Freshman & Sophomore English Course Syllabuses

[e-pass] https://passport.toyoeiwa.ac.jp

Information for Completing Syllabuses Online

& When using “e-pass” , you heed to disable the “pop-up blocker” of your Web browser or
change the setting on the tool bar in Google or Yahoo to allow pop-ups. If the message [Rw 777w
TH70yoENF U] ( “A pop-up is blocked.” ) appears on the log-in page or when trying to
open a section on e-pass, click [EICEFT)] ( “Always Allow” ) in [COYA ~DATI 3]

( “Options” ) at the top right corner of your screen to disable the “pop-up blocker” . You may
have to manually change the setting of your browser, depending on the browser you use to allow
pop-ups. Please note that when using some browsers, an error message may not appear. Whenever

you try to open a pop-up but nothing happens, please check the pop-up setting of your browser.

¢ Donotusethe “Back” button of your BROWSER. Only use the R3] ( “Back” ) button on the
“e-pass” page you are viewing to go back to the previous screen. The (R3] ( “Back” ) button

on the “e-pass” page is maroon in color.
€& The Submitting Syllabuses page in “e-pass” will be displayed only during the submission period.

& After logging in and leaving the page idle for more than 30 minutes, a “Session time-out” message

will appear. In this case, go back to the starting page to log in again.

¢ “e-pass’ will not be available from 2:00 am to 500 am every day due to regularly scheduled

maintenance work being carried out.

How to Submit Syllabuses

(1) Click TS /N\RERI( “Input Syllabuses” ) in the drop down menu in the top main menu MFEE] « &
S/VZJ ( “Class Schedule * Syllabuses” ).
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(2) After reading the messages in the *IMPORTANT % section, click the TRAJ ( “Next” ) button.
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(3) When a list of your course syllabuses appears, select the specific course for which you want to

enter the syllabus.
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(4) The Input Syllabuses page of the selected course appears.
& @ Course Titles (completed by the University)
@ Click each heading to open an editing screen. The first two sections, [T—¥ - R%] (Objectives

and Content) and EhEBZ] (Overall Course Goals, are standardized and filled in by the University.
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Click the heading to open the editing screen.




Please do not change or add anything to these two sections. The remaining sections are for you to

fill in. The headings appear only in Japanese. Please find the sample form translated in English
attached at the end of this document.

€ Unfortunately, after filing in the content for each section of the syllabus in the pop-up editing
screen and transferring it to the syllabus form, your text may be cut off even in the middle of words.
We are desperately trying to fix this problem. To avoid this happening, we would appreciate if you
could for the time being click the return key at the end of the line after entering each line of text in
the pop-up window.

& Fillin all required sections which are explained in the attached sample form and the optional

sections if you have any further details. Click t#7EJ( “Enter” ) each time when you are done with

the section.
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& Make sure to click TR ( “Enter” ) to save the data every time you finish entering the content or
when you leave the page in progress.

€ Pay attention to the maximum number of characters or letters in each section which is explained in
the attached sample form.

€& \When the number of characters or letters exceed the prescribed number, the error message [/\N-
BOERKBZBZTNET, J ( “The number of bytes is exceeding the maximum.” ) appears. Make
necessary corrections as the syllabus will not be accepted if left alone.

¢ Verify whether you omitted any required sections and that the syllabus information you entered was
all correct. Click B85 ( “Ready for posting” ). When the message [V SN\ ERBRFHBICLET,
FKAULNWTIN?] ( “Do you want the syllabus to be ready for posting?), click “OK” .

¢ If you click “I'2RBFH I ( “Ready for posting” ) while leaving any required sections blank, an error

message will appear and it will not proceed to the status “Ready for posting” .

€ \When the message [VYS/N\XAZRBFEPE LT UL, ZBFHRESCI>TRBEENZET, 1 ( “Your
syllabus is now ready for posting. The posting procedure will be proceeded.” ) appears, it means the
syllabus submission has been successfully completed. The posting procedure will be proceeded by

the Student Support Section after the syllabus submission period.
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€ The syllabuses can be modified anytime during the Syllabus Submission Period even after having
clicked [23B8RF5B) ( “Ready for Posting” ).

