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If it is absolutely impossible for you to attend this meeting, please notify one of
the full-time teachers; however, you are still responsible for finding out what went
on at this meeting.

Attendance. We expect teachers to teach on all assigned days unless
they are sick, have an emergency, or are on official business. Teachers are not
permitted to be absent simply to accommodate travel plans or other personal
activities. You must notify Kyomuka for all absences; do not make independent
arrangements with students if you are absent. If you will be absent or late for
class due to an iliness or emergency, telephone Kyomuka directly at
03-3409-7830.

For other official absences (for example, to attend an academic
conference), please notify both Kyomuka and your students in advance. If you
miss more than two classes per semester, you are expected to give make-up
classes for each missed class. Teachers are also encouraged to assign
homework when classes are missed due to a teacher's absence. Please begin
and end classes on time.

Class rosters. Official class rosters are to be picked up at Kyomuka on
the 2nd floor of Building 17. Class rosters are usually made available several
weeks after the semester has begun since students may change or withdraw
from classes during that period. It is preferable for teachers to keep their own
rosters until the official rosters are issued. If teachers would like to obtain a
temporary roster on the first day of class, they must request one from Kyomuka
in advance. Once the final roster has been given out for each semester it is not
possible for students to change classes or streams. Teachers can also download
their rosters by accessing the Aoyama Portal (see the Aoyama portal).

Assessment of students. For IEP courses, assessment should be
based on the work that students do in class (see "Grading policy" above) rather
than on their language ability. All quizzes and tests should be given during
regular class time; no exams will be scheduled during the official examination
period. If students are absent from a final exam in IE Active Listening or
Academic Skills, then (1) make arrangements for the student to take the test in
another teacher’s class; (2) assign a grade based on other criteria, such as class
performance, projects, and previous quizzes given in class. Teachers may also
give students a make-up assignment.

Reporting grades. Teachers are responsible for giving grades to their
students for each of their classes. Since all courses are on a semester system,
students must be given a grade at the end of each semester. Teachers should
submit their grades online using the Aoyama Portal (see the Aoyama portal).
Grade forms must be filled out completely; each student whose name appears
on the grade form must be given a grade, even if that student did not attend your
class. Grades must be submitted by the deadline for each semester. Grades
may not be changed once they have been submitted, except in exceptional
circumstances in which the teacher has clearly made an error in giving the
original grade.
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After grades have been reported to the students, students are permitted to ask
teachers to give an explanation for why they received the grade that they
received. Such requests are made directly to Kyomuka, which then sends the
teacher a form asking for an explanation of the student's grade. After filling in the
form, the teacher must return the form to Kyomuka, which will then forward the
form to the student. Teachers who plan to be away during the holiday period after
each semester should give Kyomuka their contact information in the event that
any questions arise about their grades.

Conduct towards students. Teachers are expected to have a positive
and encouraging manner in dealing with students. We encourage informal
contacts between teachers and students but also expect teachers to be
thoroughly professional in their relations with students. Of course, the same
professionalism should also be extended to other faculty members,
administration, and staff. In all cases avoid any form of behavior that could be
interpreted as sexual harassment or power harassment.

Practices to be avoided. Do not send students outside of the class on a
regular basis to do other work in lieu of regular class participation. Do not send
some students outside of the class while conferencing or meeting with others.
While we recognize that there are students of varying levels in each class, please
be resourceful in dealing with this situation, which is common to all of us. No
private or "independent” studies, please. Teachers should never take students
out of their assigned classrooms without special permission. Only under special
circumstances, such as library assignments, is it possible to take students
outside of the classroom.

Employment policies

Salary and transportation costs. Your salary will be paid on the 20th of
each month (or on the first preceding business day if the 20th falls on a holiday),
based on the number of classes you are teaching. You will also be compensated
for your transportation costs. As part of the information packet sent to all
teachers in March (see "Information packet" below), you will receive a guidebook
entitled K== FH LN (Daigaku Jimu Annai) which contains two forms: (1) a
"Commutation Report" for reporting your transportation costs; and (2) a
"Registration of Account for Transfers" for having payments made directly to
your bank account. The latter form requires you to give the name of your bank,
name of the branch, name of the account holder, and account number. Both of
these forms should be returned to Kyomuka after you have completed them.

Updating Information. If there are any changes in a teacher's contact
information (address, telephone number, etc.), the teacher should inform both
Kyomuka and the full-time English faculty member who is in charge of part-time
teachers. Other changes (bank account, transportation costs, visa status, etc.)
should be reported directly to Kyomuka.

Annual contracts. Contracts for part-time teachers are reviewed on an
annual basis before being renewed for the following year. The following criteria
are taken into consideration:
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1. Highest academic degree obtained and field of study (normally an M.A. or
higher in linguistics, TESOL/TEFL, communication, or literature, plus three years
of university teaching experience.

2. Ability to teach effectively, to motivate students, and to work well with them.

3. Ability to teach the full range of courses in the section for which the teacher
was hired. (all "A" teachers are expected to be familiar with TESOL / TEFL
teaching methodology, media literacy, intercultural communication, and to have
the ability to teach courses entirely in English; all B teachers are expected to be
able to teach Reading and / or Writing courses they have been assigned to
teach).

4. Ability to cooperate with one’s colleagues, the program coordinators,
full-time English faculty, administration, and staff.

5. Reliability in teaching one’s classes, starting classes on time, and seldom
missing classes.

7. A good record of fulfilling administrative responsibilities (turning in grades
on time, providing adequate notice about leaving the university’s employment,
or requesting changes to one’s timetable, attending the annual teachers' meeting
in April, keeping informed about relevant changes in the department, responding
to requests for information in a timely and cooperative fashion.

8. Evidence of ongoing commitment to teaching and scholarship through
participation in relevant academic associations, publishing, and presenting, etc.

Expectations. We expect teachers to fulfill all of their responsibilities
through the end of the academic year in March. Teachers who are unable to fulfill
their responsibilities due to health problems or other emergencies should
immediately contact one of the IEP coordinators. If a teacher takes a leave of
absence for health reasons, a document from the attending physician or other
caregiver must be submitted upon the teacher's return, certifying the reason for
teacher's absence and that the teacher is ready and able to resume teaching.
(The precise nature of the illness need not be specified in the document; the
document will not be kept on file nor become part of the teacher's record.)

Terminating employment. Throughout their term of employment at
Aoyama, teachers should conduct themselves in a responsible manner and
inquire about procedures if they are in doubt as to what is permitted. Teachers
may be dismissed or their contracts may not be renewed for failing to observe
university policies. Failure to show up for exams without proper notification;
failure to turn in grades on time; failure to follow course descriptions or
incompetence in teaching assigned courses; excessive tardiness or absences;
absences arranged with classes rather than through Kyomuka; a consistent
pattern of negligent or irresponsible behavior; failure to provide sufficient notice
when dropping a class, or changing one’s schedule after signing a contract,
inability to work effectively with students; discourteous or offensive behavior
towards students, other faculty, or staff are all examples of behavior that may
lead to termination of employment.

Dealing with teacher stress
Although stress is a part of life, it can become harmful.
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Here are a number of suggestions that a teacher in the program, Tom
Anderson, made in 2014.

Attitude: Being positive about what you are doing can help you to
relax and enjoy it.

Physical Health: Eating properly balanced meals at regular times is
important as is avoiding caffeine and soft drinks. Exercise is also helpful and
Aoyama Gakuin University has a fithess center that only charges ¥2000 for a one
year membership as well as offering some discounts for fitness clubs in the area.
Several teachers in the program cycle to the campus as there is a bicycle parking
lot behind the high school. Sleep is very important. Preparation for sleep should
be done two hours before going to bed. Try to avoid caffeinated drinks before
bedtime and avoid reading in bed.

