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Dear Instructor:

This English Teachers’” Handbook was prepared by the Institute of Foreign Language
Education, Kurume University for the purpose of assistance, if necessary, with Japanese
language paperwork here at the University and also to give an overview of University

policies and academic curricula.

We believe that this Handbook will prove useful for instructors who are new to Kurume

University, as well as for those who are returning for another year.

We have tried our best to provide accurate translations of Japanese documents that
instructors will likely be asked to consider and process throughout the year. In the
present Handbook, translations should appear on facing pages ( H 45% on the left, English
on the right). The occasional, blank page is not a mistake, but necessary in order to
maintain this format. In some cases, shorter documents are translated on a single page.
Translations are provided for your convenience; in cases of doubt, official precedence

rests with the original Japanese documents.

Comments and suggestions as to how this Handbook might be improved for future

reference are always welcome.

Best wishes for an enjoyable and successful year teaching at Kurume University.

Editors:

Robert Chartrand robert_chartrand@kurume-u.ac.jp
Bruce Lander bruce lander@kurume-u.ac.jp
January 2013

Kurume University

Institute of Foreign Language Education

Available online at:
http://www.mii.kurume-u.ac.jp/gaigo/TeacherHandbook.pdf
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Kurume University Contact Information

Kurume University Mii Campus 0942-43-4411 (main switchboard)
0942-44-2071 (kyoumuka)

Institute of Foreign Language Education

Name (Department) E-mail@kurume-u.ac.jp Extension
Britto, Rory (English) rory_britto@ 666
Brown, Kathleen ( /) kathleen brown@ 664
Chartrand, Robert ( /) robert_chartrand@ 665
Iwata, Yoshinori (French) iwata_yoshinori@ 675
I, Higyon (Korean) i_higyon@ 669
Lander, Bruce (English) bruce lander@ 671
Niiyama, Miki ( /) nilyama_miki@ 688
Ri, I (Chinese) i@ 676
Shimamura, Kenichi* 5(German) shimamura kenichi@ 678
Shiotsu, Toshihiko (English) toshihiko_shiotsu@ 672
Yano, Hideko (/) yano_hideko@ 668

* Director of the Institute of Foreign Language Education

Other Important Numbers:

Curriculum Office (kyoumuka) Mr. Sata 230 Ms. lida 233
General Affairs Office (shomuka) Mr. Kawamura 207
LL Office Ms. Nakamura ~ nakamura_ erina@ 661
Part-time Teachers’ Room 265
Full-time Teachers’ Room 260/261
Faculty of Law Chieko Kawauchi  kawauchi_chieko @ 362
Faculty of Literature Yusuke Ando  ando_yusuke@ 454
Medical School Ms. Inanaga  igaku-kyoumu@ 0942-31-7528
Nursing School Ms. Yamashita  kangojim@ 0942-31-7714




Vocabulary at a Glance

I AR Kurume daigaku Kurume University
S EREEE WFERT Gaikokugo kyouiku kenkyuusho Institute of Foreign

Language Education

FHl Gakubu Faculty

LR Bungakubu Faculty of Literature

15558 Hoogakubu Faculty of Law

TR 0 Keizaigakubu Faculty of Economics

it Shoogakubu Faculty of Commerce

W H PR Dates and Periods

Wopk 22 41 A 2010 January

H (gatsu — month) H (nichi — day)

9H 22 H September 22"

1 RFR ichi jigen First period

2 IR ni jigen Second period

3 IRfRR san jigen Third period

4 IR yo jigen Fourth period

5 IRfRR go jigen Fifth period

OB ik kyoumuka Curriculum Office

JEEHS g shomuka General Affairs Office

T2 H R teishutsu kigen deadline

st teishutsu saki place to turn in forms

R g ~F kigengenshu the deadline will be strictly
enforced



General Information

Rate of Payment
You will be paid at the rate of ¥5,550 per hour. (One weekly class period is
considered two hours for purposes of payment). This rate may vary according to
experience. Please take the time to fill out the Bank Transfer Form. Please submit
this along with the Transportation Reimbursement Form to the General Affairs
Office (shomuka) by April 1*. In the event of attending the coordination meetings
held every year in September and January, all part-time teachers will get paid a
stipend of ¥10,000 and transportation costs will be reimbursed. If the instructor is
asked to attend a morning session, lunch will also be provided. Moreover, if the
instructor is asked to help proctor a test during the examination period,
compensation will be paid at ¥5,000 Yen per test (60 min.) being proctored.

Cancellation of Classes
If you find it necessary to cancel classes for illness and such, please notify the
Curriculum Office (kyoumuka) as soon as possible. The office will also help you in
notifying students via the faculty bulletin boards and plasma monitors.

Method of Payment
The University pays instructors per lesson (koma) taught in the following month.
For example, lessons taught in April are paid on May 25.

Transportation
You will be compensated for expenses to and from the university. Payment will be
made on the 25th following the month to which it applies.
* Only new instructors should fill out the forms for Bank Transfer and

Transportation Reimbursement.
* Continuing Instructors: If there is any change in your status pertaining to the
above please notify the General Affairs Office (shomuka) as soon as possible.

Classrooms
Classrooms are usually in buildings #100, #200, #500, #800 and #1000. Building
#200 is the Administration Building and is attached via breezeway to building #300
where the Part-time Instructors Room is located. Building #100 is across from the
entrance of Bldg. #300. Building #500 is a newer building on the opposite side of
Bldg. #300. Language classes are usually given in the AV rooms in the Media
Center (Bldg. #800). These are located on the 6th floor. Also in this building are the
LL rooms, which are located on the 4th floor. On the 5th floor is the LL self-study
room, which is available to students throughout the year. Our newest building,
#1000, is immediately in front of the 800 building, and among computer facilities
has two CALL classrooms, 1043 and 1044.



General Information

Class length
Classes are 90 minutes long. You are expected to arrive on time and teach for the full

90-minute class period.

Making Copies
There are two copy machines available for use in the Part-time Instructors Room. A copy

card will be distributed to mailboxes at the beginning of the academic year.

CD Player / tape recorders / DVD players

Tape recorders are available in the Part-time Instructors Room. A limited number of
recorders are available in the LL office on the 5th floor of the Media Center. LL1, LL3-5
and all AV rooms 1-4 in the Media Center are equipped with region-free DVD players.

Lunch

Box lunches (bento) can be ordered by writing your name in the order form in the
part-time teacher’s room. There is a clipboard to write down your order on and a small
can to put your money in. You should place your order by 10:30am. Lunches will be
delivered by 12:00. The price is about 410 yen. There is also a refrigerator and a

microwave should you bring your own food.

Lunch boxes are also for sale daily in front of the 500 building and the Bookstore. There
are two cafeterias in the Media Center Building, one on the first floor (“Zip”’) and one on
the second floor (“Sai”). Zip has quasi-Western food and Sai has Japanese food (noodles,
donburi etc). There is also fast food and a bakery on the first floor of the Student Center,
and a “pay-by-weight” buffet (“Keyaki”) on the second floor.

Library

Library hours are from 9:00am to 7:00pm Monday through Friday and 9:00pm to 3:00pm
on Saturdays. Part-time Instructors are able to borrow books for two weeks. The librarian
will help you fill out the appropriate forms. There is a large number of language and
teaching related journals that you can read. It is a good resource that we recommend you

take advantage of.

*Neither Journals nor reference books are available for loan.



