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2019Academic Calendar

Japanese Language Program -
April 6 (Sat.) Spring Semester Begins
Spring | July 26 (Fri,) Spring Semester Ends
Semester | July 27 (Sat.) ~August 2 (Fri.) Makeup Class Period
August 3 (Sat.) ~ September 20 (Fri.) Summer Vacation
September 27 (Fri.) Fall Semester Begins
2019 October 21 (Mon.) Anniversary of the University Founding
November 2 (Sat.) ~3 (Sun.) Waseda Festival (No Class)
Early December (TBC) Rice-cake Making Festival
Serl;zz:lslter December 24 (Tue.) ~ January 5 (Sun.) Winter Vacation
January 6 (Mon.) Class Resumes
January 28 (Tue.) Fall Semester Ends
2020 January 29 (Wed.) ~ February 4 (Tue.) Makeup Class Period
February 5 (Wed.) ~ March 31 (Tue.) Spring Vacation
[National Holidays (Classes will be held on some of the national holidays)]
April 29 : Showa Day September 23 : Autumnal Equinox Day
April 30 : Holiday October 14 : Health and Sports Day ~ (3%)
May 1 : Holiday October 22 : The Core Enthronement Ceremony
May 2 : Holiday November 3 : National Culture Day
May 3 : Constitution Memorial Day November 4 : Substitute Holiday for National Culture Day
May 4 : Greenery Day November 23 : Labor Thanksgiving Day  (3%)
May 5 : Children's Day January 1 : New Year's Day
May 6 : Substitute Holiday for Children's Day  (3%) January 13 : Coming of Age Day
July 15 : Marine Day  (3%) February 11 : National Foundation Day
August 11 : Mountain Day February 23 : Emperor's Birthday
August 12 : Substitute Holiday for Mountain Day February 24 : Substitute Holiday for Emperor's Birthday
September 16 : Respect for the Aged Day March 20 : Vernal Equinox Day

¥ Classes will be held

May 6 (Mon.)
Julyl5 (Mon.)

October 14 (Mon.)
November 23 (Sat.)

[Class will be held on following national holidays]
Substitute Holiday for Children's Day
Marine Day

Health and Sports Day

Labor Thanksgiving Day

[No class on following dates due to university calendar ]

November 1 (Fri.)
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I About the Japanese Language Program

1. Duration of Program

The Japanese Language Program offers both half year and one year programs.

2. Semesters, Enroliment
The academic year is divided into two semesters.
Spring semester : April 1 to September 20
Fall semester  : September 21 to March 31

Enrollment is in April for spring admission and in September for fall admission.

3. Completion of Program
Japanese Language Program students in one year or half year programs are required to earn the prescribed
number of credits (26 credits for one year and 13 credits for half year) to receive a Certificate of
Completion.

*Japanese Language Program students can register for Japanese Language Courses up to 14 credits for
each semester. However, in the case you cannot register for 14 credits due to the error or the over
enrollment, 14 credits are not guaranteed.

*In addition to Japanese courses, you can take the courses provided by other schools and centers up to 4
credits (2 courses) if you want. Credits of the courses provided by other schools and centers are not
included in count of required credits for completion of JLP program. (However, only the ones of ”H A&
SEHE R B courses offered at Global Education Center are counted as the credits for the completion.)

*Japanese Language Program student is regarded as a “1% year student” at WASEDA University,

regardless of year at your home university. Therefore, you can register for neither the courses whose

eligible year is 2™ year and above nor the course offered by Graduate Schools.

4. Japanese Courses for the 2019 Academic Year
Credits given to each course are based on the number of classes offered in a week.For the courses offered
by Center for Japanese Language, you gain 1 credit for one 90 minutes class/week. For the courses offered by

other faculties, you gain 2 or 4 credits for a 90 minutes class/week. All classes are held in Japanese.

Category Course Title Level Class/Week | Credit
Comprehensive Japanese 1 1
Comprehensive Japanese 2 2 s s
Comprehensive Japanese 3 3
Comprehensive Japanese
Comprehensive Japanese 4 4
Comprehensive Japanese 5 5 3 3
Comprehensive Japanese 6 6
Intensive Japanese Intensive Japanese 1-2 1-2 10 10
Japanese for ‘Zero’ Beginners Japanese for ‘Zero’ beginners 0 1 1
Kanji 1~5 1~5 1 1
Skill-based Japanese
Conversation ~ 1~2 1~2 1 1
Check Registration Guidebook/ 1~8 1 1
Japanese Theme course )
Syllabus for course title * 3 3

*Please refer to the ‘Japanese Course Registration Guidebook & Syllabus’. Levels may be changed between one

Academic year and the next.
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II. Classes, Class periods, Classroom ,Class Cancellation, Makeup Class, Special
consideration for leave of absence
1. Classes,Classperiods,Classroom

Classes on offer can be confirmed in the course syllabus.
Notifications concerning class periods, classes, classroom changes, class cancellations and makeup

classes will be posted on the bulletin boards located on the 1% and 4™ floors of Bldg.22.

< Classrooms are subject to change at the beginning of the semester. Please check the bulletin board or

CJL webpage for notifications related to classroom changes.

Class periods/hours are shown below.

class period class hours
1st period 9:00~10:30
2nd period 10:40~12:10
3rd period 13:00~14:30
4th period 14:45~16:15
Sth period 16:30~18:00
6th period 18:15~19:45
7th period 19:55~21:25

2. Class Cancellation

B Class Cancellation Policy during a Term

In general, during severe and dangerous weather conditions, the University will issue a directive to cancel
classes (except classes on public holidays or during vacation time), postpone examinations, etc. Directives
involving such contingency measures on any campus will apply to all courses and examinations taking place
on the designated campus.

All affected students are expected to keep themselves informed and heed such directives. Students are
advised to delay their commute or to refrain from coming to the University when their commuting routes (to
the campus where their classes are taking place) are under any severe-weather warning issued by the
Meteorological Agency or a “J-Alert” warning concerning a potential ballistic missile attack and they feel
that commuting will endanger their safety. In such cases, the students should submit a completed “Report of
Absence” form to the office of the school to which they are affiliated and ask the course instructor for due

consideration regarding that absence.

H Special Exemptions to the Cancellation of Classes and Postponement of Examinations

1) On-demand classes: Directives to cancel classes do not apply.

2) Distance Learning System classes that take place simultaneously on multiple campuses:
Any Distance Learning System classes taking place on multiple campuses (Waseda, Nishi-Waseda, and
Honjo) and which are directly impacted by the cancellation of classes at any of
the campuses will be cancelled on a university-wide basis. However if there is a big difference between
the campuses in the number of students in class, the larger class may choose to hold the class despite the
circumstances. (For example, if a Waseda-campus class has 100 students and the corresponding
Honjo-campus class has only 10 students, the class may take place as scheduled.)
The Art and Architecture School is included in all arrangements for the Nishi-Waseda Campus.