Mental Health: Journaling can be very useful. Once whatever is
bothering you is down on paper, it is no longer spinning in your head. Having
hobbies that are enjoyable and relaxing can reduce stress. Working in a garden
or with household plants can also be very relaxing. It is easy to become isolated,
particularly as a foreign teacher in Japan, so finding a group whether the group’s
focus is you hobby, vocation, or one with a cultural or religious aim, it can be very
helpful, too.

Resources: First of all, it helps to make friends among other teachers
who may be able to offer some practical advice about classroom challenges or
even about getting things done in Japan. There are many websites, of course.
There are many websites, of course. The following website, Meetups in Tokyo,
lists all the groups meeting within the Tokyo area on such diverse interests as
amateur theatre, creative writing, politics, and travel.

https://www.meetup.com/cities/jp/tokyo/

Another is Metropolis, an English language cultural magazine with
current events, reviews:

http://metropolisjapan.com/
This website offers resources such as upcoming social and cultural events and
an English contact directory for English-speaking doctors and lawyers and

volunteer opportunities at Tokyo English Lifeline

http://telljp.com/

Part Ill: Facilities
General information

Information packet. In early to mid-March, Kyomuka will send a packet of
information, in Japanese, to each teacher at the teacher's home address. The
packet will include the teacher's teaching schedule, calendar for the academic
year, maps of the campus, and other information. The information presented in
this section supplements that packet.
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If you have any further questions do not hesitate to ask other faculty members or
office personnel for assistance or the IEP coordinators.

Getting to the Shibuya campus. The Shibuya campus is approximately a
ten-minute walk from Shibuya Station and a five-minute walk from Omote-sando
Station. Since parking space is limited, teachers are encouraged to use public
transportation instead of driving to the Shibuya campus. However, if special
circumstances make it necessary for you to drive to the campus, you should
obtain a parking permit from the Anzen Taisakuka at Somubu in the main
administration building (Hombu), located in Berry Hall at the center of the
campus. Any cars parked in the university parking area should also be fully
insured. Note that if the university parking area is full on any given day, teachers
will need to use a coin parking area off campus at their own expense.

Contacting the Shibuya campus. The Shibuya campus can be contacted
by calling Kyomuka at 03-3409-7830. This is also the number you should use if
you are going to be absent or late for class. Kyomuka can also provide
assistance if you need to contact other individuals or offices at the Shibuya
campus. If you need to contact Kyomuka for the English Department, the number
is 03-3409-8111.

Identity card. A university identity card will be sent to each teacher at the
teacher's home address at the beginning of April. Teachers should carry their
identity cards with them while they are on campus. An identity card is needed to
enter and to check out books from the library; to use AV equipment in the
classrooms; to use personal computers in the faculty lounges and computer
room; and to check out DVDs from the AVL Library, Building 8, 1F.

Important places on campus

Kyomuka. Kyomuka is located in the Student Center on the second floor
of Building 17. This office is our direct link between the administration and
students. You must notify Kyomuka if you will be absent or late for classes. If
there are any other special communications to be given to a class, it is through
this office that such arrangements are made. The telephone numbers for
Kyomuka are given in the section, "Contacting the Shibuya campus,” above.

Faculty lounges. Faculty lounges (koshi-hikaeshitsu) are located on the
first floor of Building 1, the first floor of Building 8, and the second floor of Building
17. The lounges in Buildings 1 and 8 are open from 8:30 a.m. to 9:20 p.m. on
Mondays, Wednesdays, Thursdays, and Saturdays, and from 8:30 to 9:40 p.m.
on Tuesdays and Fridays. The lounge in Building 17 is open from 8:30 a.m. to
6:30 p.m. on Mondays through Fridays, and from 8:30 a.m. to 1:00 p.m. on
Saturdays. Green tea is available for teachers and in the one in Building 17,
there is a microwave. There are photocopiers and computers The lounges are
equipped with shelves in which teachers can leave teaching materials. However,
these shelves must be cleared out by the end of each school term.

Photocopy facilities. There are photocopy machines in the faculty
lounges, which teachers are free to use.
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Teachers can also ask the receptionists in the faculty lounges to make
photocopies for them if the material to be photocopied does not exceed ten
pages and is submitted at least one week in advance. The receptionists will not
make photocopies of copyrighted material, however, including excerpts from
books, magazines, and newspapers. Teachers should not ask students to make
photocopies in the faculty lounges, however, since students are not permitted to
use the photocopy machines in those rooms.

Computer facilities. Teachers are free to use the personal computers in
the faculty lounges in Buildings 8 and 17. A university identity card is needed to
use these computers, however, and to enter the university portal, a PIN
password must be obtained from the PC Support Lounge located on the first
floor of Building 2. You must also obtain an e-mail address if you wish to use the
campus e-mail system. Teachers may also use the personal computers in the
computer room at the PC Support Lounge, although there is a time limit of 90
minutes. The PC Support Lounge office also has site licenses for software such
as Microsoft Office and anti-virus programs. They will also assist you in changing
the operating system of your tablet from Japanese to English if you need help in
doing so. Finally, the entire campus is now wired, so that you can access the
Internet everywhere.

Cafeteria, bookstore, clinic, library. Cafeterias are located in the
basements of Buildings 7 and 11, and on the first floor of Building 17. (There is
no separate cafeteria reserved exclusively for faculty members.) The campus
bookstore, Kobaikai, is located on the first floor of Building 1. A clinic is located
on the first floor of Building 7. Teachers may use the campus library, but a
university identity card is needed both to enter the library and to borrow books.

Audio-visual equipment

Foreign Language Laboratory. The Foreign Language Laboratory
(FLL) office is located on the sixth floor of Building 15 (Goucher Memorial Hall).
To contact them from off campus, the direct line is 03-3409-7938; to contact
them on campus the extension number is 12557. You can sign out video
equipment from them and use their video editing room. There is also a special
preparation room located on the sixth floor of Building 15, which teachers who
have classes in CALL classrooms may use and where audio-visual materials
may be previewed.

AV Library. The AV Library is located on the first floor of Building 9. The
AV Library has a substantial collection of videos, DVDs, laser disks, and
cassettes that can be signed out for use in your classes on a 1-week renewable
loan. Audio-visual materials for some textbooks are also available in the AV
Library. The materials are catalogued on the Aoyama Gakuin University Library
website at <http://www.agulin.aoyama.ac.jp/opac/>, accessible in both English
and Japanese. Audio-visual materials may also be previewed at the AV Library.

Ordering new materials. Teachers should try, to the extent possible, to
use materials that are currently available at the AV Library.
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For audio-visual materials that accompany a textbook, the teacher should first
ask the publisher to supply a complimentary copy of the materials (many
publishers will provide free audio-visual materials to teachers if the teachers
have their students buy the corresponding textbook). If the teacher cannot obtain
a free complimentary copy, however, it may be possible to ask the FLL office to
order the materials. Teachers who wish to use other audio-visual materials not
already available at the AV Library may make a request directly to the FLL to
order these materials. Please note that all requests to order materials are subject
to both budgetary constraints and the approval of the FLL Committee; therefore,
there is no guarantee that such requests can be fulfilled.

Placing materials on reserve. Materials may be placed on reserve at the
AV library for the use of students inside the library by filling out the appropriate
form (called kadai shitei) at the FLL office; these forms are at the AV Library.

Dubbing materials. Materials for which copying privileges have been
granted may be dubbed by both teachers and students. Teachers should consult
with the FLL office first to make sure that the university has copying privileges for
the materials they would like to have dubbed. Teachers should ask the FLL office
to dub the materials for them at least one week in advance of the time that the
material is needed. Students may only dub materials with the prior approval. For
students to dub materials, the teacher must first fill in a form at the FLL office
giving their approval, then the students must take a blank CD, or DVD to the FLL
office for the materials to be dubbed on. The FLL will not accept requests to copy
or edit audio-visual materials for which copying privileges have not been granted.