Mii Campus Map

This campus map may be used to identify building numbers.
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Asahi Campus Map
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Transportation
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Transportation

You will be compensated for roundtrip transportation costs to and from your residence.

Please fill out the transport reimbursement form and hand in to the General Affairs Office
(shomuka) by April 1*.

Please check that any information prewritten on the form is accurate. In the case of

mistakes, please alter the form directly.

List the shortest route by public transportation from your home to Kurume

University.

Detail the shortest route by public transportation even if traveling by car.

When traveling by car please make sure to fill out the Parking Authorization Form.

Please inform the General Affairs Office immediately (shomuka) of any changes of

address, mode of transportation etc.

Transportation Reimbursement Form

Name in Katakana:

Full Name:

Date of Birth: (y/m/d)
Postal Code:

Address:

Telephone: Fax:
Cellular Phone:

E-Mail Address:

Mode of Transportation

Mode of Transport From To Fare (One-way)
o ) Kurume Daigaku
Bus Nishitetsu Station ~ ¥200
mae
Total Cost (Round-trip) ¥400

Bank Transfer

Bank:

Type of Account:

Branch Name:

Account Number:

Name on Account:

13
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The parking area for Part-time Instructors is in front of Bldg. #200. Permits are required
for the use of parking areas on campus. Permits will be valid for the school year from
April 1% through March 31*. Please fill out the parking permit form and submit it to the
General Affairs Office (shomuka ext. 208).

Date  (yy/mm/dd)
Kurume University
Chief Director: Hiroshi Maekawa
Part-time Instructor

Name: (seal)

APPLICATION FOR PARKING PERMIT

I hereby request permission for parking on campus under the following conditions

Period From: (y/m/d) To: (y/m/d)
Make (Color)
Vehicle License Plate
Number

Reason for commuting by

car

Main days of use

Time of use

Times used per day

NB: Details of the car maker / license plate number are shomuka Seal

not required if they remain unchanged from the previous year.

All other information must be filled in.
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Academic Calendar (2013)
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Academic Calendar (2013)

First Term Second Term
Month Date/Day | Event Month | Date/Day Event
4 (Thu) Entrance Ceremony
Sept. 23 (Mon) Classes Begin
11 (Thu) | First day of Class National Holiday
_ Regular Classes
April . - :
28 (Sun) Foundation Day 14 (Mon) National Holiday
Oct. Regular Classes
29 (Mon) | National Holiday 19 (Sat) Make-Up Classes
Regular Classes
2 (Thu) Holiday in place of 3&4 Anokusai School
Showa Day (No (Sun, Mon) | Festival
May classes) Nov.
25 (Sat) Make-Up Classes 17 (Sat) Make-Up Classes
14 (Sat) Make-Up Classes
June 22 (Sat) Make-Up Classes Dec. |23 (Mon) Regular Classes
24 (Tue) Winter Vacation
6 (Sat) Make-Up Classes
15 (Mon) | National Holiday 2014 (Heisei 26)
Regular Classes
July . .
27 (Sat) Make-Up Classes 3 (Fri) End of Winter
Vacation
29 (Mon) | Last Day of Classes 11 (Sat) Make-Up Classes
30 (Tues) | First Day of Exams | Jan. 20 (Mon) End of Classes
8 (Thu) Last Day of Exams
21 (Tue) First day Exams
August ) .
9 (Fr1) Summer Vacation
Begins 31 (Fri) Last day Exams
20 (Fri) End of Summer
September Vacation Mar. | 20 (Thu) Graduation Cer.
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Academic Calendar (2013)
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Academic Calendar (2013)

National Holidays (No Classes)

7 Vacation (No classes)
le Examination Day

23 A Make-up Class Day
1%

Special days to be used by the university administration for emergency purposes
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2013 Class Schedule
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2013 Class Schedule

Each teacher will receive a schedule from the Curriculum Office (kyoumuka) similar to
the one below. In addition, a copy of the “2013 Course Guidebook” will be freely
available in the part-time teachers’ room. Please contact kyoumuka directly with any
queries regarding the schedule.

Note: Look carefully at the times in the Timetable to check vour class times.

1) First day of class April 11th, 2013 (Thursday)

2) Class Schedule

Faculty

Class Semester | Day | Period | Room
Lit | Law | Econ | Com

English  Option A
1 1 1 1 All year | Mon 1 AV3

(7)
English  Option A

1 1 1 1 All Year | Mon 3 115
D)
English sokudoku 11 .
@ 1 First Mon 2 COM
a

English sakubun 11 (a) | 1 1 1 1 Second | Mon 2 242

3) Timetable
Ist Period 09:00 ~ 10:30
2nd Period 10:45 ~ 12:15
3rd Period 13:10 ~ 14:40
4th Period 14:55 ~ 16:25
5th Period 16:40 ~ 18:10
4) Contact Details Curriculum Office, Kurume University

Mii Campus, 1635 Mii-machi,
Kurume City, 839-8502
Tel: 0942-44-2071

** Please note that this is NOT an exam schedule. Exam and regular class time
periods differ. Please refer to the “Final Exam Schedule” section on page 26.

21



School Year Student Roll Book
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First Semester Roll Book

A temporary roll book will be distributed to all teachers at the beginning of the year.
Please note the following three points:

1. As students are allowed to make changes to their class registration at the beginning of
the year we provide teachers with a temporary roll book. Please note that students may
join / drop out of classes in the first few weeks of the semester.

2. Class registration for part-time students is officially finalized in May, therefore
students’ names will not be included in the temporary roll book. Students will be
attending from the first class however, so please add their names to your roll book.

3. The finalized roll book will be distributed to teachers after the end of the Golden Week

holiday. This can then be used to replace the temporary roll book received at the
beginning of the semester.
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School Year Student Roll Book
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Second Semester Roll Book

Instructors will be asked to check the accuracy of class lists for the fall semester. There
may be students who have registered late or otherwise do not appear on lists. In these
cases, we will make additions to the lists with the proper corrections. The University
would like to ask for instructors’ assistance by sending such students to the Academic

Affairs Office (kyoumuka) to verify registration.

Also, in the case that instructors need class lists for year long classes (e.g., Option
courses) to be issued or reissued, they are asked to please contact the Academic Affairs
Office.
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LL Application Form
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1. ALC Net Academy “Power Words” (J&HAGEFEEAS) 77 #E L
2. Y= —A 77 A (TOEIC =2—R)
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Application to Reserve LL Self-Service Room

Teachers who wish to use the LL Self Service or e-Learning System for homework
assignments should inform Ms. Nakamura (Media Center 5th Floor: ext. 661) at least one
week in advance. The application forms are placed in both the full-time and part-time

teachers’ rooms. Please fill out new forms for each class each semester.

Please note: Obtaining an ID from the Computer Education Center.
Please ascertain that each of your students has obtained an ID password from the
Computer Education Center. This password is necessary in order to use the on-campus

computers. For further information, please contact the Computer Education Center.