The arrangements do not apply to the two Senior High Schools or to the Extension School.
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(1) Class Cancellation due to Severe Weather

Any decision to cancel classes, postpone examinations, or enact other contingency measures due to severe
weather is the responsibility of the University and will not be based solely on warnings and advisories issued
by the Japan Meteorological Agency.

However, when weather conditions are severe (heavy rainfall, flooding, high winds, blizzard conditions,
heavy snow, etc.) or when a warning has been issued by the Japan Meteorological Agency and a
determination has been made by the University that current conditions pose a danger to the safety of students
and employees, the University will enact contingency measures involving the cancellation of classes,
postponement of examinations, etc. Directives involving such contingency measures on any campus will
apply to all courses and examinations taking place on the designated campus.

1) If the University decides to enact contingency measures involving the cancellation of classes,
postponement of examinations, etc., the University will inform all students of the decision no less
than two hours prior to the start of each affected class period or examination via the
communication channels shown below.

2) Based on the prevailing weather conditions during a typhoon, heavy snow, etc., where forecasts
with reasonable accuracy can be made, the University may issue an emergency bulletin a day in
advance to cancel classes, postpone examinations, etc. In such cases, a decision will be made by
7 p.m. and a notification posted for students via the communication channels shown below.

(2) Class Cancellation due to the Occurrence of a Severe Earthquake
In the event that a severe earthquake occurs with such intensity that course instructors are not able to
conduct classes safely, the following measures will be activated as soon as a decision is made by the
University to cancel or postpone classes or examinations.
1) If a decision is made to cancel or postpone classes or examinations, notices will be posted on the
University’s website and other communication channels.
2) If a decision is made during instructional hours, an immediate announcement will be made over the

campus public address system.

(3) Class Cancellation in the Event of a Large-Scale Power Outage
In the event of a large-scale power outage occurring unpredictably in the wake of overwhelming demand
for electricity, the University will cancel classes as follows. Classes will be resumed in the 1* Period of the
day following the restoration of electric power.
1)  If a large-scale power outage occurs during a class period ( 1st-7th periods):
Remain calmly inside the classroom until the situation is under control. All classes scheduled for the
rest of the day will be cancelled.
2)  If a large-scale power outage occurs outside a class period:

All classes scheduled for the day will be cancelled.

11
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(4) Class Cancellation due to Transport Strikes

Waseda, Toyama, Nishi-Waseda Campus should refer to items 1), 2), 3), and 4), below. Tokorozawa

Campus should refer to items 1), 2), 3), and 5), below

)

2)
3)

4)

5)

If JR or any other public transport company goes on strike (a general strike or a JR strike), the
following arrangements will apply:

A. If the strike ends by 12 midnight of the previous day, classes will proceed as normal.

B. If the strike ends by 8 a.m. on the day in question, classes will start from Period 3 (1 p.m.).

C. [If the strike does not end by 8 a.m., all classes will be cancelled.

It should be noted that the above does not apply to work-to-rule action at JR or to strikes affecting
private railway companies.

If JR in the Tokyo Metropolitan area goes on a limited (local) strike, classes will proceed as normal.

If JR in the Tokyo Metropolitan area goes on a full-scale time-limited strike,

A. Ifthe strike ends by 8 a.m., classes will start from Period 3 (1 p.m.).

B. Ifthe strike ends by 12 noon, classes will start from Period 6 (6:15 p.m.).

C. [If the strike continues past 12 noon, all classes will be cancelled.

If only private railways excluding JR, or the Metropolitan Transport Authority, go on strike, classes
will proceed as normal.

If either the Seibu Railway Shinjuku Line or Seibu Railway Ikebukuro Line goes on strike, or even if
neither of the Seibu Railway lines are on strike but both Seibu Bus and Seibu Motors go on strike,
then

A. Ifthe strike ends by 8 a.m., classes will start from Period 3 (1 p.m.).

B. If the strike continues past 8 a.m., all classes will be cancelled.

HEMethod of contact in case of an Emergency

Waseda University will make emergency announcements through the Emergency Communication

System, as outlined below.

1)

2)
3)

Waseda University Emergency Bulletin Website (Yahoo! Japan Blog):
http://blogs.yahoo.co.jp/waseda public/

“Announcements” found in MyWaseda
Waseda Mail

The same information can be accessed via the following channels.

1)
2)
3)
4)

MyWaseda: https://my.waseda.jp/

Waseda University Website: http://www.waseda.jp/

Waseda University official Twitter: https:/twitter.com/waseda_univ
Waseda University official Facebook: https://www.facebook.com/WasedaU

3. Make-up classes

If classes are cancelled, in principle, follow-up classes will be held afterwards. Please follow your
instructors’ directions in such cases.

13
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4. Attendance

The School Regulations of Waseda University obligate students to attend at least 2/3 of classes.
If you were unable to attend a class because of illness or due to other unavoidable circumstances, you should
promptly present to the instructor a copy of a medical certificate prepared by a doctor or another official
document to explain the reason. Note that basically the CJL office cannot issue any documents concerning
your absence except for cases that apply to the following 5.Special consideration for leave of absence.
s Consideration of attendance will be decided by your instructors in each class. Submitting a medical

certificate does not necessarily guarantee that your absence will be excused.

If you would like to contact with your instructors for questions about courses or notices for absence etc, you
can send the message through Course N@vi.
& Basically CJL office doesn’t forward your message to instructors.

[How to send the message to instructors through Course N@vil

https://waseda.box.com/v/coursenavimessage

5. Special consideration for leave of absence

The University has systems in place to prevent students who are on a leave of absence due to the
special reasons listed below from being unfairly disadvantaged in terms of assessment. Students who fail to
meet coursework requirements such as class attendance (including that for on-demand courses), submission
of assignments, exam-taking should consult the office of their affiliation in order to request special academic

consideration and seek advice from their course instructors. Please note that the final decision on a student’s

absences is left to the discretion of the instructor.

_(1) Bereavement Leave
a. Scope: This policy applies to all full-time students currently in the Waseda University system.
b. Immediate Family: Students are eligible for up to seven consecutive class-meeting days for
the death of a first-degree family member (parent, child), second-degree family member (sibling,
grandparent, grandchild), or spouse. (If international travel is involved, extra days may be granted.)
c. Procedure:

1)  Notify the CJL office within ten days of the end of the period for which consideration is sought
and obtain a “Notification of Absence due to Bereavement” form.

2)  Promptly submit the completed “Notification of Absence due to Bereavement” form, along with
appropriate documentation, such as a funeral acknowledgment card to the CJL office. (In the event
the deceased is your guarantor, follow the procedure for a change of guarantor.)

3)  Request to have the “Notification of Absence due to Bereavement” form issued by the CJL office.