_ _
Web R—SHBDAYE— [

5 AZNHERERELE U AERFTRICL O TARTNET.

(5) Upload Status

On the list of your course syllabuses page, you can view the status of your syllabuses in the 1R8]

( “Status” ) column.

[KimEE ] (Uncreated): syllabuses which have not been worked on

MRED | (Editing): syllabuses which are in progress

[3\B3#F] (Standby): syllabuses which are completed and ready for posting)

When you have finished submitting all your syllabuses, verify that the status of all courses is [23B3fF]

( “Standby” ) without omissions.
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How to Copy Syllabuses

(1) If you have several course syllabuses which are the same or similar, you can copy and use the
syllabus you have already filled in. Select the copy destination course and open the Syllabus Editing

screen. Click TJE—] ( “Copy” ) on the upper right of the page.
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(2) Select TREYS/VRU ( “Posted Syllabuses” ) or TR&EYS/V ] ( “Edit Syllabuses” )
When the T¥S/NZ3E—] ( “Syllabus Copy” ) page appears, select either 3BV S5/V2] ( “Posted
Syllabuses” ) or MREY S/ ( “Edit Syllabuses” ) in the TIE—7t] ( “Copy Source Box” ).
& [RBEYS/NR] ( “Posted Syllabuses” )

—Syllabuses uploaded prior to this academic year can be copied

& [REYS/VR] ( “Edit Syllabuses” )  —Syllabuses you are currently editting can be copied
e .
e A

Select either button
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(3) @Input the class code directly R — FIBE] or @choose the class from the list MEEZEIR] .
@lnput the academic year and the class code you will copy from and click T 3E—1 ( “Copy” ).
@Select the specific copy source course in the drop down list and click TaJE—1 ( “Copy” ).

Please note that you will only find the course syllabuses you have editted in the list.
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Select the specific copy source course.

(4) When the message below appears, click the TOKJ button.
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[Syllabuses for Freshman & Sophomore English Courses]
P The sections in grey have been filled-in by the University. HOWEVER, note the request in Objectives and Contents.
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Overall Course Goals

[Required] Up to 600 Japanese characters or 1,200 letters
* This is a statement about how students will be learning and working to achieve the goals of your courses. Fill in the contents

of the course including your plans for the lecture. Describe concretely the activities and the general routine that you will

implement. Specify your lecture styles or methods. (e.g., lectures, seminars, practical training, etc.) For example, if you teach a

writing course, depending on the students' abilities, you might write something like the following description:

"Each week students will compose a short passage for homework about one topic assigned in the previous class. The short

[passage can be between 5-10 simple sentences. Classmates will review each other's short compositions at the start of each class.

We will rewrite those short passages based on comments from the teacher or classmates. Based on this weekly composition

Smp T activity, students will compose two short essays per semester. Tasks from the textbook will be used to support students’

composition efforts and improve their written expression skills.”

% IMPORTANT

Your syllabus can be viewed externally by the public.

* PLEASE STATE THAT YOUR CLASS IS IN-PERSON, ON-CAMPUS.

* Although all language courses are in-person, on campus, if you will be using e-pass, Google Classroom, etc., you may state

Routine for Learning
in class

that here. However, DO NOT provide URL links, class codes, passwords, etc. here. You MUST provide these through an e-pass
notification.

% Explain how students can contact you before and during the course. However, DO NOT provide your full email address here.
If you're using email for this purpose, simply state that you will be using @toyoeiwa.ac.jp email (for example) and you will
notify students of the full details through e-pass.

[Required] Up to 300 Japanese characters or 600 letters

+ Describe an effective learning routine at home that helps students to understand the contents of course and achieve the overall
course goals. Explain your homework tasks, including what is expected of the students and the routines they will follow

S s A =225 | throughout the year when they prepare for each class. For example, for a reading course you might write something like this:

(FEED) "Since one of our main course goals for reading is to increase the amount you read, it is essential that students read level-
Routine forbearming () Ly Za i materials outside of class as homework. As a guideline, you should spend between one and two hours reading these
s o 1B el | materials as homework sometime during the 7 days between classes. Students will be reading approximately one level-
for class) appropriate book per month or the equivalent. The teacher will give you the appropriate materials to read, or in some cases, you

may choose those materials which you are interested in from a list. It is important to read in order to enjoy the material, get the
main points and then make a very brief summary to be brought to class and reviewed at the start of each class."