E-learning materials refer not to audiovisual materials such as CDs and videos but to
materials for use on the computer system. A record remains of where each student has
progressed to throughout the materials so teachers can check the degree of completion
and where students tend to make mistakes. The programmes currently available for

English language learning in the LL are:
1. ALC Net Academy “Power Words” (Software for vocabulary learning)

2. ALC Net Academy Shochuukyuu Plus  (TOEIC Course)
3. DynEd Software (A vast network of EFL based software)
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Final Exam Schedule
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B B R

1FRFRR 9:30 ~ 10 : 30
2WRFRR 10:50 ~ 11:50
3HFRE 12:30 ~ 13:30
ARRFRR 13:50 ~ 14 : 50
SHFRE 15:10 ~ 16: 10
67 RE 16 :30 ~ 17 : 30

1. Where possible, final exams are scheduled to follow the same day and period
as regular classes, however in case of conflict, some changes may occur. In addition,
you may be requested to assist in proctoring other exams should the time and location
overlap with your scheduled test period. Finally, please note that the exam timetable

is different to that of regular classes.

Exam Period Schedule

First period 9:30 ~ 10:30
Second period 10:50 ~ 11:50
Third period 12:30 ~  13:30
Fourth period 13:50 ~  14:50
Fifth period 15:10 ~ 16:10
Sixth period 16:30 ~ 17:30
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Make-up Classes
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Make-up Classes for the 2013 Academic Year

Make-up classes in the first and second semesters are scheduled to take place 4 times per
term (a total of 8 times per year), on Saturdays. When canceling a class, please hand in a
“Class Absence * Make-up Request Form” and then carry out a make-up class. In
particular, please note the four points below:

1. The deadline for applying for make-up classes is Friday of the week before make-up
classes are scheduled to take place. Announcements for the make-up classes will be
made the following Monday (or Tuesday in the case of a National Holiday).

2. In principle, we ask you to carry out make-up classes on the nearest Saturday to the
class you missed.

3. In order to accommodate all requests for make-up classes, there may be changes to
the designated classroom and time period.

4. Please refrain from carrying out exams during make-up classes.
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Class Absences Form + Make-up Class Request Form
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Class Absences Form + Make-up Class Request Form

Class Absence Form = Make—up Class Request Form No.1

Date

Name

Absence Request Form

Class Date |Day Period Class Name |Circle iif Necessary
Month Day LL or Computer Room
Month Day LL or Computer Room
Month Day LL or Computer Room
Month Day LL or Computer Room
Month Day LL or Computer Room
Month Day LL or Computer Room
Month Day LL or Computer Room

Reason for Absence

* Complete within the boxed area

For use by the Curriculum Office [

Person in charge Date Conditions

Person responsible for announcement Date
................................ cut here Leesessescsssssssesessssssessescsseceseecvscsr e

¥Hand in as necessary

Name

Make—up Class Request Form

S : : s e ; . ke e B .o iFormiDeadline
Datel(Saturday) ClassName e ‘ | Day Period o Thurstiag)
. INotes
Hand in to: Curricuium Office For use by the Curriculum Office
Accepted| Entered
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Notification of Students Not Allowed to Sit for the Final Exams
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Notification of Students Not Allowed to Sit for the Final Exams

Please write in the names and student numbers of students who will not be allowed to sit
the final exam, and turn in the form to the Curriculum Office after your final class.

As a rule students are allowed to miss 6 times for 1 semester classes that meet once a
week and 11 times for 1 semester classes that meet 2 times a week or for 1 year classes.

(Note: This rule does not apply to students taking Core English Classes, English Option
Courses and Spoken Interaction classes. In these classes, students are allowed to be
absent four times per semester, per course.)

Student Student Student
Name Name Name
Number Number Number

English Option
D

Tuesday 2"
Period

English Option
E

Tuesday 3"
Period

Spoken

Interaction 1

Tuesday 4"
Period
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Submission of Final Examinations

Pk #F A E
(FHE KAL) 23

(EOE )
IR

| iR

L

Vpikoo (R 7 (M) EHIRER TR HIZ >\ T (KD

BRSOV T, FRIO &Y THESEH OB S 2Kk L E LizoT, fE
FRBERFICREV BBRPIR & 1R« 1R L CW R X £9° 5 9 BIFVE L £,

*  EHERBRHMETICA T Y g v a—A0MEKRE - R Ei SN D 5E
(I, BEBRISAREEZZH L T ZS 0,

1. #AB B - KR

AHEF =T R
w7 " ootk ofi off (o) o
w7 P koot o of (o) R
jf;ﬂ%ﬁj”ﬁf/ TpkootE o of (o) oIl

2. PRI (R B
(1) BREREE - ERBREE | R IER O LRI B LET,

(2) W OMRE - AR GAERT) TIRAL S0,
V=7 BT LIS A R ) S T &,

(3)%ﬁ%ﬁffﬁﬂ%%%ﬁﬁ#é%é&%ﬁ&imFw%J&iﬁﬂ

T l/\o

(4) ZOMNERZH 535G (M) X, Z0E ATk LI
BEIRZ T,

EE - ARMEAKOTMICH Y TTHAFTREZ LT THIET IV,
BB, BAFTREZBETSHAIF. FACTH L TAMT HEN
HYVETOT, BTBHRLHT W,

3. fEHHIR Fpfoof: off oH (o) G PR BT
4. fesk Rk

32




Submission of Final Examinations

Please see notification, as shown below, of the final exam dates and guidelines regarding
test questions. We request that you follow the guidelines for both the creation and
submission of exam papers. (Please consult with your course coordinator about the

term test procedures.)

1. Exam Date and Time

Class Name Test Date Period
English Option D (Second Semester) | YearooMonth oDay o

English Option E (Second Semester) | YearooMonth oDay ©

Eigo Sai rishuu  (Second Semester) | YearooMonth oDay o

2. Exam Questions
(1) Please submit test questions and make-up test questions at the same time.

(2) Fill out the enclosed question/answer sheets with a ball point pen (not pencil
or fountain pen) and hand in to the Curriculum Office. If you have written the test
questions using a word processor, you can paste the questions inside the
framework on the question/answer sheet. (You do not have to use the university

forms; you may use your own test format.)

(3) If you are using essay type questions which are to be written on the board,
please indicate by writing [ 224 | (blackboard) in the upper-left hand corner of the

frame.

(4) If there are any other rules, e.g. double-sided printing etc., please attach a

memo with instructions.

Please note: Please indicate whether or not students are allowed to use textbooks or other
materials during the test. In the case that changes are made to requirements, please notify

the Curriculum Office so that they can inform students.

3. Deadline deadline strictly observed

4. Place Curriculum Office
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Final Grading Procedures
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Final Grading Procedures

1. Grade criteria and letter grades

PASS
90 ~100% T
80 ~ &9 A
70 ~79 B
60 ~ 69 C
FAILURE

Lessthan 60 D

Disqualified from taking Final Exam (due to poor attendance, etc.) H

Did not take the Final Exam K

(Make-up test allowed with acceptable excuse)

Re: D grade (failure) for 4™ year Economics and Commerce students

If a teacher feels that 4™ year Economics and Commerce students deserve another chance,

they may administer a second final exam. In this case, the grade should be:

Less than 60 E

(STUDENTS ELIGIBLE FOR SECOND FINAL EXAM)

As a general rule, Kurume University has a system whereby a 4" year student in the
Economics and Commerce Faculties who is scheduled to graduate but fails a course, may
be allowed to take a second final exam. If all the conditions are met, the second final
exam should be carried out in the middle of February.

The Literature and Law Faculties do not have this system.