4)  Submit the “Notification of Absence due to Bereavement” form to your course instructor and seek
special consideration for academic work missed during your bereavement leave.

(If you are taking an on-demand course, direct your request to the affiliation offering the course.)
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(2) Infectious Disease
In order to prevent the spread of highly infectious diseases, students who have contracted any of the
specified diseases will not be allowed to attend class, based on the authority of the School Health and Safety
Act. (The length of the suspension period is based on Mandatory Suspension Guidelines.)
Refer to The Health Support Center website <http://www.waseda.jp/hoken/> to find out more details about

infection characteristics and quarantine periods.

Procedure:
1) Notify the CJL office.
2) Ask your physician to fill out a designated Certificate of Recovery from Infectious Disease Form
(BT D IR YE TG AiE ] #) and submit it to the CJL office.
3) Obtain and submit a “Notification of Absence due to Infectious Disease” form to the CJL office and
follow all instructions. Then, submit the “Notification of Absence due to Infectious Disease” form
issued by the CJL office to your course instructor and seek special consideration for academic work

missed during your infectious disease leave.
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Il. Exams-Submitting Papers-Assignments

1. Penalties for cheating in examinations/assignments of Center for Japanese Language

Article 1 (Object of Application)

According to the regulation of the center, “Examinations” indicate written examinations and papers
(assignments). The objects are as follows.

(D Examinations of the courses offered at CJL

@ Examinations of the courses offered at other schools

Article 2 (Penalties for dishonest acts in examinations)

Students who attempt to prevent the fairness of examinations or assignments conducted by CJL by the
following acts or other intentional acts, hereinafter called “dishonest acts”, will be placed under disciplinary
action upon the decision of the Faculty Committee, according to the following guidelines.

Taking the place of another student or having another student take your place in an exam.

Bringing documents for the purpose of cheating to the classroom.

Referring to reference books or notebooks you are not allowed to refer to.

[licitly writing notes on a desk or other places before the exam

Exchanging answer sheets with another student

Looking at the answer sheet or assignments of another student for copying or allowing another student to
copy yours.

Trying to communicate illicitly with other students by talking or in other ways.

@ ©0600006

Trying to interfere with a supervisor of collecting the answer sheets by discarding the sheet or filling in a
false name.

Writing papers, etc. by plagiarizing.

® ©

Other activities that are regarded as dishonest actions.

[Procedure when a dishonest act is discovered]
The guideline for penalizing students is as follows.
D The faculty member in charge and the coordinator (in the case of the Comprehensive Japanese courses)
notify the Associate Dean of CJL.
@ They interview the student, and if the act is regarded as serious, they call for repentance and give the
student directions after clarifying the problem.

(@ The faculty member in charge and the coordinator (if applicable) give a grade of G for the course.

Article 3 (Notification and announcement of penalties)
According to the regulations of the center, the student who performs a dishonest act and his/her grantors
(student and his/her home university in case of the exchange student) are notified of the penalty, and

announced on the bulletin board. However, the name of the student may be withheld.

Addition: The regulation of the center comes into effect from the spring semester 2018
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2. Submitting Papers and Assignments

Please draft and submit all term papers in accordance with the instructions given by each instructor. Papers
submitted for evaluation must be an expression of the author’s original research, thoughts and ideas. For this
reason, any use of ideas, graphs or designs created by a third party, whether circulated in print or on the

Internet, must be clearly marked as such and the original source must be properly cited.

Example: Ruth Benedict wrote in “The Chrysanthemum and the Sword” (1946) that “The arc of
life in Japan is plotted in opposite fashion to that in the United States” (pg. 310).

Papers that obfuscate or do not properly cite their sources will be considered to be plagiarism and a violation
of copyright law. Students who are judged to have plagiarized the work of others may be subject to
disciplinary punishment such as receiving a failing grade for their paper and possibly for the entire course.
Please take due care to cite your sources before submitting term papers.

Please be aware that CJL office cannot forward papers and/or home works from students to instructors under

any circumstance.
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Iv. Grades

1. Grades

Student's grades for individual course are determined on the basis of the results of class examinations, report
submissions, and class performance. A score of 60 or higher will result in a passing grade.

Any student who fails to complete course examinations as instructed without acceptable reasons or who fails

to submit all required term papers will receive a failing grade for that course.

In addition, an attendance record of less than two-thirds of the total class hours will result in a failing

grade, regardless of examination results.

[Grade Scale]

Notice of Academic Transcript of
Transcript of
Score Record Academic Pass or Fail
Academic Record
(MyWaseda) Record/GPA
90-100 A*
80-89 A
pass
70-79 B
60-69 C
45-59 F not listed F
fail
0-44 G not listed

*Please check your grades every semester through MyWaseda.

*“Transcript of Academic Record” and “Transcript of Academic Record / GPA” are the official certificates for

applying for jobs or higher education.

2. GPA

(1) Calculation of GPA

Waseda University uses a conversion system called Grade Points to calculate GPA (4 points for A”, 3 points
for A, 2 points for B, 1 point for C, and zero points for Failing Grades).

Grade Point Average (GPA) is a score calculated by multiplying “total number of credits by grade (A+, A, B
etc.)” and “corresponding grade point (4 for A+, 3 for A, etc.)”, then adding the obtained figures for all
grades and dividing the result by the “total number of registered credits”.

The total number of registered credits includes courses that resulted in a failing grade.

This will be calculated in the following formula:

| Calculation Formula |

*1[(No. of A" credits X 4) + (No. of A credits X 3) + (No. of B credits X 2) + (No. of C credits X 1) + (No. of Failing Grades X 0)]

= GPA®

Total number of registered credits

*1 No. of “*(grade)” credits = total number of credits per grade.

For example, if you earned an “A” in a course worth one credit, you add 1 to the “A” total. However, if you

earned an “A” in a course worth 5 credits, you would add 5 to the “A” total.
*2 GPA will be rounded to the second decimal place. (The third decimal place is rounded off.)

(2) Courses using GPA calculation

GPA calculation is used in all registered courses.

(3) Notification and certificate of GPA
Please note that GPA will appear on the Notice of Academic Record on MyWaseda.

“Transcript of Academic Record / GPA” indicating GPA and grades is available.

“Transcript of Academic Record” does not include GPA.
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3. Grade Posted
Grade will be posted on MyWaseda. Please check the procedure below.
MyWaseda log in page

--Click the green button on the bottom-left corner [Grade& Course registration |

Semester Grade Posted
Spring August 30, 2019 (Fri)
Fall February 28, 2020 (Fri)

4. Grade Inquiries

If you have questions about a grade you have received, you can submit a grade inquiry.

Please note that inquiries without a substantial basis will NOT be accepted.

Note:

B Only inquiries related to courses offered by the Center for Japanese Language will be accepted.