Policies for using materials. Duplicating audio-visual materials without
the permission of the copyright owner is a breach of the Copyright Act. For this
reason, the following policies have been adopted for how materials may be used
at the AV Library:

1. The AV Library will not stock audio-visual materials without the permission
of the copyright owner (including recorded TV programs).

2. The FLL will preferentially buy audio-visual materials with permission from
the copyright holders so that all faculty members and students of Aoyama
Gakuin University can use them at the AV Library.

3. AV materials may be used by all faculty members of Aoyama Gakuin
University at the AV Library. Teachers should pick up the materials on the day
that they will use them in class and return them on the same day. If teachers
need time for preparation, please consult with the AV Library for details on how
the materials may be used in advance of the time that they will be used in class.
In all cases, however, the materials must be returned to the AV Library
immediately after they have been used in class (note that this rule is strictly
followed with no exceptions).

4. In some cases there are restrictions on which materials students can use at
the AV Library.
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Unrestricted materials may be used by students of Aoyama Gakuin University at
the AV Library, but students are not permitted to use these materials outside of
the AV Library. Students may use restricted materials only in the following cases:
(a) Students of Aoyama Gakuin University may use restricted materials if
they have been placed on reserve by a faculty member of Aoyama
Gakuin University (see "Placing materials on reserve" above)
(b) Students of Aoyama Gakuin University who wish to use restricted
materials for a course being taught by a faculty member of Aoyama
Gakuin University need an application form from the FLL to the teacher.
If the materials are indeed relevant to the course, then the teacher may
sign the application form, authorizing the student to use the materials.

CALL classrooms. CALL (Computer Assisted Language Learning)
classrooms are located on 4th, 5th, and 6th floors of Building 15 (Goucher
Memorial Hall) and are equipped with VHS players, DVD/CD players,
headphones, and personal computers with Internet access for each student and
also the teacher. No keys are needed to access this equipment, but teachers
need their university identity card to activate the teacher's personal computer;
students can activate the PCs on their desks by using their own identity cards.

At the beginning of each academic year (usually the first week of April)
there is an orientation which new teachers using CALL classrooms are strongly
advised to attend. New teachers will receive a notification directly from the
Foreign Language Laboratory about this orientation. Each teacher who attends
will also receive a manual in English about how to use the CALL system, which
they can take home with them; copies of this manual are also available at the
FLL office. Other teachers may also attend the orientation by making a
reservation at the FLL office in advance (no prior notice of the orientation will be
sent to these teachers, however).

Equipment in other classrooms. Equipment available in the other
(non-CALL) classrooms varies, although the following is a general guide.
Regular classrooms are equipped with VHS, DVD, and CD players, with either
projectors and screens, or in some cases, TV monitors; almost all of the regular
classrooms have connections for using a PC although you will need to pick up
the PC itself at the appropriate faculty lounge for the building you are teaching in.
All of the classrooms in Building 17 are equipped with Blu-Ray players (which
can also play DVDs and CDs); teachers need their university identity cards to
access this equipment. PC classrooms are equipped with VHS players, DVD/CD
players, and personal computers with Internet access for students and also
teachers, but no headphones. Teachers need their university identity card to
activate the teacher's computer in the PC classrooms; students can activate the
PCs on their desks by using their own identity cards.

In some classrooms, keys are needed to access the equipment; keys can
be picked up in the appropriate faculty lounge. Additional equipment, such as
microphones, PCs for classroom use, tape recorders, overhead projectors, and
slide projectors, can be also picked up in the appropriate faculty lounge if any of
these items are not already in the classroom you are teaching in. Be sure to
return the key and / or equipment after teaching. If you have questions about the
equipment available in the classroom you are teaching in, please ask the staff at
the appropriate faculty lounge.
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Faculty lounge Keys and equipment for classrooms in:
Building 1, first floor Buildings 1, 2, 3,4, 5,6, 7,11, and 14
Building 8, first floor Buildings 9, 15, and 16

Building 17, second floor Building 17

Getting assistance. The staff is very helpful in showing teachers how to
use equipment and locate materials. There is a telephone in each classroom if
problems arise during a class. For regular classrooms dial extension 12127
(Housouchouseishitsu, or Broadcasting Control Room); for CALL classrooms
dial 12557 (CALL classroom assistance). A staff member will come quickly to
assist. Experienced teachers with classes on the same day are also usually able
to help you learn how to use equipment.

Accessing Internet materials

AFP World Academic Archive. The AFP World Academic Archive
(AFPWAA) has a large collection of archived videos (including current new
videos) that are especially appropriate for use in Media Literacy, Internet English,
and Current Events, although teachers are not obligated to use the AFPWAA for
these courses (i.e., you are free to chose other materials on your own for these
classes). The instructions below introduce the basic steps needed to access and
use these materials. For further information on how to access these materials,
please consult the following documents, which are available in both English and
Japanese and can be picked up at the counter of the AGU Library (i.e., the
regular library, not the AV Library):

1. AFP World Academic Archive: How to Create Your Own Account: This
document will guide you through the steps necessary to set up an account to use
this website.

2. AFP World Academic Archive: Basic User Guide: This document give
further instructions on how to access and use the website.

Before you start. Before accessing the AFPWAA you need to go the PC
Support Lounge on the first floor of Building 2 to do the following:

1. Obtain an e-mail address which enables you to use the Aoyama Gakuin
University e-mail system.

2. Register a PIN password in order to access the AFPWAA from computers
on campus which have a card reader for university identity cards. (This is the
same pin number that you need to access the Aoyama Portal.)

3. Register a separate LDAP password in order to access the AFPWAA from
your home computer or any other computers which do not have a card reader for
university identity cards. (This is the same LDAP password that you need to
access the Aoyama Portal.)

Accessing the AFPWAA. You can access the AFPWAA anytime and
anywhere from computers both on and off campus.

1. If you are accessing the AFPWAA from a computer on campus which has a
reader for your university identity card, please follow these instructions:
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a. Enter your PIN password into the field marked "PIN% A /J".
b. Go directly to the AFPWAA by typing in <http://www.waa.afp.com>.

2. If you are accessing the Aoyama Portal from your home computer or from
any other computers which do not have a card reader for university identity
cards, please follow these instructions:

a. Go to the AGU Library Website at <http://www.agulin.aoyama.ac.jp>

b. Click on the box 7 /L7 7 X ME—E.

c. Scroll down and click "AFP World Academic Archive".

d. Enter the number on your university identity card into the field marked
"ID". The first digit of the number on your university identity card must be
converted to a small-case t. For example, if the number on your university
identity card is 000392, you should type in t00392.

e. Enter your LDAP password into the field marked "PASSWORD". You will
now be in the AFPWAA website.

Registering with the AFPWAA. Once you are inside the AFPWAA website,
you will you will need to create an account by following these instructions:

1. Click on the pink box marked "= 71 ",

2. Click on the box "First time users".

3. Click on "English" to see the instructions in English.

4. Enter the e-mail address which you obtained from the PC Support Lounge
(see "Before you start" above) in the box marked "Your e-mail".

5. Enter the e-mail address again in the box marked "Mail (confirm)".

6. Enter your LDAP password in the box marked "Your password".

7. Enter the letters in the box above the words "Subscribe now!" in the box
marked "Validation string".

8. Click on the words "Subscribe now!"

9. Close the AFPWAA website and open your Aoyama Gakuin University
e-mail account.

10. Open the e-mail from the AFPWAA in your in-box and click on the URL in
the e-mail. You are now registered with the AFPWAA.

Logging in to the AFPWAA. After you have registered with AFPWAA you
can login at any time by repeating the steps explained in the section above,
"Accessing the AFPWAA," and then doing the following:

1. Enter your e-mail address in the box marked "User".

2. Enter your LDAP password in the box marked "Password".

3. To access videos from the AFPWAA website click on the words "Video
Forum" on the far left side of the screen.

The Aoyama Portal

Using the Aoyama Portal. Teachers must use the Aoyama Portal to
download class rosters, to submit grades, to request classrooms with AV
equipment, including CALL rooms though these are hard to book as these rooms
are limited and are very popular. Teachers of elective classes need to use the
Aoyama Portal to upload course descriptions.