3. Deadline: Grades are to be submitted within one week of the final test.
This time limit is to be strictly observed.

4. Place of Submission: Curriculum Office
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Record Sheet for Final Grades
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Record Sheet for Final Grades

Class code Class Name
Instructor
Seal
Student . ‘ o
No. N Student Name Grade Corrections Grading Criteria
0

[ ]

* Please note: The “K” grade
is not to be used for language
coordinated by the

classes
English Section.

A\

© (PASS)
90 ~100 +-=+--- T
80 ~ 8Q-+eeenn A
7O ~ TQeeeeen- B
60 ~ 69+cve-n- C

© (FAILURE)
Less than 60 - D

NB: For Commerce /

Economics students who will

be able to take a make-up test

Lessthan60 E

D3 o e o (R A A S

*Unsatisfactory Attendance* - H

* Missed Exam«« -+ K
-
_~"1 [When writing in the grade]

Write the letter grade in the column for
grades using a black ball point pen.

The grade will be read by a machine so
please write carefully within the lines.

3. If there is a correction, stamp the
incorrect with your seal, then write the

correct grade in the corrections column.
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Student Class Evaluations
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Student Class Evaluations

The aim of the student class evaluations is to enable teachers to gain direct feedback from
the students and to get a personal review of teaching methods, which we hope will lead to

improvements in the overall standard of education.

The results from the student class evaluation for each of your classes will be distributed to
instructors along with the average scores for all the foreign language classes and the mark
sheet comment sections. Instructors will be informed of individual results from the class
evaluation, and in line with Institute policy, results will be seen only by the Director of
the Institute, the Curriculum Committee Chair and the Chair of the Review and
Evaluation Committee. Teachers who score less than 2.75 for the overall class evaluation
may be required to meet with the Director of the Institute and the head of the language

section for advice on how to improve future classes.

Details of the procedure are as follows:

1. Date: Evaluations will be conducted near the end of each semester. Particular
instructions as to how the evaluations will be administered will accompany the
evaluations.

2. Courses to be evaluated: 2 courses as indicated on the evaluation sheets

3. Envelopes will be distributed to you containing the specific surveys for each subject.
4. Please instruct your students carefully regarding how to complete the questionnaire so
as to avoid any mistakes.

5. Please follow the guidelines on the attached sheet for carrying out the student

evaluation.

If you have any further questions regarding the evaluation, please contact Chair of the

Review and Evaluation Committee. Your cooperation is greatly appreciated.
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Class Evaluation Survey (Institute of Foreign Language Education)
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Class Evaluation Survey (Institute of Foreign Language Education)

(Answer Box):  Strongly agree/ Agree/ No opinion/ Disagree/ Strongly disagree
A: Self Evaluation

A1l.Ibrought the proper attitude to the class.

B: Instructor Evaluation
B1. The instructor displayed enthusiasm and eagerness
B2. There was sufficient communication between the instructor and students
B3. The instructor treated all students fairly
B4. The instructor began and ended the class on time each session
B5. The class was well prepared each session
B6. The instructor made efforts to adjust the lesson to the level of my understanding

B7. The instructor’s explanations and use of the blackboard were appropriate

C: Course Evaluation
C1. The course description at the beginning of the course was informative and useful
C2. The course was suitable to the level of my understanding
C3. The course was intellectually stimulating and interesting
C4. The rate of progress of the course was appropriate
C5. This course helped me to become more proficient in the skill area
C6. The text and supplementary materials were helpful in understanding the content
of the course

C7. This course motivated me to continue studying in this area.

D: Overall Evaluation

D1. In general, this course was a satisfying educational experience
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Interpreting Class Evaluation Survey Results

Performance relative to the group

Evaluation of teacher (your evaluation by students)

Evaluation of all English teachers in this course

Evaluation of all English teachers

Evaluation of all language teachers
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Survey of Intention to Continue Teaching
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Survey of Intention to Continue Teaching

In the fall of each year, instructors will be asked to specify their intentions for teaching in
the following academic year. Please see the following sample letter:

September 00, 2000
Kurume University
The Institute of Foreign Language Education
Director, Sumiko Nagasawa

Survey of Intent for 2000 — 2000

Dear Colleague,
Thank you very much for your dedication to teaching at Kurume University.

At this time, before we start the scheduling process for the next academic year, it is
necessary to know the intentions of our part time staff regarding continued employment.
We would be grateful if you could indicate your intention for the coming year by filling
in the form below. After indicating your choice, please return it to the Academic Affairs
Office, by day, October ™.

After receiving your response, we will start adjusting the timetable for the next year. That
will be followed by sending you a formal letter of request, asking for particular days and
hours.

Deadline: day, October ™ 20XX
Submission: Academic Affairs Office (kyoumuka)
Contact: Ms. Iida (ext. 232)

please cut here

Date / /2000
Survey of Intent to Continue — 2000-2000 Academic Year

Name

Please indicate your intention for the next year by circling one of the choices below. In
either case, this form should be returned by October oo™  The deadline will be
strictly enforced.

1) I intend to continue. 2) I do NOT intend to continue.
Mailing address

E-mail address @

Telephone (home) __(office) (cell)
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Acceptance of Employment
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Acceptance of Employment

Kurume University President, Michiaki Yakushiji

Furigana (in katakana)
given name family name
Name (in Roman
alphabet) Seal
Main place of Ter - -
employment(if Position
applicable) ( )
E-mail Address
Home address T T i i

I hereby accept to take charge of the following class subjects for the 2009 academic
year.

Class Name Number of classes Notes
English 3

Academic Year: April 2012 ~ March 2013
First Semester: April ~ September 2012
Second Semester: October 2012 ~ March 2013

If permission of employment is needed, please fill out the following:

) Number
President’s / Dean’s Name:
of
Where to
Yes classes
send
per
Address: T week

N.B. Please include the name of the President of the university or the Dean’s name.
Also include the number of classes we have asked you to teach at present.
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Notification of Employment

FrkoofE B EHEME Y R ORERHFMRIZONVT (HKIFH)
HE WTETETIHEEDOZ L EBBEUHRL LITET,
ZOTNE, TRUMEFER B O ZTHY 2R < THAHE WIS ES BILHE L LT £,
& T, Fa TR U E 905, SREEEARZOIME R ORIk (F € &
HTEY 7,

DOZFELTEL, TRFEALETTOT, HHICIRAD I 2 RZHTES2 LD
BREWHL BT £,

B, THRHEWETEEXE LS, RAICFENTEEZITOREEIRER, O F
L CTAGEDMERR Z SETWElZE 7,

G
% % B B4 R o~ % fifi =
HRE 3

1. $eHEE O YRk F£E FEREBIASZEE
©@ YRR FE HEEYKESE
TEHIRR: R & A B () (HR5F)
2. FEHE DB A R AN 5 OB R
T839-8502 /AREKMHHAT1 6 35
T 0942-44-2071

48



Notification of Employment

Thank you for accepting a position at Kurume University. We are now in the process of
arranging the new schedule and would therefore be grateful if you could complete the
forms enclosed (listed below) and return them to the Curriculum Office as soon as
possible.

Thank you for your cooperation.

Class Name Number of classes Notes

English 3

"1 Request form for class days, times and facilities
@ Contract of employment
1. Deadline ( )Year( ) Month ( )Day (strictly observed)
2. Place of Submission: Curriculum Office
Kurume University, Mii Campus, 1635 Mii-machi, Kurume City 839-8502
Tel: 0942-44-2071
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Request Form for Class Days, Times and Classroom Facilities
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Request Form for Class Days and Times

2011 Request Form for Class Schedule

() Please indicate vour first and second choices. We will do our best to honor your
first choice of class day, however, there may be cases where we will not be able to
match exactly your request for class times during the day. We appreciate your
understanding of this situation.