B Please read through the evaluation criteria of your course syllabus and the inquiry application instructions
before submitting.

Bl Late applications will not be accepted.

B Inquiries arising from personal issues will not be accepted.

B Inquiries arising from an obvious reason for course failure (including missed exams, un-submitted term
papers, or poor attendance) will not be accepted.

B Only application form submissions will be accepted.

B An automatic reply email will be sent after the submission. Please keep this auto-replay email message as
proof of submission.

B All Dates and Times are listed in Japan Standard Time.

[Spring Semester]
Application period: August 29, 2019 (Thu.), 9:00 a.m.-September 5, 2019 (Thu.), 5:00 p.m.
Procedure: Fill in the required information on the MyWaseda application form

Application form name: Grade Inquires [Spring Semester 2019]

[Fall Semester]
Application period: February 24, 2020 (Mon.), 9:00 a.m. — March 7, 2020 (Sat.), 5:00 p.m.
Procedure: Fill in the required information on the My Waseda application form

Application form name: Grade Inquires [Fall Semester 2019]

B The application form link is posted on CJL webpage before the grade announcement in each semester.

Please check the following link for more details.

Center for Japanese Language Web page
URL https://www.waseda.jp/inst/cjl/en/students/grade/

-[Reports ,Exams and Grades]
--[ Announcement]

---[ Grade Inquiries]
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1.

I. Student Number and Student Identification Card

Student Number

Your JLP student number consists of an 8 digit combination of numbers and letters as described below.
(CD)

o |2 |1 [9 [afo Jo 1 |- [3 |

T e

a b d

a. School No. : 192 for the Center for Japanese Language

b. Admission Year : the last 2 digits of the year of admission

c. Admission Month : [A] for April admission, one year program

[BJ for April admission, half year program
[CJ for September admission, one year program

D] for September admission, half year program

d. Student Status : 1001~ privately funded students

301~] consigned students
[501~] exchange students
[701~] embassy recommended MEXT students

e. Check Digit (CD) : this digit is used only for machine processing.

2.

Student Identification Card

Your Student ID card is issued upon your enrollment.

Please note the following Student ID regulations:

)

2
3

“
(&)

Q)

O]

A valid Student ID card requires a sticker displaying the current academic year to be

affixed to the back.

Your Student ID card is only valid as long as you are enrolled.

Students must carry their card at all times and are required to present it in the

following cases.

D Entering the University library.

@ Requesting and receiving certificates and/or transcripts.

@® When purchasing a student pass or a long distance train/boat ticket with student
discount certificate and when boarding a train or boat with a discount ticket upon
request by an attendant.

@ Visiting the Health Support Center.

® Upon request by the faculty or staff of Waseda University.

It is a prohibited to lend your student ID card to others.

If a student’s address changes, he/she must register this change through MyWaseda

immediately. Students will receive a sticker with their new address at the CJL office,

and must affix this seal to the backside of their ID card.

If the ID card is lost or damaged, students must apply for re-issuance at the CJL office

and pay a processing fee of ¥2,000.

Students must return their ID cards to the CJL office upon completion of their courses

or their withdrawal. Certificates and Transcripts cannot be issued if a student fails to

return his/her Student ID.
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II. Tuition Fee (Except for MEXT students and exchange students)

1. Payment Procedure (for one year program students)
Tuition fees and the payment period for the second semester are indicated below. Payment must be
made before the second semester begins at a bank within Japan using the payment sheet distributed at
the CJL office.
Note: < Please do not make your payment through the Internet or an ATM since your name will not be
specified.

* In principal, overseas wiring transfer or paying by credit card is NOT accepted.

* If a student fails to pay the tuition fee by the due date, his/her enrollment will be cancelled.

* No installment plan is available.

* Tuition fees cannot be refunded.

2. Payment Schedule for the second semester

Students Enrolled in Payment Sheet Available from Due Date Tuition Fee
April Early- July, 2019 August 30,2019 489.200
September Early- January, 2020 March 6, 2020 489.200

Il. Withdrawal

1. Withdrawal

If a student desires to withdraw middle of semester or a student on a one year program desires to
withdraw after the completion of their first semester, he/she must complete the relevant withdrawal

procedures at the CJL office.

The following items must be submitted in order to complete the withdrawal procedures. Please
enquire at the CJL office if you are unclear about anything.

Application for Withdrawal

The application form is available at the CJL office and the URL below. Please complete and submit the form
with your signature and your guarantor’s signature.

http://www.waseda.jp/inst/cjl/en/students/withdrawal/

Statement of Reason
Format free. “Certificate of Admission” is acceptable for those who are going to enroll in other departments
or graduate schools, or in other universities.

Student ID card (Please return it before leaving Japan)
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V. Immigration and Residence Formalities

[Important]

Based on instructions from the Immigration Bureau of the Ministry of Justice, in order to facilitate the
administration of foreign residents, Waseda University requires all international students to submit

documents showing their current visa status and approved period of stay.

Students who change their visa status or extend their period of their stay must submit notification of
this change as soon as they complete the relevant procedures.
Students are responsible for completing any required immigration procedures by themselves..

Students are advised to complete these procedures well in advance of any relevant deadlines.

Documents to Submit: "Visa Status Notification Form" (available at CJL office)
Submit To: CJL Office (4th floor, Bldg. 22)

1. Overview

The Immigration Control, Refugee Recognition Act and the Basic Resident Registration Law are laws that
protect the status of all foreign nationals legally entering or residing in Japan for an authorized period. It is
your responsibility to comply with all requirements stipulated under these laws.
All foreign nationals entering and staying in Japan will be given a specific status of residence. Your status of
residence is given according to what activity you are engaged in during your stay in Japan. The length of
your stay differs according to your status of residence.
Your resident status is essential for you to stay legally in Japan. Be sure to comply with all relevant
immigration rules.

Please be aware that there have been numerous instances where, due to a mistaken assumption or belief on
their part, foreign residents have been forced to alter their plans to travel abroad or extend their period of stay
at the last minute. If you have any questions, do not hesitate to ask at the CJL office or the CIE office in

advance.

2. Immigration and Residence Formalities
Please refer to the ‘International Student Handbook’ or ‘Center for International Education VISA Status
website’ for information about immigration and residence formalities and make any necessary arrangements

yourself.

Center for International Education VISA Status website

URL : http://www.cie-waseda.jp/visastatus/en/
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V. Registration / Changes of Personal Information

Please register your address and phone number in Japan as soon as possible through MyWaseda.
If there are any changes, please keep your profile updated.
SPersonal information on MyWaseda will be used to send you important documents as well as to contact

you in case of an emergency.