* If you have specific preparation ideas for students for each weekly class, use the class schedule section to fill this in.

[Required] Up to 600 Japanese characters or 1,200 letters

* Fill in the method and standard for assigning grades and write in as much detail as possible including specific rules to indicate
that it is clear and fair. Specify how you will evaluate the achievement of overall course goals.

* (Department of Early Childhood Education and Care Freshman ONLY) Students' speaking activities and reading/writing
activities in the Learning Commons Program represent 10% of their final grade for their Speaking/Listening and
Reading/Writing courses, respectively.

* Note that teachers cannot raise or lower students' grades based on attendance alone. All grades need to be based on actual
ﬁiﬁgﬂﬂﬁ@ﬁfﬁ = |work or performance done in class, assignments and tests.

HE * In principle, if students are absent from more than 5 classes in a semester they cannot receive credit for the course.
Details of your 5% IMPORTANT
Gtz e foy % Specify the percentage of the evaluation as shown in the example below.
ex. final exam 50%, essay 30%, class work and participation 20%
There is no Grade Bonus score (A& MR, previously TOEIC) during AY2024. You DO NOT need to account for that

score in your assessment.

*Please conduct 15 regular classes, and note that it is not permitted to use classes for examinations only. Officially
scheduled examinations will take place in Week 16. If you give an examination in Week 16, please add information
here orin T{&#% | "Remarks”. Please note that it is not permitted to give an examination during Week 15.

Continued on the back




[Syllabuses for Freshman & Sophomore English Courses]

[Optional] Up to 300 Japanese characters or 600 letters -
7 srancz=ss | Fill in any requests for students to register.
Special Requests

Special Requirement and Conditions for registration (a limited number of students / holding a draw etc.)
BiEsEy Freshman and Sophomore English courses are all required courses. Registration for these classes is decided by
0N & b= SN the university:

No Special Requirements or conditions for registration.

HRlE [Optional] Up to 300 Japanese characters or 600 letters

Textbook (s) ) o
= Enter Author, Publisher, Year of Publication and ISBN of the selected textbook(s).

* Make sure that the selected textbooks are not out of publication.
SE=E * You may input "The textbooks will be announced in class."
Optional Reference (Note : Please hand in the textbook order form to the staff for ordering student textbooks.)

Materials Here you will find the link for Toyo Eiwa University Library's Book Retrieval System, OPAC. Please do not change or add
anything.

[Optional] Up to 300 Japanese characters or 600 letters

£% URL
S e ] L Enter the relevant URL related to the course.

Links * Indicate the particular part of the course the reference URL is useful for.

(K)#ZZEHE Class Schedule

[Required] Up to 300 Japanese characters or 600 letters

* You are officially required to fill in the planned theme for each weekly class as specifically as possible. When the same theme
= 1@ covers for several weekly classes, use different keywords for each weekly class to be distinguished. The following could be

= - included in this section:
il * Specific preparation ideas for each weekly class
Class Plans Week 1 P p P . . . Y .
« Plans for important assignments including due dates and any requirements
« Plans for important class tests/quizzes including dates

* Plans to replace the specific weekly classes with off-campus lectures including the contents and schedule

[Required] Up to 300 Japanese characters or 600 letters

g2

Class Plans Week 2

)

[Required] Up to 300 Japanese characters or 600 letters
= 15[ *Please conduct 15 regular classes, and note that it is not permitted to use classes for examinations only. Officially
BERNAE scheduled examinations will take place in Week 16. Please note that it is not permitted to give an examination
OEIEERES SR during Week 15. If you give an examination in Week 16, please add information in Tp#&EEHEID A% - H#E )
“Details of your Grading Policy” or T{&# 1 “Remarks".

[Optional] Up to 500 Japanese characters or 1,000 letters
*If you give an examination in Week 16, please add information here or in TE#&EFEMD A%k - H# | "Details of
e your Grading Policy”. Please note that it is not permitted to give an examination during Week 15.
Remarks = If you have any plans for off-campus lectures for which the schedule is not yet fixed, indicate the contents and plans here.
* Fill in any other information you want students to know here.