Tine 1 2 3 4 S

Da
Y 9:00~10:30 10:45~12:15 13:10~14:40 14:55~16:25 16:40~18:10

Mon

Tue

Wed

Thu Ist |st |st
Ind Ind 2nd,

Fri

(2) LL rooms and AV rooms will be assigned according to the contents of the class
in 2011. :

(3) Deadline December 8 2010 (Deadline strictly observed)

% Please contact the Curriculum Office directly for any Changes after submission.
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2013 English Workshop Series

Kurume University is continuing its English Workshop Series for the 2012 academic year
starting in April. The series consists of monthly, one-off 90-minute classes open to all
Kurume University students. The purpose of the program is to give our students a chance
to have a variety of experiences using English through theme-based classes. Workshops
in the past have included such themes as cross-cultural communication, country visits,

translation, drama workshops, music workshops, gender studies, etc.

Student participants generally demonstrate a keen interest in English. The enjoyable,

relaxed atmosphere of workshops makes them a pleasure to lead.

If you, or anyone you know, is interested in giving one of our workshops in the coming
year, please get in touch with me as soon as possible by e-mail. You can also fax the

attached information on the back of this paper to the number provided below.

Payment will be around ¥11,000 for the 90-minute session and transportation costs will
be provided.

Contact:

Bruce Lander / Hideko Yano

English Workshop Coordinator

Kurume University

E-mail: Bruce Lander, bruce lander@kurume-u.ac.jp
Office Fax: 0942-43-4797
Office Tel: 0942-43-4411 (ext. 671)
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2013 English Workshop Series

English Workshop Series
Kurume University Institute of Foreign Language Education
Attn: Bruce Lander / Hideko Yano

Please fill out the information below:

I will be available to do a workshop on:

Monday ) O April
Tuesday o May
Wednesday > afternoon (4:40 — 6:10) in 0 June
Thursday O July
Friday ) o0 October
Saturday morning (10:30 — 12:00) 0 November
Saturday afternoon (1:00 — 2:30) 0 December

I could do a theme-based workshop on:

Contact Information:

Name:

E-mail:

Telephone:
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2012 English Workshop Series list
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10H (£) 10:30~12:00 Ron Murphy

"Blues and Jazz: A Quick History of American
Popular Music"
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2013 English Language Unified Curriculum
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English Language Unified Curriculum
Curriculum structure and underlying rationale

This curriculum is designed to develop students’ communication skills in English. In
particular, it is aimed at helping them to improve four key-skills (reading, writing,
speaking, and listening) depending on their individual level and reasons for study. In
order to facilitate such learning, the curriculum consists of three different streams:
English Core Courses (which is based on developing the four key-skills), Spoken
Interaction Courses, and English Option Courses. Every first year student who wants to
study English is supposed to take one of the English Core Courses, which are sub-divided
into Core Basic, Core Intermediate, and Core Upper Intermediate. Students who
completed Core Intermediate and Core Upper Intermediate can take English Option

Courses from their second year onwards.
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English Curriculum Overview and Model
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English Curriculum Overview and Model

--The Curriculum consists of “Core”, “Spoken Interaction (SI)”, and “Option” courses.

--All students wishing to take English language courses will be placed into shokyuu
(basic), chuukyuu (intermediate), or jookyuu (upper) level Core class based on their
Placement Test results.

--Core (2 credits per semester x 2 semesters) at each level is aimed at developing the
students’ abilities in all four skills of listening, speaking, reading, and writing. Each
class section meets for 90 minutes twice weekly, with two different instructors. Sai
rishuu (repeater) class sections are also created at shokyu u and chukyuu levels.

--Those students completing the shokyuu Core in their first year may advance to
chuukyuu Core in their following year(s).

--The Spoken Interaction (SI) course aims at developing the students’ conversational
skills and consists of Levels 1 through 6 (each for 1 credit/semester). SI is an elective for
students who have completed or are taking chuukyuu level or above in Core, and all
lower level SI must be completed before taking higher levels, with the exception of Core
jookyuu students, who may skip SI Levels 1/2 and start from Level 3.

--“Option” courses include several different programs for 2™ year students or higher.
Each Option is a year-long course for two credits. Students need to complete all 4 credits
at Core chuukyuu or jookuyuu before registering for any Option. Students may register
for multiple Options simultaneously. Some Options offer a hatten (advanced) level class,
which is available to students who have completed the doonyuu (introductory) level of
the same Option type or the Core jookyuu level. Each of Eigo Intensive 1 (First
Semester) and 2 (Second Semester) meets 4 times weekly with an e-learning component
for 4 credits a semester. The prerequisite for Intensive is earning all 4 Core jookyuu
credits or earning 4 chuukyuu credits and passing a screening test. Intensive 2 is only
available to those who have completed Intensive 1.

--Students in Core and SI courses whose confidence or ability levels do not match their

assigned levels may be recommended another level following interviews, etc.
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English Curriculum
Faculties of Economics, Law and Literature

Option A-D

Imenve > (Intermediate) =
Intensive 1 Option A - H S4I>5
(Introductory)
Core Upper B SI.4
Core Upper A SL3
Place-
Test
A
—

Indicates possibilty
of concurrent as well as
successive (Core to SI)
registration

Core Basic A

Kurume University
Institute of Foreign
Language Education
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Faculty of Commerce English Curriculum Overview

Starting in April 2011, the Faculty of Commerce has chosen a curriculum path for their

students that is slightly different from the students in the other three faculties.

--The Curriculum consists of “Eigo I”, “Eigo II”, “Spoken Interaction (SI)”, and

“Intensive English” courses.

--All students wishing to take English language courses will be placed into shokyuu
(basic), chuukyuu (intermediate), or jookyuu (upper) level Eigo classes based on their

Placement Test results.

--Eigo I (2 credits per semester x 2 semesters) at each level is aimed at developing the
students’ abilities in all four skills of listening, speaking, reading, and writing. Each
class section meets for 90 minutes twice weekly, with two different instructors. Sai

rishuu (repeater) class sections are also created at shokyu u and chukyuu levels.

--Those students completing the Eigo [ in their first year may advance to Eigo /I in their

following year(s).

-Eigo II (2 credits per semester x 2 semesters) at each level is aimed at developing the
students’ abilities in TOEIC skills (similar to the Option A course) and Business
English (similar to the Option E course). . Each class section meets for 90 minutes twice

weekly, with two different instructors.

--The Spoken Interaction (SI) course aims at developing the students’ conversational
skills and consists of Levels 1 through 6 (each for 1 credit/semester). SI is an elective
for students who have completed or are taking chuukyuu level or above in Core, and all
lower level SI must be completed before taking higher levels, with the exception of
Core jookyuu students, who may skip SI Levels 1/2 and start from Level 3.