<Procedure>

(1) Please register the following information on MyWaseda

Information How to register or update on MyWaseda
O | Address Login to MyWaseda
-Home
@ | Phone Number ]
--View/ Update Your Own Profile
® Bank Account Number™ ---Change of Basic Information

SRegistration of your bank account number is necessary to receive refunds such as for tuition fees etc. from

the university

% Please come to the CJL office(4™ floor, Bldg.22) if any information other than above, such as guarantor’s

information etc. changes.
X Protection of Personal Information

In principle, Personal information about a student will not be disclosed to any third party without the
student’s consent. Personal information is handled in accordance with the Regulation on the Protection of

Personal Information.

Information Security and Privacy at Waseda University

URL:https://www.waseda.jp/top/en/privacy-policy
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VI. Announcements from the University

1. Center for Japanese Language Webpage

http://www.waseda.jp/inst/cjl/en/

The following information will be posted on the Center for Japanese Language Webpage. Please be sure to
check it regularly.

+ Course registration information

+ Japanese Language Program Schedule

* Class Period

2. MyWaseda

Announcements and notifications from the university and the CJL office will be posted on MyWaseda.

Please check MyWaseda on a regular basis.

When the university or CJL office contacts you through e-mail, these messages will be sent to your Waseda
Mail.

(Please refer to_http://www.waseda.jp/navi/e/index.html“The user’s guide for PC and Network™)

3. Course N@yvi
Course N@yvi is a tool that supports various course activities. For example, it facilitates on-demand courses,
relays messages from instructors to students, serves as a reference source for course materials, supports the
functioning of the BBS, enables report submission and test-taking (for smaller tests), and allows users to
answer questionnaires.
You can view all the courses you have registered for and the available seminars at Course N@vi through My
Waseda.
If you would like to contact with your instructors for questions about courses or notices for absence etc, you
can send the message through Course N@vi.
S Basically CJL office doesn’t forward your message to instructors.

[How to send the message to instructors through Course N@vil

https://waseda.box.com/v/coursenavimessage

4. Bulletin Board (1% and 4" floor, Bldg.22)
Important information including period or classroom changes, class cancellations, and makeup classes will be

posted on the bulletin board.

35



VI. FLHRE

1. |RIEGIAE
(1) BEEFIBAERITEICCTHRITRIRELFIAE (FE4)

FEAT F A 1@IcSE 200
fREZWTRE E DA 1 @Ic>X 30 0 H
SN R

% AT B P BEIREMIE AT
WL TR EAE PR

B AT B M 5 RRE

A H AR s
FESRE O O
FRPAHRE I O O
GPA GEITE O O
B FERZ T RIER & O X
FAREEERGIRE (FF) X O X

KPP AR E GRS IGE (FF) [FH 707 J 2% R

SEEREIX, JR OBEHRCHIED 100 ¥ 17 A — M AB 25 XKEZRHT 25581220 ToOARFHT 5
ZEMNTEET, FEERIL, 1 B T4 VEMTIOKERE S LT LET, FEREOA R
M, TS 3 2 ATT,

(B EFEAERTHRESRTREN ]

Xy LR e JE[ 257 +

7R 1B

_ R . 9:00—20:00|9:00—18:00
BRHEAR—=Z VA7 ¢ AfFE

R H 145851 Mo e— 9:00—20:00/9:00—18:00

2 5 5fE 1

R 9:00—18:00
KEEH —F oty 2 1

il 3 6 FE 2 9:00—20:00[9:00—-18:00
_ 5 1 ZfF 1 BEFEET (M) 9:00—-17:00
5 —
5 1 ZfF 1 BFEET (O4) 9:00—-17:00

X1 H-HBIEBEBHLTWETA,
%2 BFE - HFE - AFREYMOBEREM IR ESME L B0 5,
REERIZ T T~VTF A2 HP

(http://www.waseda.jp/navi/services/opentime-certificates.html) 12T ZHERR < 72 &Y,

36



VI Certificates

1. Certificates
(1) Certificates available from automatic certificate-issuing machines (current students)
Fees: ¥200 per certificate
¥300 per certificate for medical examination certificate
No charge for Student Discount Certificate
Locations : Automated certificate-issuing machines on campus
Necessary documents: Student ID card

Time for processing : About Sminutes

Type of Certificate Japanese English
Certificate of Enrollment O O

Transcript of Academic Record

Transcript of Academic Record/GPA

Medical Examination Certificate

O0|0|0|0
X | X100

Student Discount Certificate®

¢ Student Discount Certificate (Gakuwari) (Not available to short-term Japanese Language program
students)

Student Discount Certificates are available for trips made by JR rail exceeding a distance of 100km. Student
Discount Certificates are limited to 4 copies in a single day and 10 copies in total for each academic year.

Certificates are valid for 3 months after the effective date.

[Operation hours for the automatic certificate-issuing machines]

Campus Location Mon.- Fri. Sat.
Academic Advising Office,
9:00-20:00 9:00-18:00
(Waseda Portal Office) 1st Floor, Bldg.#7
Waseda
1st Floor, Bldg.#14 9:00-20:00 9:00-18:00
Okuma Garden House, 1st Floor, Bldg.#25 9:00-18:00
Toyama 2nd Floor, Bldg.#36 9:00-20:00 9:00-18:00
Office of School of Science and Engineering
o o 9:00-17:00
Nishi 1st Floor, Bldg.#51 (inside the office)
Waseda Office of School of Science and Engineering
. 9:00-17:00
1st Floor, Bldg.#51 (outside the office)

# 1 These machines do not operate on Sundays or on national holidays.
2¢2 Operation hours may vary during spring, summer, and winter vacations.
Please refer to the website of IT Help Desk HP

(http://www.waseda.jp/navi/e/services/opentime-certificates.html) for the latest information.

37



(2) HAEBEWIE 2 —FEIICTRITAIRRRGEAE (TEFEE)

RATFHE: 1EIZOZ200H
FRAGE B IR T

R AT Y O AAEHEENE L L 2 —FHIT (22 B 45
BRI AR

B AT WE M 3 —ARRE (LW, AR, BHEEEAV)

A EN SRR
HAEER B B GkaE ] & O O
AN AGEIE O O
HH IR L RIERA 2 O O

() BAREBHEME LI —BHEAICTRITARLIIAE (BTE - P THE)

AT FHCEH: 1I2>&300H

FEABIZLLF O URL 2L T 72 &0,

http://www.waseda.jp/inst/cjl/alumni/certificate/

KIETREFAFICONT

X1 HAGBAE T v 77 LOETEM (FE[] 26 BGL - HEROSGEIE 13 AL BEAL Z IR %
7z LIcBEDOHFITRRE T,

X2 —AEMO T 7T ATAFLIEED, FERTR TE2RLET 256, F4FEMTI13 B2l k-
PG L CHETIRERFEIIRITTE EE A,

2. BEEHEOHA

AAGEHE T 0 7T N ELREEME LT D - LN TEET,

(1) BEOHE

o FAGEOBREREMICRAOBEXME GRAERE BHE) &EALET,

b IROEMMTE Y HATX . ERBIA AR ICHEREERALET,

o TEMBMEAHGAT ) (CEAARZ T, BOICRINT S L B ENSEEMAT S - AT
X

2) NADBE

a FAEOBFXEMICREOBEFEXE GRE & FEHEE) Z5EALET,

b ANASHOEFEFTOEMIRIEY HTE, EMHREARIAE] ICHEFHZTALET,

c  EHIZREEARIAE) I[CFPAEERA T, BOWKEH T L, BFEYREHATLIZENT
=FE7,

38



(2) Certificates available at CJL office (current students)