English Dept Teachers Handbook 35

Teachers will also need the portal to request certain av equipment for
classrooms and to reply to exam questionnaires (to give students and Kyomuka
the details of any final exams or reports for your class. Course descriptions for
required courses in the IEP and for Oral English 1 and 2 will be uploaded by the
IEP coordinators)). Further instructions in Japanese for using the Aoyama Portal
will be sent by the university. Please visit the PC Support Lounge on the first floor
of Building 2 if you need further assistance.

There are also several very detailed English manuals online which we have
created for teachers. They explain how to access the portal, and to update your
curricula. They are archived on the Aoyama Portal, but for ease and
convenience, these manuals can be downloaded from the IE Texts Web Page:
http://mwww.cl.aoyama.ac.jp/~dias/ListeningDownload.html

The following instructions are a very basic summary of the steps you need to
take to access your records.

Before you start. Before accessing the Aoyama Portal you need to go the PC
Support Lounge on the first floor of Building 2 to do the following:

1. Register a PIN password in order to access the Aoyama Portal from
computers on campus which have a card reader for university identity cards.
(This is the same pin number that you need to access the AFP World Academic
Archive.)

2. Reqister a separate LDAP password in order to access the Aoyama Portal
from your home computer or any other computers which do not have a card
reader for university identity cards. (This is the same LDAP password that you
need to access the AFP World Academic Archive.)

3. Register a matrix pattern for accessing the site (regardless of the type of
computer you plan to use).

Accessing the Aoyama Portal. To access your personal information on the
Aoyama Portal, the following steps must be taken:

1. If you are accessing the Aoyama Portal from a computer on campus which
has a reader for your university identity card, enter your PIN password into the
field marked "PIN% A /J". You will automatically be directed to the Aoyama
Portal.

2. If you are accessing the Aoyama Portal from your home computer or any
other computer that does not have a card reader for your university identity card,
follow these steps:

a. Enter <https://aoyama-portal.aoyama.ac.jp/> into your Internet browser.

b. Enter the number on your university identity card into the field marked

"t 74 »ID". The first digit of the number on your university identity card

must be converted to a small-case t. For example, if the number on your
university identity card is 000392, the number you should enter into the field
marked "® 7' /ID" is t00392.

c. Enter your LDAP password into the field marked "LDAP /XA U — K™,

d. Enter the numbers from the matrix based on the pattern you registered
with the PC Support Lounge.


http://www.cl.aoyama.ac.jp/~dias/ListeningDownload.html
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Uploading and downloading. To upload and download information from
your personal records, use the following instructions:
1. To download class rosters:

a. Click the section marked "##%3%> — /1"

b. Click ";%4R" for the appropriate class.

c. Click "PDFE=X (FiH)" to see the class roster.

2. To upload and edit course descriptions:

a. Click the section marked "#{ 5 5#%WEB" and then click on the
characters "iEZRNA AF".

b. At the top of the page click the appropriate characters:

(1) "4 TZ/r" allows you to see all of your course descriptions
(2) "Ry D HFr" allows you to see your course descriptions for
the current academic year

(3) "WKAEE Sy D A3 R": allows you to see your course descriptions for the
next academic year

(4) "N H5y D HFesR" allows you to input data for the courses
displayed

c. To preview a course description click "7 L &= —3 5",

d. To edit a course description click " Af# 3" %" and then click on "#m4E" for
the section you would like to edit. (You can copy and paste information into each
of the sections or type it in directly.)

e. When you have finished editing your course description, click "OK" at the
bottom of the section and then click " A /)52 7" at the bottom of the page.

A Manual for the WEB-grading System
I.  How to access the WEB-grading system

@ Login to the AOYAMA-portal (
https://aoyama-portal.aoyama.ac.jp/)
To access the WEB-grading system, start by a login to the
AOYAMA-portal. To create a password or to change your existing
password, visit the PC Support Lounge.

@ ¥ B AOYAMA portal
% AOYAMA GAKUIN ogin Page

il <BIBE>

Akl WOEEEYEHL THYET,

LDAP) 2D —F:
)

*en ]

Copyright (c) 2010 ADYAMAGAKUIN ALL RIGHTS
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> If you cannot login to the AOYAMA-portal, please refer to page
12 to learn how to contact the PC Support Lounge.

@ Click BEFHBWE B| (“Instructor administration WEB”)

QI BEF AT —agy
ot — 27 ) —ia
far T —igl

b ES

% i —|

@ Click |[FA& A 1| (‘Enter grades”)

After the MENU page, click on the link marked |#& A 77| (‘Enter

grades”).

Bk

BRLTIE,

BENFOARNTEET, (ETEIATYOARITEREA)
AL TRELAQBRETOIT. SEMCOEECEATLOT. M

FRESENPOFETL. caviETNTH Y O—FHEET.

SERAEER /R DL RO EENTERT,

R C
HEHEHRWERBD TV T AT

FILIICBEATTY,

Il. How to use the WEB-grading system | B#& A 11

1. TOP page of the WEB-grading system

A list of courses for which you need to submit grades will appear on

your TOP page.

Select the course by clicking the (“select”) button. A Student ID
column will appear where you can enter student grades.

NRE—E
& ANER v )R FEEAER

AT FIRAER HIL EEFA

A FIFAER Bl EFE

AF RS B BEFD

AT AIRAER FIL EFEREEETED
AT AIRAER Ll EEF (8a)

BEH - BIPR ¥H HEA BEI—F 8888 L0 FHE2EE8
AFEFERIEEE  JURSLI-FRBE N
AT AR A BWAYS—FRB K2
AT AR A BWRYS—FRB A4

&2
&2
&2
&2
&6

AR DLy vy —X - £3F— 611010090 380330100
M EREITALBHEREA 611030042 1053201 00
HIR EREIFRAAFA 611030034 1081901 00
A EEE (RAOIES) 611211060 2248301 00
HIEA SIS B E IR ADEE 611311050 2332401 00
B HEEREN 611411056 2452001 00
HiEE BEERSEFE DA 611612013 2660901 00
B EEEEE 1 733415094 5419501 00

22
200
140
149
39
1
51
1

AhHAr AN RE BREHE ER

2013/06/12 09:00:00 ~ 2013/06/28 20:00:00 FA 1
2013/06/12 09:01:00 ~ 2013/06/28 23:59:59 FA 7]
2013/06/12 09:01:00 ~ 2013/06/28 23:59:59 FA 7]
2013/06/12 09:01:00 ~ 2013/06/28 23:59:59 FAS]
2013/06/12 09:01:00 ~ 2013/06/28 23:59:59 FAN]
2013/06/12 09:01:00 ~ 2013/06/28 23:59:59 KA N
2013/06/12 09:01:00 ~ 2013/06/28 23:59:59 F AN
2013/06/12 10:30:00 ~ 2013/06/28 23:59:59 F AN

0 O
A== | = = A= | A

If any of your courses do not appear on the list, please contact the
academic affairs office.

2. Basic operation of WEB-grading system

X 4 patterns are listed below. Please follow these instructions.