--The Intensive English course aims at developing the students’ overall ability in English,

meeting four times a week with an instructor and once a week e-learning class.
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Faculty of Commerce English Curriculum Overview
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Faculty of Commerce English Curriculum

Eigo II Shokyu
2nd term

Eigo II Shokyu
Ist term

Eigo 1 Shokyu
2nd term

Eigo 1 Shokyu
st term

Test

Placement o~

[ Intensive English 2 ]

[ Intensive English 1 ]

Eigo II Chukyu
2nd term

Eigo II Chukyu
1st term

Eigo 1 Chukyu
2nd term

Eigo 1 Chukyu
1st term

Eigo II Jokyu
2nd term

SI-6
Eigo II Jokyu st
term +
Eigo 1 Jokyu +
2nd term
Eigo 1 Jokyu

N

| Eigo 1 Chukyu |

| Eigo 1 Jokyu |
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English Core Course Curriculum - Shokyu
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Skill Can-Do Goal
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English Core Course Curriculum - Chukyu
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RE XN RIELLS BT | Z2HETOME, 741 b 72
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Speaking | Y72 FANIZ DOV CTHLSL | OFFE, FiE, A TV D87,
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ClzonWT=Ez 5,
Grammar | ' « EOIEALE, A SLOEHNTE 5,
Vocabulary | 2542 0 0 O EREDERLZF - CTaIa=r— g R
TE 5,
FEHFE . TOEIC 30 0~4 0 0 5FE Hfh 3k~ 2%
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English Core Course Curriculum - Jokyu
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Skill Can-Do Goal Samples

FEARK30007~400 | HEHMLRNEOFM/ M
Reading OFEREDFERE TENIN | ORRFREDRELZ DN
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x5, TR, FER 7 & DS PRfR
TZ 5,

HEMZLERICET 2T | BROEETOT U A
Listening 4 A= ALREEED (K| HLEREFHRSTEE U
BREMA T 528 | D, BALOHD FEY IO

NTED, —a—AQFEREHREMN
HETE 5,
AR 2> T | FETEHLOHD My 7
Writing LR FE Y ZIZO0WTHE | 1220 TRT 7T 7 L)L

NIELWXZET D, £ | O LI XHAFET L, H
ZNHERMWTEWAT | SORBRCHRNRI T

77 7 T E b, 5,
ARG 2o T | SIS OFEREIZ DWW T
Speaking F@Ff/ﬁkOwT% H 453 D AR IR G

THSDBERNEZ D, | LD,

Grammar FARSIERFEAR CNEN TE 5,

Vocabulary HEAR3IOO0OFEEREU LOEFELF-~TaI o= —
avINTED,

F5ZHEE TOEIC 4 5 04001 kR 2L
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English Core Grading System
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English Core Grading System

Eigo Core Grading System (2013)

Grade for Core (each semester) = Teacher-Submitted Scores +Common Final Exam
(35%+35%) (30%)

0) The instructors must notify the system above and the attendance rules in Section 1
below to the students both orally and in writing during the first lesson.

1) Teacher-Submitted Scores= Instructor 1 ( /35) + Instructor2 ( /35)
(35%+35%)

* Of the 35%, 5% will be a participation score based on attendance. (Attendance
ratio times 5).

* The remaining 30% will be based on contribution to class, study efforts for/after
lessons, homework, quizzes, etc., each instructor produces scores for the students.

* This evaluation is based on student work up to the last day of class, and no
class-specific summative assessment (e.g., final essay or final exam) is conducted.

* The breakdown of the 30% for each instructor and the detailed rating scale are left
to the instructor’s discretion, but the breakdown and the scale must be notified to
the students both orally and in writing to the students during the first lesson.

* In the case of a student failing to attend a total of 11 meetings with each of the two
instructors (i.e., missing 5 or more meeting), s’he will fail the course. Arriving late
for class (defined as arriving in the first 20 minutes of class) twice is counted as
one absence.

2) Common final exam (30%)

+ Full-time staff take initiatives in producing, administering, and marking the exam,
and the part-time staff are asked to participate in them.

It is very important that the instructors notify the students of the grading system above.
3) Grade Submission Procedure

* Within Item 1 above, each instructor submits to Kyoumuka (A) the number of
times each student attended, (B) the number of times lessons were held, and (C)
the out-of-30 scores. (Kyoumuka prepares an Excel worksheet for submitting them.
Calculation of attendance ratio is not necessary.)

* Institute of Foreign Language Education staff compute the final grades, adding
Items 1 and 2 above, and submit them to Kyoumuka in university-specified form.

 Instructors receive the final grades for their class sections at a later date.
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Spoken Interaction Curriculum

Course Overview

This course is divided as follows:

SI'1,2 (1 being first term, 2 being second term)
SI3,4 (3 ” , 4 ” )
SI5,6 (5 7 , 6 7 )

Spoken Interaction (SI) is a course focusing on conversational ability. SI 1 through SI 6
are semester-based courses which must be taken in succession. Students who wish to take
the SI course will enter from the Core Course Program; students in the Core Intermediate
level will enter the SI Course at the SI 1 class level and students in the Core Advanced
level have the option to enter the SI Course at the SI 1 or SI 3 class level.

The focus of the SI course is on oral interaction, with an emphasis on fluency, accuracy

and use of target expressions and vocabulary. Instructors’ lesson plans and classroom

activities should reflect this focus.

The constructs of all Spoken Interaction classes are the following:

*  Fluency — smoothness and ease of flow in speech

* Accuracy — grammatical accuracy in language produced

* Use of target language — the extent to which target vocabulary and
expressions are incorporated into spoken
production.

* Interactive skills — ability to respond appropriately to spoken English

Evaluation Scheme for SI 1-4

Attendance 20%
Oral mid-term examinations (2) 20%
Vocabulary quizzes (3) 10%
Instructors’ discretion 20%
Final Examination 30%

The unified, final examination will be scheduled and administered to all students during
the final examination week.
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Spoken Interaction 1, 2
Myself and My Community
Course Outline

Course Outline
Spoken Interaction 1 (first term) and Spoken Interaction 2 (second term) are to be taken
consecutively. These first two terms focus on a wide range of topics familiar to the
student under the umbrella theme “Myself and My Community.” SI 1 is a prerequisite
for SI2. One textbook should be used for both courses.

The Spoken Interaction courses are aimed at developing students’ ability to
perform targeted linguistic functions and to increase communicative competence within
the situations outlined in the Can-do goals (below). By the end of the course, students
will be expected to display communicative ability in all target areas.

The focus on practicing and improving oral production skills should be reflected
in lesson planning, which promotes student involvement in speaking activities.

Textbook: Fifty-Fifty Intro 3" Edition (Pearson and Longman)
(Components: Teacher’s book, Class CD)

Unit | Can-Do Goals With emphasis on:
1 * Asking the teacher for help ¢ Linking sounds
2 e Talking about themselves and their class | ® Weak vowels
3 * Describing locations *  Preposition usage
4 * Talking about actions * Present perfect usage
5 * Making simple confirmations *  Checking questions
6 * Describing your work *  Occupations
7 * Talking about your free time *  Follow up questions
8 * Describing objects *  Adjective usage
9 * Fluency with numbers and prices *  Numbers
10 | Describing past events *  Simple past tense
11 * Describing past events at locations * Simple past tense with locations
12 |+ Asking about future plans ¢ Future tense
13 |« Fluency with talking on the phone *  Usage of modal verbs
14 |+ Review of course material * Present perfect tense
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Spoken Interaction 3, 4
Expanding Horizons
Course Outline

Course Outline

Spoken Interaction 3 (first term) and Spoken Interaction 4 (second term) are to be taken
consecutively. The courses focus on a wide range of topics relating to overseas travel
under the umbrella theme “Expanding Horizons.” SI 3 is a prerequisite for SI 4. One
textbook should be used for both courses.