Fees : ¥200 per certificate

No charge for Certificate of Payment for Tuition Fee.
Location : CJL office (4™ floor Bldg.22)
Necessary documents : Student ID card

Time for Processing : 3-4 days (excluding Saturday, Sunday, and National Holidays)

Type of Certificate Japanese English
Certificate of Registration O O
Certificate of Payment for Tuition Fee O O
Certificate of Attendance O O

(3) Certificates available at CJL office (students who have completed their program or withdrawn)
Fees: ¥300 per certificate
Please refer to the following URL for detailed information.

http://www.waseda.jp/inst/cjl/en/alumni/certificate/

#Regarding Certificate of Completion

<1 Available to JLP students who earn the prescribed number of credits (26 credits for one year and 13
credits for half year) and complete their program.

$%2 Not applicable to one year program students who withdraw after completing a half year and earn more
than 13 credits.

2. Student Commuter Pass (Tsugaku Teiki-ken)
Japanese Language Program students can purchase a student commuter pass with their student ID card.
(1) Train and Subway
a. Print the name of station you use for commuting in the designated area on the backside of your Student ID
Card.
b. Fill out the "Request for Purchasing Student Commuter Passes” Form
("Teiki-ken Konyu Moshikomi-Sho") at the train station.
c. Present your Student ID Card and the completed request form to the ticket office at the train station.
(2) Buses
a. Print the name of the bus stop you use for commuting in the designated area on the backside of your
Student ID Card.
b. Fill out the application form at the service office.

c. Present your Student ID Card and the completed request form to the service office of the bus company.
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VII. Facilities

1. Center for Japanese Language Office : 4" Floor, Bldg. 22
If you have any questions about the Japanese Language Program, Japanese classes, or any other concerns
related to your student life, please feel free to consult with the staff at the CJL office.
[Location] 4™ floor, Bldg. 22 on Waseda campus.

[Office Hours] 3¢ [Notice] For services available on Saturday, please refer to Page.58

Hours
Day Hours . . .
(Spring* Summer* Winter vacation)
9:00~12:30
Monday-Friday 9 :00~17:00
13 :30~17 : 00
. 9:00~12:30
Saturday?>% Closed
13 :30~17 : 00

2. Student Reading Room (3" floor, Bldg. 22)

The Student Reading Room holds a wide range of books related to Japanese language education.

The Student Reading Room offers a variety of Japanese textbooks suited for different learning levels and
purposes. In addition, dictionaries and audio materials such as cassette tapes and CDs are available to support
international students in their Japanese studies.

1. Open Hours

Day Hours
Monday-Friday 9:00~22:00
Saturday 9:00~18:00

* Closed on Sundays and National Holidays except for holidays when classes are held. Please refer to the
bulletin board for the latest schedule.

* Open hours during the summer, winter, and spring vacations will be posted on bulletin board.
2. Circulation
To check out books etc. from the reading room, please take them to the circulation desk and present your
student ID card.
3. Check-out Regulations

* Please check “Loan Rules On Checking Out Books from Waseda Libraries”.

* The loan period and maximum volumes are shown as below:

Materials Loan Period and Max vols
Books, Cassette Tapes, CDs | 14 days | Max. 10 vols.

The overdue penalty for regular materials is 1 penalty point per volume for each day.

If your penalty point reaches 50, your book loan privileges will be suspended for 14 days.

This regulation applies for all libraries.
4. Return

Please return books to the reception desk of the reading room or to the library during open hours; and to the
book-drop box near the entrance after closing. Please do not return CDs and cassette tapes to the book-drop

box.
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3. Waseda International Learning Lounge (WILL) 3™ Floor, Bldg. 22

Waseda International Learning Lounge (WILL), on the 3rd floor of Building No. 22, is opened as a place for
all Waseda students, faculty, and staff from different nationalities, languages, affiliations or social status to
foster mutual understanding which overcomes barriers. The Lounge also promotes group study, autonomous
learning and research exchange. WILL features whiteboards, discussion spaces, and places for personal work,
free Wi-Fi and microwave ovens as a space for work and discussion. Food and beverage are allowed at
WILL.

[Open Hours]
Monday-Saturday: 8:00~22:00

Closed on Sundays, National Holidays except for holidays when classes are held, and University Holidays.
4. WASEDA Nihongo Support 3" Floor, Bldg. 22

Center for Japanese Language at Waseda University offers Waseda Nihongo Support to the students who are
keen to develop Japanese proficiency and learning skills in their self-directed learning. The staff is available
to support learners with individual needs and problems. Waseda Nihongo Support provides 3 main supports:
1) Japanese learning advising, 2) Information service for learning resources; and 3) Japanese drop-in

consultation desk.
S Please refer to the website below for open hours of the “Waseda Nihongo Support” office.

http://www.waseda.jp/inst/cjl/en/students/support/waseda/
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5. Central Library

The Central Library is one of the largest libraries in Japan with more than 5 million volumes and a seating

capacity of 1,800.

1. Open Hours

Day Hours
Monday-Saturday 9:00~22:00
Sunday 10:00~17:00

+ Closed on National Holidays. (Open on holidays when classes are held.)
+ Open hours during summer, winter and spring vacations will be announced on the website below.

URL: http://www.wul.waseda.ac.jp/clib/index-e.html

2. Circulation

To check out books etc., please take them to the Circulation Desk and present your student ID card.

3. Number of Loan Volumes

+ Up to 15 items in total from Central Library, Students' Reading Room, and other campus libraries can be
borrowed at one time.

+ Loan Period: 14 days (some books are 30 days)

$¢Loan periods can be extended during vacations.

< The overdue penalty for regular materials is 1 penalty point per volume for each day. If a student acquires
50 or more penalty points, book borrowing privileges will be suspended for 14 days. This regulation applies
for all libraries.

+ For more details, check the “Library Book Loan Rules”.

6. Computer Room

The computer room on the Bl floor of Bldg. 22 is open 24 hours/day including Sundays and holidays,
excluding certain periods during summer and winter vacation and during maintenance periods. You need your
Waseda ID and password to log in to the computers. Please feel free to use the computer room for preparation

and review of your classes and for your own private study.