4 Y4
To input grades To upload grades To upload grades To download class
directly on the with class roster with your own rosters and then grade
Web. CSV data. students’ list data. and upload CSV data.
I  — T — 7T U
Refer to Refer to Refer to Refer to

instructions (A)

instructions (B)

instructions (C)

instructions (D)
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< Sample image of Student ID column page >
REANS X5

C013EE

IMEES VEEA

060643 E&I {5

S|B AHIES T/ A MHZTREA - SR FH #Ba #80—F EREs LO—FE

FF HIRAER FL EEEEs 22 HIFA$8&EEIV 611411056 2452001 00
ESAN
FA0~100% A5
AhFE TR wEE: [E—m A BRAT
® EmSAN ® FLESIE BRIEHEAD FER:100~0% AN
O EBREHEAD | |O OS5 AESIE BPESHE : AA. A R [/] T—%AD

TR : XX
TEMEE XX amespif A
TE VA EIMESE : AA. AL B. C

LpE ST -
rme =8 sozxms ma == G OTEREX
14108537 EEFEEEZFH] 40003 R X
BACSVI 7L =

ENRIEE T [ csvan | [ —eriEw | [ mEEEET | =)

(A) Inputting grades directly on the WEB
(D Choose the method to input grades.
Grades may be entered either by 3 55 A /) (“numeric score”) [i.e. a
number from 0 to 100] or by ExF&aFAii A7) (“letter grade”) [i.e. AA,
A, B, C, X, or XX] (The default setting for inputting grades is by
numeric score).

2 Once you begin inputting grades, YOU CANNOT CHANGE
from a numeric to letter grade method or vice versa. If you do,
any grades you have already input will be erased.

2 Some courses will only allow you to input grades with a
numeric score.

> Grades for graduate schools courses (except for those in the

“Graduate School of Science and Engineering” or the

“Graduate School of Social Informatics”) must be entered as a
numeric score.

@ Choose the order for displaying student names.
Student names may be displayed on the screen numerically by I
LAERSNE] (“student ID”) orby 7 7 23K Z)IE ] (“class number”).
(The default is display the students by their ID).

@ Input grades directly into the column.
Once you have completed steps (1) and (2), you can begin
inputting grades one at a time directly into the grade column. Both
number and letter grades should be entered. For inputting letter
grades, you can use either large or small-cap letters. When you
press the Enter key, the cursor automatically moves to the next
student in the column. Please BE CAREFUL to input each student
grade in the correct place.
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Jump to page 9. No 3 =5 to learn how to save data, print
grade sheets and submit the grades.

< Sample image of Student ID column page >

ES =S
@ @ £5:100~0% AN
ANAE

+ N ®Eg: (/] F—=AN
O EEAT ctR N EREEFIE A

o gpzpmAn| | © 7FAESE SESHE : AA. A, B.
REHEERE : XX
TE:X

FEES 2] DSABEE K& =R

C

15113073 BT ZEEMIE - #I8%ER 1A007 ©)

15113097 BT FENE - 2EFH 1A009
15113098 BT FaMI2 - ZUBFH) 1B009
15113109 BT FEIE - ZUEFR! 1A010
15213032 BT FEMLF « FanRlFRl 1C015

(B) Uploading grades with class roster CSV data

X You can download class roster data from S %% WE B|
(“Instructor administration WEB”). Click [SZi## 4 i % v o 1 — ||
(“Download class roster”) on the TOP page to download the data.
If you have already downloaded the class roster data (CSV

formatted), please follow the instructions below. (Note: The
instructions are based on a Microsoft Excel operation.)

(D Open the student roster CSV data and input grades into any
blank column.

-| EREermEs - Z=E A~ = - Ad—,-
- o . ErnlTEtmE- Fam- | @- 20 lia
3 5% = CILDRLTIL - BEEk- | o %t;}fg;i{ gﬁf
s = AEA I L mE
A B G [=] E = 1 J K L I =
1 ZO135[E ATHA Ll s 48FFRE ATEA 11309107 BRI 4B003 (FEEREY AA
2 20135FE AR FHi BN =] 4BFER ATEA 11311014 BRI 30002 (FEEEY A
3 2013EFE AT #=1h ENi=] 4BFER ATEA 11311098 FRIC 0010 (FERSY B
4 ZO13EE FHi ABEH 48FFRE ATEA 11311133 BT 3FO15 (FEEREY C
5 20134E[F =l ZeEg AB5ER AIEA 11311165 FR3T 30023 (FIEFCE Y 0<
6 201EEE Fi A2E ABFER GUE] 11311204 BEHKIT G030 (FEEREY AA
7 2ZOI3EE Fi ABEQ AB%FR ATHA 11311315 B3 3ED38 (FEEREY A
8 oM 3FEE 1 BN ABFER LIEE] 11312016 B3I 28006 (xEsl B
o 20135 T S e e S el - (EARAY O
10 201 3HEE A i 3 (2 ¥
11 201 3F[E ATH i H AR
iz 2= mw =il [Nput grades in any blank column. ETi.43 I
13 201 GHEE A i 9 (FERSY B
14 201 3F[E ATS Fu (FEEEY C
15 20 3FEE AUl Fi E=] 4BFER GIEC] EHN AFEPEE 3 11312193 BRI 2G023 (FPHEEBY M0
16 zZO0135EE A Fi ENi=] 4BFER AIHA =3 El 11312205 FRIC 2E0Z3 (FERAY A
17 20N BHERE AT i ABEH 48FFRE ATEA 11312228 BRI 2R028 (FEEREY A
18 2013F[E Al HFi ERi =] AB5FR AIHA 11312273 FLHRIT 2B032 (FLEERTY B
189 20135 E A #=1h ENi=] 4BFER ATEA 11312805 TR 3C034 (FERSY ©
20 201 3FE ATH i ABEQ AB%FR ATEA 11410006 I5XZ3L 4C016 (FHEEREY XX
21 201 3FE[E  HIE i Esid=] A85FR AIEA 11410012 I502 3L 4C017 (FEREY AL
22 2013EE W i =] ABFER GuEs] 11410080 77223 48033 (FERAY A
23 20134EE AR =10 BB 4B5FR AR 11410124 F54X 3L FA00Z CFEERSBY B
24 2013F[E AIHE FLl 828 4BFFR ATHA T 11410120 I5VAIL 4C054 (FEEREY C -~
|14 4 r n| CACE4D 1061001~ Fa <« il | .|
EEo Ol F—5OMES: 10 |[HH|0 0 100% (= +)

@ Select [File] — [Save as| and name the file into which you have
input grades. Save itin a CSV file format. (You can save it to any
location on your PC.)
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2¢ When you save the CSV data file, an alert message might appear.

Click to all alerts.

BEET TRE

» seiseki v | 44 [l seisekidig= Fel
=E - FLWT AL~ 1= - @
<z . O
M avEa-5— &) kokusaibijinesu.csv 2013/06/19
s O—HIL T 25 (C)
G O—H)L Fr X4 (D1)
o BTEE (Wsharejiim¥ A EBEEFv ) %
o AFR (¥eshare] m¥AFBERF v/ (A¥F
8 FEBO)L—T (HcharejimenFHEEF vy
G =y hO—2
seiseki
=lia] m v
T ILAN): kekusaibijinesu.csv ( \ .
7 AVDEET): [CSV (12 RETD) (o —m -|
{FELE: {FREE DS A4 SL0EN B ML B ILoEm
= TANS—OEET YU ©

The Kyomuka only needs two columns of data, one for “student
ID numbers” and the other for “grades.” Process the data file as
follows. First, erase all other unnecessary columns of data. Next,
arrange the “Student ID numbers” into column A and “Grades”
into column B.

[Save | the file and close Excel.
< After you save the CSV data file, alert messages may appear.