The course aims at developing students’ ability to perform targeted linguistic
functions and to increase communicative competence within the situations outlined in the
Can-do Goals. The course should be helpful to students who want to travel abroad, work
in the travel industry or do a home stay overseas. By the end of the course students will
be expected to display communicative ability in all target areas.

The focus on practicing and improving oral production skills should be reflected

in lesson planning which promotes student involvement in speaking activities.

Textbook:

Passport 2

2" Edition Oxford University Press.
= Teachers Manual
= Student CD
= (lass CD (full audio)
= (CDRom
= Student Workbook
=  Online Materials
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Spoken Interaction 3
Can-Do Goals

Can-Do Goals: 1* Term

In this course, students will assume (and learn to produce formulaic expressions found in)
both roles in any given dialogue (i.e., to perform the role of either A or B - “waiter” or
“customer”, for example - in specific situations). Therefore, the can-do goals as presented
below imply both productive and receptive skills.

Unit Can- Do Goals Students should be able to:

1 Pass through Immigration | ® Answer questions from an immigration officer
regarding: length, place, purpose of stay,
reason of visit, occupation

2 Exchange money * change money from one currency into another
* ask today’s rate
* ask about commission charge

3 Ask about train times * Read a basic timetable
* Understand transport vocabulary
4 Asking for help at a hotel | * Ask about hotel facilities

* Enquire about prices
* Seek advice from a reception desk

5 Give directions * give directions, such as turn left, go straight
* explain the location of a place e.g. It is next to
the bank

6 Asking for Permission * ask for permission to engage in simple daily
activities

* ask for information on how to perform simple
daily tasks

7 Talk about your country * Describe your home
* Introduce famous local sights
* Understand tourist adjectives

8 Talking about recent | ® Describe places and activities
activities * Ask about recent experiences
9 Getting medical advice * Describe ailments

* Ask for help at a hospital
* Know parts of the body

10 Ask about unfamiliar | ® Describe food
foods ¢ Describe unfamiliar food
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Can-Do Goals: 2" Semester

Spoken Interaction 4
Can-Do Goals

Can-Do Goals

Unit

Students should be able to:

Talking about Japan

11

Compare different countries and cultures

Getting help with
computer problems

12

Ask for help in a “Net-café¢”
Understand basic computing vocabulary

Ordering food to take out

13

Make orders in a restaurant

Asking for directions

14

Ask and understand directions

Find out bus times and prices

Find out when to get off a particular bus (the
number of stops, final destination)

Travelling

15

Talking about experiences
Use adjectives to describe places
Describe tourist attractions
Give advice on places of interest

Asking for help

16

Know how to ask for help
Understand directions

Find out prices and length of time to
destination

Checking out of a hotel

17

Make requests
Use a variety of modal verbs
Ask about prices

Keep in touch

18

Describe travel experiences
Ask about future plans

Checking—in for a flight

19

Answer questions from the ground staff
regarding type of seat, carry-on etc.

Check gate, time of flight, number of carry-on
bags, time flight will be called

Leaving

20

Make invitations
Ask about future travel plans
Describe travel experiences
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Spoken Interaction 5, 6
English for Today’s World
Course Outlines

Spoken Interaction SA
Class Objectives:

In this class, the focus will be on developing students’ discussion skills through paired
and group discussion activities on a variety of common topics. Students will begin with
basic discussion skills, learning how to participate in a discussion by giving our own
ideas and giving reactions to other’s ideas. Students will then learn how to become
discussion leaders themselves.

Can-do Goals:
*  Speak with increased confidence
*  Use strategies for discussion and explanation
e Use expressions to give own opinions
*  Give areaction to other’s opinions
e Talk about a variety of topics
*  Use specialized vocabulary on a variety of topics
*  Lead a short discussion on a topic of choice

Spoken Interaction 6A:
Class Objectives:
The purpose of this course is to develop presentation skills, with these skills at the center
of instruction and student tasks (classroom and independent). Students will begin with
basic presentation skills, learning and practicing the different components of a good
presentation. After building on these skills, students will be able to confidently give a
short presentation in English during a second semester presentation.

Can-do Goals:
e Introduce and explain graphs and charts
Use a variety of media to assist with a presentation
Research a topic for a presentation
Organize and structure information to develop a presentation
Use basic presentation skills
Give short oral presentations in English in front of others
Be an active audience member in presentations

By the End of the SI 5A - 6A courses, students will be able to:
¢ Speak and communicate with increased confidence
* Use skills for discussing and explaining a variety of topics
* Research and structure a presentation
* Qive a basic presentation
* Use power point for presentation
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English Option Course Curriculum
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7 a A EAN (TOEIC) 15 Bruce Lander
7 a v AJgE (TOEIC) 1 Bruce Lander
F7va v BEAN (FEHR) 2 Toshihiko Shiotsu
F7vary CEN (V=74 70) B 3 Hideko Yano
F7arC BN (V—T1r7) it 2 Rory Britto
FFarC R (V—T427) 1 Toshiko Shiotsu
FFvarD BN (TAT 4 0) 1 Rory Britto
7 arE(=a—A s EVURAREGE 1 Robert Chartrand
7 arF(a o —H THRGE 3 Robert Chartrand
AT a v GE - FROIGE 10 Robert Chartrand
7 a v H(BE s 5 Rory Britto
PEEA VT VT 102 1 Toshihiko Shiotsu
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English Option Course Curriculum

English Option Courses
Goals

Option courses A ~ H (and Intensive English) may be taken by 2-4 year students.
Students who have completed either the intermediate or advanced Core level program are
able to take a range of courses related to their own English ability and interests. The
courses are aimed at fostering a higher level of English learning as well as providing
opportunities to work towards standardized tests and learning within specialist areas.
Options A ~ D are divided into “Introductory” and “Intermediate” courses to allow

students to continue with their English education.
English Option Course I (Intensive English) is offered for 2 semesters as one of the

option courses. With the exception of students who have completed the upper level Core

course, students will be selected for this program through means of a placement exam.

English Option Courses ~ Titles and Coordinators

Course Name Class No. | Coordinator
Option A Introductory (TOEIC) 15 Bruce Lander
Option A Intermediate (TOEIC) 1 Bruce Lander
Option B Introductory (Eiken) 2 Toshihiko Shiotsu
Option C Introductory (Reading Comprehension) | 3 Hideko Yano
Option C Introductory (Speed reading) 2 Rory Britto
Option C Intermediate (Reading) 1 Toshiko Shiotsu
Option D Introductory (Writing) 1 Rory Britto
Option E (News / Business English) 1 Robert Chartrand
Option F (English with Computers) 3 Robert Chartrand
Option G (English through Movies /Music) 10 Rory Britto
Option H (Sogo English) 5 Toshihiko Shiotsu
Intensive English 1, 2 1 Robert Chartrand
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English Option Course Curriculum
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English Option Course Curriculum

English Option Course Objectives

(Please refer to course syllabus for further details)

A: TOEIC (Intro)

15

To learn basic vocabulary and grammar knowledge required in
taking TOEIC tests. Students will also have practice in developing
their communicative speaking skills for daily conversation.
Students are expected to obtain 400 points on the TOEIC
examination.

A: TOEIC
(Intermediate)

To learn more advanced level of vocabulary, grammar with
conversation skills at a level in which allows students to participate
in and enjoy daily conversation. Students are expected to obtain
500 points or higher on the TOEIC examination.