7. Waseda University Cooperative Union (CO-OP)

Waseda University Co-operative (Waseda Univ. Co-op) is a nonprofit organization which aims to enhance its
members’ living standards by combining members’ experience and sharing finances within the organization.
Co-op members are made up of students, faculty members, and staff. You can purchase books, stationery,
daily commodities and food at discount prices.

For information about procedure for joining Co-op, please refer to the website below.

URL : http://www.wcoop.ne.jp/en/index.html
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IX. Student Counseling

During your stay in Japan you may experience various worries and problems related to your studies, personal
life, health, and future plans. In such an event there are several offices at Waseda University that offer
counseling services. Please do not hesitate to contact the following offices at any time with whatever

problems you may have.
1. Academic Concerns

If you have any concerns about your Japanese language classes or Japanese language study, please feel free
to consult your instructors. If it is difficult to talk directly to your instructors, you may consult the
coordinators or the CJL office staff.

During the course registration and add-drop period, CJL research associates will be on hand to advise you

concerning course selection.
2. Life Concerns

If you have any concerns about your campus life, about opening a bank account, or about your status of
residence, feel free to contact the CJL office staff.
If you or your friends get involved in a serious or dangerous situation, please contact the relevant office

immediately.

Emergency Call for School Life *¢Privacy of all users will be protected.

Tel: 03-3202-0706 (Student Affairs Section) or 03-3203-4300 (Waseda Campus entranceway)
E-mail: student@list.waseda.jp

URL: http://www.waseda.jp/student/110ban.html

Harassment Prevention Committee
Tel: 03-5286-9824
URL: http://www.waseda.jp/stop/index-e.html

Metropolitan Police Department

URL: http://www.keishicho.metro.tokyo.jp/multilingual/english/index.html

Consumers' Center of the Tokyo metropolitan government
Tel: 03-3235-1155
URL: http://www.shouhiseikatu.metro.tokyo.jp/center/index.html
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3. Cosigner (when you rent a room)

When you rent a room or apartment, you may need a cosigner, also known as a guarantor. In principle, you
are responsible for finding a cosigner by yourself. However, if you are unable to find a cosigner, you can

contact the Waseda University Student Housing Center which is an affiliate of Waseda University.

1* floor Bldg.99, 1-103, Totsukamachi, Shinjuku-ku
URL: http://waseda-housing.com/fp-4664/
TEL: 03-5285-3016

4. Health Support Center

The Health Support Center (Bldg. 25-2. the bldg. 3, 1st floor (Waseda branch)) helps students to have a
healthy student life, both physically and mentally.

For details, please visit the website (http://www.waseda.jp/hoken/english) or refer to the International
Students Handbook issued by the Center for International Education.

OClinic (Bldg. 25-2, 3rd floor)Phone: 03-5286-3984

When you do not feel well, such as having a fever or diarrhea, or get injured, experience back pain or a sprain,
a doctor will provide you with the appropriate medical care.

(OMental Health Consultation (Bldg. 25-2, 5th floor) Phone: 03-5286-8743

When you feel depressed, have sleeping problems, or experience any emotional problems, a psychiatrist and
a nurse will provide you with the appropriate medical care.

OStudent Counseling Room (Bldg. 25-2, 6th floor) Phone: 03-3203-4449

You can receive consultation for any worries and concerns related to your student life. Counseling staff and
psychological advisors are available.

¢ Counseling in English is also available. The schedule varies depending on the school year. Please ask
for details in advance.

(OHealth-Care Room (Bldg. 25, 1st floor) Phone: 03-5286-9800

When you do not feel well but do not know which doctor to go to, doctors and/or nurses are available to give

advice.
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5. Equality and Diversity Center

At the Equality and Diversity Center the following 3 offices support students and work together to improve
and enrich the lives of all students regardless of nationality, gender (including the full spectrum of sexual

diversity not only men and women) or disability.

Intercultural Communication Center (ICC)
At the Intercultural Communication Center (ICC) we create and host events and programs that allow students
from different countries, ethnicities and cultural backgrounds to mix together beyond the boundaries of
diversity. If you are interested in other cultures or sharing your own, please come and see us!
Place: 1st Floor, Bldg. 3
Opening Times:
During Terms: Weekdays 10:00am-6:00pm, Saturdays 10:00am-5:00pm
During Term Breaks: Weekdays 10:00am-5:00pm, Closed Saturdays
TEL : 03-5286-3990 E-mail : icc@list.waseda.jp
URL : https://www.waseda.jp/inst/icc/en/

Office for Students with Disabilities
Office for Students with Disabilities (OSD) provides essential academic support to disabled students (with
hearing impairments/ visual impairments /mobility impairments/ developmental disorders) studying at
Waseda University. Students who wish to make use of the support or offer support to disabled students are
requested to contact OSD.

Support Department for Students with Physical Disabilities

Place : #110 Building No.3 TEL : 03-5286-3747 E-mail : shienshitsu@]list.waseda.jp
Support Department for Students with Developmental Disorders

Place : 1st Floor, Building No.25  TEL : 03-3208-0587 E-mail : shien02@]list.waseda.jp

Office Hours : Weekdays 9:00 to 17:00 (Closed on weekends)

URL : https://www.waseda.jp/inst/dsso/en/

Gender and Sexuality Center

The Gender and Sexuality Center holds study groups on gender / sexuality topics for students or LGBTQA
students, regular lunch-time gatherings in order to raise the university's awareness regarding gender/sexuality
related issues and as a resource center related to gender/sexuality. If you have questions regarding
gender/sexuality related issues, please feel free to ask the staffs. (The privacy of the students will be
protected.)

Place : #213/214 Building No.10  E-mail : gscenter@list.waseda.jp

Office Hours: Weekdays 10:00 to 17:00 (Closed on weekends) (Lunch break 11:30-12:30)

URL : https://www.waseda.jp/inst/gscenter/en/
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6. Compensation System

(1) Waseda University Compensation System (Accident and Indemnity)

This compensation system covers any accidental injuries you may have during University hours, including
injuries during regular classes hours, during school events, injuries incurred inside school buildings or during
extracurricular activities ( university authorized groups only), as well as while commuting to school, or
moving between university facilities.

For applicable extracurricular activities, the “Camp * Expedition (extracurricular activities)” notification
should be submitted in advance.

For further information, contact the Student Affairs Sections (at Toyama campus).

(2) Waseda University Compensation System (Indemnity Liability Coverage)

This compensation scheme covers any property destruction incurred during university activities such as
internships, student teaching or volunteer activities.

For further information, contact the Student Affairs Sections (at Toyama campus).

< Any property destruction incurred while commuting to school, or moving between university facilities is

excluded.

7. Coverage for Medical Expenses

The following medical insurance plans are available to all international students. In ordinary cases, nearly

70% of your medical expenses will be covered.

(1) National Health Insurance (Insurance fee is required.)

All international students must join the National Health Insurance System (Kokumin Kenkou Hoken).