Click to all alerts.
(IR I a0 I, o5 - =]z o e e

el | B AT B T R R 0 @ = @ R

B % A (=](=)|a) |8z T
R 1 [ = - &
BEAL 3 JAvk | BRE | BHE 254 Tl o

PwIi—F wBE
K13 A Je
A B (o] D E

LT[ <

TTalaTo As .
11311014 A Arrange “Student ID numbers” in

11311095 B “ ”
11311133 G column A and “Grades” in column B.

11311165 XX
11311294 AA
11511315 A
11312016 B
s hi1s1z082
10 [11312006 xx

11 f11312098 Aa e
12 11312148 A
13 11312151 B
14 11312153 © -
14 4 pp——— e A [ B T Pl
aTF | |[E@m 0% o—0—@®

[mu iR o) I R s ) e T b

@ Open the Student ID column of the WEB-grading system and
choose the method of grading.
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This is either by 5& 5L\ JJ (“numeric score”) [i.e. a number from 0 to 100]
or by EXPEEHM A7) (“letter grade”) [i.e. AA, A, B, C, X, or XX] (The default
setting for inputting grades is by numeric score). Click the
(“browse”) button which you can find on the bottom of the page. Then
select the CSV file you processed in (D~(3) and click the
(“load file”) button.

SHACSV I 7 1)L C:\Users\j31624\Desktop\seisekilkokusait [Z8E... || cspi

=
>

EIRIEE CSVi [—®&E | [ Bt wREEmT | (%5

® If you have uploaded the data properly, grades will appear in the
Student ID column as in the picture below.

= 1
i%“;_\:jgwmoﬁlb BN
AR o3 R UE-eAn  mi100~0EAS)
) | orcEsE SREEIEA S AN
OREFELN | OU5ABSR BT an. A FPEREAD
TR ¢ XX ERIEERE : AA. AL B C
R JEE—EAD FEHETHE XX
RE X
FEES F# JSABE KA PPl
11309107 STEAEXTFR 48003 AA
11311014 STEFEXTFR 3€002 A
11311099 STEFEXTFR 3€010 B
11311133 SCEFEXTFR 3F015 C
11311165 CEHERTER 30023 XX
11311294 XFHERETER 3G030 AA
11311315 XEDMERTER 3E038 A
11312016 XEHERTER 28006 B
11312082 XFDERTFH 2A012 c
11312096 XFDERTFH 2A013 XX
11312098 XFHDERTFH 2014 AA
11312148 XEDERTFH 20018 A
11312151 FHERTFH 20019 B
11312153 XFHRXTFRH 2E018 c
11312193 XEHRXTER 26023 XX
11312205 SCFARHLFN 2E023 AN
11312228 CFARFLFR 2A028 A
11312273 STEEEXTFR 28032 B

Jump to page 9, No 3 -5 to see how to save data, print out
grade sheets and submit grades.

(C) Uploading grades with your own arranged students’ list
> If you already have downloaded the class roster data (CSV
formatted) from \%{ BFH%WE B| (“Instructor administration WEB”)

and arranged it your own way, please follow the instructions below.
(Note: The instruction is based on a Microsoft Excel operation.)

(D Open your students’ data list and input the grades in any blank
column and save the file.

41
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1 4 y oSl Bxlsk = Mi...

2 L B AT LATIN BE T4 BE Ex

B & ((a][=][] [a) (@] =
BOME © | FAvh| BE | BE 2800 % i)
HhwTi-F & BE

E151 - f
A B g ] [ e |

1 FEES FH ASAE] BB o
2 12106164 3EH 4HO01 (PEESR) 10
312108060 #E 44003 (EEER) 45,
4 |12108073 3 4C006 (FEESR) El
512108115 38 41005 (FHER) a5
G |12108189 $EE 41008 (FERA 8
712100015 3 41008 (FERA) 75
5 12100124 8 0007 (FERESR 7
8 12100172 3EE 4EO010 (PERE) 65
1012100230 5 4008 (EEER)
11121009278 $EF 4F017 (FEEA)

12 12100323 38 40018 (FERA) 5
13 12109328 $EF 4F01D (FERE 45
14 12100352 3EH 48012 (PEERA) 4
15 | 12109355 #F 4E010 (EEER 35
16 | 121009361 & 44012 (FEESR) 3
17 12110010 3555 40011 (FHER) 25
18 12110030 $EH 4013 (FERA 2
18 12110037 35 G001 (FERA) 15
20 12110067 355 G024 (FERESR) 1
21 12110073 385 40028 (PEESR) 5
22 12110087 355 G025 (FERESR)
4 4 » ¥ CACK4S 2248301 T 7 1

ITE | |[Emm 100% ) U
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Input grades in any blank column.

@ We only need two columns of data, one for “student ID numbers”
and the other for “grades.” Process the data file as follows.

@ First, erase all other unnecessary columns of data. Next,
arrange the “Student ID numbers” in column A and “Grades” in

column B.
No other data is needed.

(EIERETS L o b = A P T
Timis BA A-SLATOF BE 75 BE BF 0 @ o & 53
[ X [a)[=] [« [a) [m) =~ |
Ga- N ; &~ #- |
BAD{I JAV| BE BME A5 Tl o '
PTR-F =
Al - fe| 12106164 v
A | B E o E F |
1
2 [12108060 55
3 J12108073 80,
4 fiz108118 85
5 f1z108168 80,
& f12109018 5
7 f12109124 70
g f1z100172 65
92 12108230 60,
10 f12108276 55 e
11 f12108323 50,
12 |12100326 a5
13 12108352 40
14 1210038585 s
15 J12109381 30
16 f12110010 25
17 f12110030 20
18 |12110037 15
15 f12110067 10
z0 f12110073 5
21 f12110087 0 -
O] BN ERRE T 4 i »
IE | |[FEODm 100% (=) 0} &)

< Attention points>
 Should be arranged as: Student
ID numbers in column A and
grades in column B.
* No other data is needed.
(Erase all other unnecessary
data other than Student ID
numbers and grades.)

@ Select File] — Save as] and name the file you have inputted

grades, save as CSV file format. (You can save the file to any

location on your PC.)

appear. Click to all alerts.

® ¥ When you save the CSV data file, an alert message might
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@_,_3) « d—t— ) j31624 » Desktop » seiseki + |43 [l seisekimtzz P
ZE - FLNTAILS— E- @
PerfLogs . ZE EE ol
Program Files ] kokusaibijinesu.csv 2013/06/18
temp [El] sangyouron.csv 2013/06/19
Windows |E|
a-H—
. administrator
&l 31624
Desktop .
e s Use alphabet and
| 2013F06H118 numberS.
seiseki -
T * Save as CSV file
o - D
format.

T7ILA(N): sangyouron.csv

J7ALOBET): |csv wwm@ (*.csv)

RS {EEE DS

~ JAILSF-DFET

A4 Ml: F41 MILODEN

® Open the Student ID column of the WEB-grading system and
choose the method of grading, either by % s A7) (“numeric
score”) [i.e. a number from 0 to 100] or by EXPEaFAti A 77 (“letter
grade”) [i.e. AA, A, B, C, X, or XX] (The default setting for
inputting grades is by numeric score). Click the (“browse”)
button which you can find on the bottom of the page. Then select
the CSV file you processed in (D~(3) and click the

(“load file”) button.

SEAESVIF Il C\Users\j31624\Desklopiseisekilsangyou

HRERAT [ csven | [ —e5iFT |

[ BeRTEEET | [z |

(@ Grades will appear in the Student ID columns as in the picture
below when the data is uploaded properly.

ERAN |

Z2:0~1008A0  EAAR

ANFE At R [N1FE—EAT FE:100~0EAT

@ FERAN ° FEESIE EXPESFAA D ®E: Ul ¥=%AAN

O BREEHEAN | | O ZSRESE ERPESTE : AA. AL B, EREESREEAA
ASHEFHE : XX BESHE: AA. A B. C
K [[1F—&AH FEHEERE : XX

RE X

FEES 8 DIREE K& E= s

12106164 SEEFIHEETR 4H001 10,

12108060 SEEFIHEETR 41003 95

12108073 $EFIHIETR 4C006 90

12108119 SEEFEHEELR 41005 85

12108169 SEEFEHEELR 41008 80

12109019 EEFEHEEFR 41009 7

12109124 SEEFIHEETR 4D007 70

12100172 SFBHFEHERTFR 4B010 65

12109230 $FHFEHERTFR 41008 60

12109276 SEEFEHEELR 4F017 55

12109323 EEFHEEFR 4C019 50

12109326 EEFEHEEFR 4F019 45

12109352 SEEFIHEETR 48012 40

12109355 SEFIHEETR 4E010 35

12109361 SEFIHTETR 4A012 3

12110010 $EEFEHEELR 43011 25

12110030 EEFEHEEFR 4J013 20

12110037 EEFEHEEFR 3G001 15

Jump to page 9, No 3 —5to see how to save the data, print

grade sheets and submit grades.