B: Eiken (Intro)

To improve reading , listening , writing and speaking skills
enabling students to pass the pre-2" grade of the EIKEN test.
During this process, students should gain familiarity with the
pre-2" grade EIKEN test format.

C: Reading (Intro)

Speed Reading: To improve their skill of fast and extensive
reading.

Reading Comprehension: To read a wide range of texts and
develop reading skills acquired in high school and Core English
courses to the level where students are able to enjoy further reading
in the future.

C: Reading
(Intermediate)

To read more complicated and long texts and expand their
repertoire which give them the insight of the world.

D: Writing (Intro)

To help develop effective skills associated with letter writing,
memo taking, formal requests, and other types of day to day
writing.

E: Business English

To learn strategies associated with gathering and comprehending
news from print, television/radio, and internet sources. Further, we
will practice all aspects of language used in basic business news or
in financial dealings.

F: English with
Computers

To develop English learning abilities through the use of computer
software and the Internet.

G: English through

Movies and Music

10

To learn about English language culture through watching
segments of movies. Also, to practice English through the study of
English song lyrics. Listening and speaking abilities will be
practiced in both movie and song aspects.

H: Comprehensive

English

To gain practice and develop self study skills focusing on the four
language skill areas, for students desiring to continue on from the
English core mid-level course.

Intensive English 1, 2

To develop basic English ability focusing on the fours skills in
regional and world topics intensively and continually. Meets four
times a week with an additional e-learning practice component.
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New Attendance and Late Policies

The following guidelines for attendance and late policies will apply to all English courses
in the Institute of Foreign Language Education. In order to ensure that all students
participating in the courses are treated in a fair manner, we ask that all teaching staff

follow these guidelines.

Please incorporate these attendance/late policies into the syllabus that you distribute to
students on the first day of class. It is important that students have an understanding of
how they will be assessed in terms of being absent and late to class. Instructors are asked

to take attendance as soon as possible and to apply “late” decisions with consistency.

Attendance:

In one term, there are 15 classes. Students are required to attend at least 10 classes in
one term to pass a course. This means that if they are absent 6 times or more, they will
not pass the course. In case there are 14 classes in one term (due to university event),
students are still required to attend 10 classes. This means that students will fail if they

are absent 5 times or more.

Late Policy:

Students are to be considered “late” if they arrive to class after attendance has been taken.
If a student is late by more than 20 minutes, this student is considered “absent”. English
courses will have an open door policy where students will have the right to attend class
even if they are late. For the purpose of grading, two (2) “late” marks equals one (1)

absence.

Excused Absences

We do not accept “excused absence” papers from the university as part of the grading
process or attendance with the following exceptions. If a student presented the Excused
Absence Form (Koh-ketsu-todoke) B, and either Reason 1 or 2 below is circled, it is to be
counted as an excused absence.

1. Absence due to Influenza or other quarantine (shusseki teishi).

2. Death in the family (kibiki).

*Late arrivals and absences are counted as such even if they are due to job hunting

activities or disrupted public transport schedules.
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Excused Absences

When the following documents are submitted, absences should be considered as excused

absences, outside of the bounds of the 5 absence limit:
“Kouketsu Todoke B” (Excused Absence Form B) stamped by Gakuseika

B Reasons 1 and 2 are acceptable.
B The top half above the dotted line should be kept by the instructor and the

bottom half by the student.
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“Kouketsu Todoke B” (Excused Absence Form B)
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Excuse note from doctor’s office
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When students submit statements of visitation from their doctor or hospital to the Health
Office, a written report to the teachers involved has been issued. These reports are not

excused absence slips.

The Health Office issues these reports as a courtesy when students are unable to contact
their teacher directly about their absence for two reasons: when students require

long-term absence (hospitalization, etc.), or suffer from issues of mental health.

Recently, we have been experiencing a dramatic increase in students who are requesting
that we issue these reports for other reasons (common colds, headaches, etc.). The
Health Office will not issue reports in these cases.

As a matter of policy, we do not accept a doctor’s note to be an excused absence. This
will count as one of five absences allowed by the student. If a student has the flu, then an

excused absence form can be issued by the Gakuseika as shown earlier on page 81.

Y our understanding and cooperation in this matter is appreciated.
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Library Information

Services

For Part-time instructors

Loan of "Ippan" (regular) books

possible

Loan of "Kin-tai-shutsu" (Do-not-remove-from-library)
books

use is limited within the library, but
possible if it is for class use

Reserving "Ippan Kashidashi Shiryoo" (materials for
loan to regular users)

possible (Kurume university's "STD"
computer account required)

Reserving "Kyoin Kashidashi Shiryoo" (materials for
loan to instructors)

possible (Kurume university's "STD"
computer account required)

Reserving "Kenkyushitsu Shozoo Shiryoo" (materials
kept in instructors' offices)

possible (print OPAC search result
page and present to staf¥)

Reserving "Igaku Toshokan Shiryoo" (materials in
Medical Library)

possible (Kurume university's "STD"
computer account required)

Ordering books

impossible (Kyoumuka asks you
about reference books for classes in
late November.)

Use of "Maikuro Shiryoo" (materials in microfiche,
etc.)

possible (printing is 10 yen/page)

Use of CD-ROMs

possible (printing is free)

Use of online databases

possible (Kurume university's "STD"
computer account required)

Use of photocopier

possible (10 yen/page)

Use of materials on video/DVD

use is limited within the library, but
possible if it is for class use

Use of personal laptops (in designated areas)

possible

Access to Wireless LAN (in designated areas)

possible (Kurume university's "STD"
computer account required)

Inter-library loans/requests

possible (Kurume university's "STD"
computer account required)

Use of private rooms

possible

Up to 20 books may be loaned for up to 3 months.

Accessing "Kenkyuushitsu Shozoo Shiryoo" (materials
kept in instructors' offices) may take time, as it requires
contacting the instructors.

Logging in to the public computers in the library and
using "My Library" on the Library's website require
Kurume University's "STD" computer account,
maintained by the university's "Joho Kyooiku" Centre,
so please arrange with the Centre to create your
account.

Kurume University's "Mii-Toshokan-Riyoo-Sho" (Mii
Library User's Card) is issued only on request. Please
apply at the Counter within the Library. Re-issuing the
card will cost 500 yen.
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Request for Classroom with Audiovisual Equipment

Katakana

Name

(Block Letters)

Dear colleagues,

Below is the request form for rooms with AV equipment for year-long courses. When making your
request, be sure to fill in the blanks for the name of the class, the equipment you need, the day, and
period. However, do to scheduling limitations your request may not be fulfilled. We thank you for

your understanding and cooperation.

B - - SR Course Day | Period Equipment to use

CALL1 and CALL 2
+ CALL system w/Student PCs

* OHC - Projector

LL1

+ CALL System w/Student PCs
+ English Software

+ Chinese Software * French

Dictionaries + OHC * Projector

LL2~6
* LL System * Instructor PC

* OHC - Projector

AV1
« Instructor PC (Mac Software)
+ Student iPods

* OHC - Projector

AV2~4
+ Instructor PC

* OHC - Projector

PC 2 1012, 1014, 1015,
1032, 1042, 1051, 1052

* OHC - Projector

Other rooms

Submission Date : Feb. 1, 2013 (Absolute deadline)

* If there are changes after this has been submitted, make sure to contact a staff member,
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