You can apply for it at the National Health Insurance section at the ward/city office of your residence.

After the application is completed, you will receive a National Health Insurance Card.

When you need a medical care at clinic or hospital, you must present your National Health Insurance Card to
a receptionist or doctor. After receiving treatment, you will pay 30% of the medical costs. (You will have
70 % of your medical costs covered). National Health Insurance does not cover costs related to childbirth,
injuries due to traffic accidents, general health check-ups, and/or cosmetic surgery.

After you finish your study and before leave Japan, you must complete the relevant procedures to

withdraw from National Health Insurance at your local ward/city office.

(2) Health Check-up
The University carries out health checkups for Japanese Language program students.

One year program students take free. Half-year program students need cost.
8. Extracurricular Activities
The Center for Japanese Language plans regular extra-curricular activities such as rice-cake making and so

on. The purpose of these activities is to deepen student’s understanding of Japanese society and culture.

Please check the information on the websites below for announcements from these offices.

Center for Japanese Language URL: http://www.waseda.jp/inst/cjl/en/
Center for Japanese Language Facebook URL https://www.facebook.com/cjl.waseda
Intercultural Communication Center (ICC) URL: https://www.waseda.jp/inst/icc/en/

53



9. #HZFE - FEICDOUT

1. EZIZDWT

(1) BEMAXZORZER (BLRE. REFEBRBELELGE) ~OEZHREDA

EBET FIvvar X A7 4 28 L THEZZ T TOLH%ER & MBI HEZ AT
TWHFERASH 0 F4, FEMIZEEET Ry a X e 47 4 AR — L=V TR LT
S,

URL : http://web.waseda.jp/admission/

MELHE, BEFBEAICE > T, ERMERNC L > THEORHINEZR2 Y 50T, HEICE
TOHEMITEDLETRDICHER L, RREF > THEMZED D L O IC LTI EI VY,

(2) HKEANEZFEDSA
REAS Lo THERHCHBE AR LY £, FRZPOR—L_N=V%2 LB L TS0,

2. FEIZOWT

Fr VTV E— (FlUF v /3R 3 0 FEFAERMEIME) Tik, sk ¥ A KfEA <2 b
OBRAME, EBIFHFR, RAFE#HR - A X —r vy THEROEMLRZE L, FEOX ¥ U TR Z
FELTOHWET, #FMEIFv VT F—DR— L=V THRL T EE N,

URL: http://www.waseda.jp/career/

54



9. Admission to Further Programs/Job-Hunting

1. Admission to Further Programs

(1) Applications to Graduate schools (Master’s courses, non-degree courses etc.) within Waseda
University

Some graduate schools accept applications through the International Admissions office (IAO) while others
accept applications directly. Visit the IAO website for further information.

URL : http://web.waseda.jp/admission/en/

*Please note that the application acceptance period may vary from school to school and from course to

course. It is highly recommended to start gathering information and preparing the necessary documents as

early as possible.

(2) Applications to other universities
The application acceptance period and procedure may differ between different universities. Be sure to obtain
information related to any universities you wish to attend by yourself through the relevant websites or any

other preferred methods.

2. Job Hunting

The Career Center (located within the Student Center 3rd floor, Bldg 30, Toyama campus) helps student’s
career formation and finds employment by offering job-hunting guidance, various events, individual
consultation, and job offer/internship information. Please check the website of the Career Center for further
information.

URL: http://www.waseda.jp/career/eng/index.html
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10. Harassment Prevention
Waseda University has instituted a variety of measures as part of its commitment to harassment prevention.

This includes not only the establishment of the Waseda University Guidelines for Harassment Prevention, as well as
consultation and grievance procedures, but also through educational activities in print, online, and in seminars, etc.
aimed at raising awareness and proactively deterring harassment.

Q: What constitutes harassment?

A:  Harassment as defined by the University’s guidelines includes all forms of expression and behavior,
which reflects unfavorably, causes discomfort, or otherwise insults the dignity of the victim onmatters
including one’s sex, social status, ethnicity, national origin, beliefs, age, occupation, physical characteristics or
features, and one’s identity. In general, harassment in universities takes one of the following forms: sexual
harassment, any expression or behavior of an offensive, sexual nature; academic harassment, any offensive
expression or behavior relating to one’s studies, education, or research; and power harassment, any
expression or behavior of an offensive nature made by a person of superior social standing or someone who

has authority over the victim.

<

Why is harassment considered a problem?

A:  From the victim’s perspective, harassment hinders the ability to establish and maintain a comfortable
environment for learning, research, and employment; the overall impact of such negative behavior
constitutes an infringement on the victim's human rights. Sometimes, actions and behavior takenby
someone without the slightest thought can be the cause of almost unbearable distress to others. Harassment

cases often have an adverse impact on the daily lives of those who have come forward as victims.

=

Can students ever be accused of perpetrating harassment?
A:  Yes, of course.
For example, one could easily imagine the following scenario taking place at a social mixer involving
students belonging to one of the University’s many interest groups (“circles”).
When a student makes repeated comments of a sexual nature in front of others; pressures others
into drinking alcohol; or persistently asks a member to go out on a date, and such behavior results
in other students feeling uncomfortable, these actions become examples of sexual harassment and
power harassment.
Q: Ifyou feel that you or someone you know may be experiencing “harassment in some form,” what should
you do?
A:  Ifyou feel that you are a victim of harassment, or know of a friend who may be a victim, or have a
question or opinion regarding the University’s policy and procedures, please do not hesitate to
contact our Consultation Desk manned by our staff of trained professionals. For more information on the
consultation process and other matters, check our website.
CONSULTATION DESK
Anonymous consultations are accepted via phone, email, fax, letter, and any other means in the initial stages.
Your privacy and wishes are of outmost concern to us. Persons requesting an in-person consultation are asked to
make an appointment by phone or via email.
[TEL] 03-5286-9824
*(When staff members are not available to answer calls due to a consultation appointment, callers
may be asked to leave a message on the answering machine.)
[FAX] 03-5286-9825 [E-mail] stop@list.waseda.jp
[URL] http://www.waseda.jp/stop/index-e.html
Consultation Hours: Mon - Fri, 9:30-17:00

Location (Consultation Desk):

Building 28, 1F 1-104 Totsuka-machi Shinjuku-ku, Tokyo 169-8050
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[Notice] Service available on Saturday

Center for Japanese Language will provide limited service on Saturday as follows:

[Service available on Saturday]

1. Distribution of various application forms and accepting submitted documents.

2. Issuing of certifications
*Certificates can only be issued by the automated certificate-issuing machines. For

other certificates will need several days to be issued.

3. Others and Inquiries
*We will accept your inquiries and person in charge will contact with you next

week.

Please come to our office from Monday to Friday except for emergency.

Thank you for your understanding and cooperation.
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