43
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(D) Downloading the students list in a CSV file from the

WEB-grading system and grading, then uploading the data.

@ First, open the Student ID column of the WEB-grading system
and choose the method of grading, either by 3% s A 7J (“numeric
score”) [i.e. a number from 0 to 100] or by BPE&EAH A7) (“letter
grade”) [i.e. AA, A, B, C, X, or XX] (The default setting for
inputting grades is by numeric score). Next, click the
(“CSV output”) button which you can find on the bottom of the
page.

@ A “File download” window will appear. Click (“save”) to
save the file. You can save the file to any location on your PC.

@274 WERSH. TLRFTFLE IR

v Al 2013_11_2332401_00.csv
L "
g

T8 Microsoft Excel CSV 271l
FIST portaltest.jm.aoyama.ac.jp

G TBHE =TT :>
| L TR, Ol e
a BT BT N
L e L

@ Open the file which you have saved in (2).
(Note: The instruction is based on Microsoft Excel operation.)
1) Student ID numbers will appear in column A. Input grades in
column B and save the data

13108354]

13109104
13109513
13110004
13110019
13110050
13110080
13110103
13110123
13110153
131101582
13110215
13110222
13110233
13110237
13110275
13110289
13110316
13110319

1 2332401
"

Student ID numbers will
appear in column A.

Input grades in column B
using half-width characters.

2) Go back to the WEB-grading system and click the
(“browse”) button which you can find on the bottom of the page.
Then select the CSV file you input grades in and click the @

(“load file”) button.

nJ h
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SACSVI 7L C\Users\j31624'\Deskiop\2013_11_233241 288 || csvikia
[ EnREERT | CSVEL A [~ | [ e EREEET |
3) Grades will appear in the Student ID column as in the picture
below when the data is uploaded properly.
P |
B 0~100ED 2205
AhrEE wiF KB [/]F—F ®=5:100~0®AH
LN LE =0 EEEEAD =i ] F—=AD
CEEEELA| | D USARESE BESER AL, BRSIFEASN
TRSEEEE o BRESTE:AAL AL B C
R [E—E  TOESHE X
RE X
FxE= 8 ogsa#@=  ER E e
13107441 Z¥E02¥ 10032 10
13108304 F¥EEFH 4L003 5
13109104 FFENEERM 4HO06 20
13100513 FFEHEER 48015 85
13110004 FFE0EER 40011 50
13110019 F¥EEEH 4F014 5
13110050 FFENEEM K019 70
13110090 FFEEHEFER 4020 65
13110103 FFEEHEFER 41021 &0
13110123 F¥Ez ¥ aF021 EE
13110153 FFEHEEM a1027 50
13110102 FFEFEER aH020 a5
13110215 FFEHEFR 40025 40
13110222 ZF¥EHz ¥ ak020 a5
13110233 F¥EEEH 41033 30
Follow the instruction below No 3 —5 to see how to save the
data, print out grade sheets and submit grades.
3. How to save grades temporarily
If you like to save grading data temporarily, click the | —KFfRAF | (“save
draft”) button that appears on the bottom of the page.
FEES == o ] DSRBE KA PR "E
15113073 BT FENE - 0BFH 1A007 AA —B&RES
— BT => 15113097 BT 25012 - ZIBFR  1A009 A — SR
15113098 BT FENIE - 2IBFH 1B009 B —B&RES
15113109 BT FENIE - H0BFR) 1A010 C —BERESH
15213032 BTFEFMLF « £HRIFRI  1C015 XX —BEREFH

If you want to change the grades again, input new grades in the

column and click |—E{R £ . Data will be overwritten.

4. Trouble Shooting

The following notes cover some possible errors that might

occur. If an error message appears, it means the “grading

data is not complete”. Please note that you cannot submit

grades without completing all the necessary data.

1) If there are any blank cells;
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13111136 EFEHEF R 3F016 A —EERFS
13111143 FFEFEFH 3M010 B —EFRES
13111392 FFENAZFER 3K025 C —EB&EFES
13111460 EFaHETH 34033 XX —EEEFS

13111506 FFEREFH 3F042 FAND

13111518 FEFEHESER 3E039 A —I=
13113993 #FZFa0EER 48043 B —E®EED
/
Awtr—3
FADNOEBEmSEDET, BELTZE,
\
2) If the grades are not input correctly; Example: Choosing the numeric

scores method of grading but
inputting a letter grade

e

NESZ I

A EMEEFD: AAC A B C
sy EHEEHE 1 XX

TR X &
FHES 8 DSAB/E] K& == [ =5
14108537 FEFIHEEFH 40003 AA ANENTLBESOER. ADHFIENTOWRLEHET Y.

A wr—37
DHABCTIS—HBDET. BERELTIEE,

Example: Choosing the letter
method of grading but inputting a
letter which is not used for grading

== | ('S"D"F”etc.)
= =
ANTrE e my  ERI100~0EAS
O BEAAD ®y=EsIE g R Ul F—2AD
O BEGHEAS |© HSZESIE gy BEEPEAT]

T4 ERPESE(M - AA. AL B.
sy RETEREIE : XX

TE X
FEme iy ISABE K& PRIESFIT [+
14108537 iFEFEEEFR 4D003 S ANENTVBEBREHEE. ANSFIESNTORVEETY.
Pwir—%7

PORBICIS—HFHDET, BRLTILEZW,

5. Printout Function
Click the | Fl1jl] i i 2% 7~ | (“show print screen”) button which you
can find on the bottom of the page. Print preview screen will
appear. Click the “Print” option from your Internet browser to print a
grade sheet out.

[Warning!] Please save your data before printing out. In other
words, click the | —~Kffr1F | (“save draft”) or | #£{H | (“submit”) button

FIRST!
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If you click [F il %75 (“show print screen”) before you save
your data, all the grades will be erased.
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FEEAD
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fEE ey wig - [j1E—w) EEFEAN
5 EREHEA ERRETRHE : AA. AL B, C
EESTE - AR 4 FEHETHE : XX
FTotEHE - xx REX
FE-[1H-%EMD
SHEE £# DSBS K& ikl
15113073(BTFEMNE - MESR |1A007 A R EH
15113097 ETFEMNE - SIEFH  |1A009 B EEEH
151130982 TFEMNE - BIEFH  |1B009 B HE
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You can print out a grading sheet as above.
To print these sheets, use the “Print” function of your Internet
browser.

6. Submitting Grades
(@ When you finish grading all the courses, click the | 4 Hffe £ i i |

(“show submission confirmation screen”) button on the bottom
of the page. A confirmation screen will appear where you can
check that the grading data is completed correctly. Please ensure
that you check the data before submitting it. Click the
(“submission”) button on the bottom of the confirmation screen to
submit the data.
[Warning!]
Once you have submit the data, you CAN NOT
CHANGE/CORRECT any grading data.
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@ After you submit the data, the message listed below will appear.
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This is on the bottom of the page. You will also receive an e-mail letting
you know that the data has been submitted to your Aoyama Gakuin email
address. (tXXXXX(X:5 lower digits of your ID No )@aoyamagakuin.jp)
You can also check whether or not you have submitted the data properly
on the TOP page of the system. If the letter appeared in the status section
as &% 4] (“submitted”), it means you have submitted the grades.

< Courses of Aoyama Campus >

A wir—3F

RS LR T ENE L. BRI EREE A LA L P RLACRESNF L. BEEEA L ERELTLE
=L A LTEORLEEE. AERILS e L (R (B C 03-3406-7830) FTOEMAIEL,
ARSI BEREIINBILTEOFT. JTRCESL,

< Courses of Sagamihara Campus >

A—37

AT EF ST L. REREA LT EREEA DAL PR CRESNF L. REREALERELTAE
=Ll FALTENRL RS, ATEEERREEEE (RS D 042-750-6003) FTCEBCESL.

A —LEEICIR. EPBETND SIS ENET. CTEIEEL,

@ If you have any inquiries regarding the grades you have submitted,
please review the section listed in “6. References / Contacts” as
soon as possible.

7. References / Contacts

<Inquiries regarding grades and WEB-grading system >
(Schools and Graduate Schools) Aoyama kyomu-ka (undergraduate
and graduate school office) Sagamihara gakumu-ka (undergraduate and
graduate school office)
<If you cannot login to the AOYAMA portal >
@ Please refer to the |1k < » %5 & (‘FAQ’) section of the
login page of the AOYAMA portal.
@ If you still have inquiries regarding how to login to the
AOYAMA portal, please contact the PC Support Lounge.

PC Support Lounge Aoyama Campus (1* Floor, Bldg. 2) TEL:03-3409-7850

PC Support Lounge Sagamihara Campus(4™ Floor, Bldg. B)
TEL:042-759-6047

X Please bring your Aoyama Gakuin identity-card with you when you visit
the PC Support Lounge.

Using the Writing Database
From the spring semester of 2016, all students in IE Writing and
Academic Writing will be required to upload the final draft of their written
assignments to the new “Database of Student Writing.”
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In this way, we will rapidly build up a collection of student writing as a
deterrent against plagiarism. All students in IE Core are required to
upload the final draft of their book reports to the “Database of Student
Writing” which was established in the 2015 academic year. Students in all
levels of IE Writing will have to upload the final draft of their paragraphs
and essays to the database, as well.

In addition, since the autumn semester of 2015, Academic Writing (AW)
students have uploaded the final draft of their 1,500-word AW thesis.
With this rapidly accumulating collection of student writing, it will be
increasingly difficult for students to intentionally (or inadvertently)
plagiarize from each other.

The way it works is that...

1) Students upload their papers to a particular website after logging
onto it.

2) After the paper has been successfully uploaded, a unique
“reference number” is generated that students must print out and
give to their teacher.

3) With that “reference number,” the teacher is able to download the
paper and, at the same time, confirm that it was not plagiarized,
either in part or entirely.

How students use the database for submitting written work
Students begin by going to this web page:

The URL will be supplied later since the hosting server will soon be
changed. (See Fig. 1).

LOGIN

Username

|

Password

® Aoyama Gakuin University. All Rights Reserved

The student will log in as follows:
Username : student
Password : tGpUUSCv
Fig. 1
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UPLOAD A FILE

Please remove your name and student number from your document before uploading to ensure privacy.

Attach file
Choose File ' no file selected

Microsoft word files only

Course

Select Course

Semester

2015 (Spring)

Teacher's name

Enter teacher's name

Academic year (4F)

Ist

Experience abroad (BHMER)

Lived abroad for more than 5 years

Upload date
15/05/2016

Upload file

<>

<«

<>

<>
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—___
If

Favorites Name ~  Date Modified
Dropbox » 2015 taxes May 8, 2016, 11:58
»> 2016 classes May 13, 2016, 14:34
iCloud Drive
‘ S > 2016 IE Orientation presentations Apr 24, 2016, 17:35
A 4 Applications 2 2016 rainbow.JPG M 2016, 10:51
i &= Desktop i 3146_bookreport1.docx May 12, 2016, 22:24
| M 12794883 1( 7 y . N T
N @ Documents = .,
a 0 Downloads 22
Devices

@ Remote Disc =

Tags

culture =

|

Dias

Academic year (334)

2nd

<>

Experience abroad (B5MEER)

Lived abroad for more than 5 years

<>

Upload date Click on this
15/05/2016 button to choose
) a file from your
computer and
feload S upload it.

Fig. 3

The upload has been saved.

UPLOAD SUCGESSFUL

Your file was successfully uploaded to the database.

Reference number : AGU-150413184817-9

Upload time : 13/04/2015 18:48

Email Print

©® Aoyama Gakuin University. All Rights Reserved. Logout

Fig. 4

After the student has selected the appropriate file on his/her computer
and clicked the “Upload file” button, the file will be uploaded within a few
seconds. Upon successfully uploading the file, a page will appear with the
phrase “UPLOAD SUCCESSFUL.”
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On that same page, a unique reference number will be provided along
with the time and date of submission. Students must print out the
“UPLOAD SUCCESSFUL” screen (which includes their file’s unique
reference number--See Fig. 4) and present it to their teacher along with a
hard copy of that written work. Students must not be given credit for an
assignment if they have not shown evidence that they uploaded it to the
“Database of Student Writing.” That evidence will be a print out of the
“‘UPLOAD SUCCESSFUL” screen.

How teachers will use the database/plagiarism detection system
The MS Word files of the students’ submitted written work can be
accessed at: http://www.ap.agu4u.org/users/login.

[See Figure 5.]

ADMIN / BROWSE FILES

Search
REFERENCE # COURSE COURSE YEAR UPLOADED DATE ACTIONS
AGU-150402201414-1 Transfer Course 2015 (Spring) 02/04/2015 Download
AGU-150402201604-2 IE Core III 2014 (Spring) 02/04/2015 Davmload
AGU-150403022135-3 Academic Writing 2014 (Spring) 03/04/2015 Download
AGU-150403022716-4 Academic Writing 2014 (Spring) 03/04/2015 Download
AGU-150403065912-5 Elementary English my dear Watson 2014 (Spring) 03/04/2015 Dnonload

Teachers should login as follows:

Username : admin
Password : [ ASK DIAS FOR IT ]

LOGIN

Username
|

Password

.) Te member me

Login

©® Aoyama Gakuin University. All Rights Reserved

Fig. 5
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[Teachers wishing to access the electronic files of their students’ work
should ask the IE Program coordinators for the administration password.]
Finally, when a teacher does detect clear and indisputable evidence of
plagiarism in student writing, (s)he is asked to report it to the IE Program
coordinators at:

http://tinyurl.com/mum2goq

Inappropriate appropriation

]
L
L
[ ¢
®

()

()

()

()

()

()

()

()

()

()

()

()
I

Fig. 6

Teachers will be able to search for strings of words that a particular
student’s work might share with other entries in the database. The system
will also facilitate Internet searches for particular phrases used in a
student’s writing which are deemed suspicious by the teacher.

When the students submit the print out of the “reference number”
corresponding to their uploaded work, be sure that they include their
name with the printed reference number. That way, the teacher will be
able to match a student to a particular submitted file (essay). This is
important as students are asked to strip the electronic versions of their
papers of any personal information in order to maintain their privacy.
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In other words, individual teachers will be the only parties able to match
uploaded files to particular students due to the privacy safeguards built in
to the system.

At this point in its development, the database is mainly intended as
a deterrent to plagiarism rather than as a highly effective tool for detecting
it. But, we should be able to detect particularly egregious cases of
plagiarism of work previously submitted to the database by classmates,
or even work submitted by the same student for different classes. The
system will also facilitate Internet searches of strings of words/ phrases
judged to be suspicious by the teacher as the search terms put in the
search field of the database will automatically be fed into the search field
of an Internet search engine.

It remains important for teachers to follow their intuitions and
question students when their written work seems beyond their capacity or
inconsistent with previously submitted samples. The database search
tools will not catch all cases of plagiarism and may generate “false
positives” when appropriately quoted passages are flagged as possibly
being plagiarized.
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