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Please note: The name of Lakeland College Japan will be changed to

Lakeland University Japan from August 2016.

General Information

Lakeland College Mission Statement, Values and Expectations

Mission Statement

Lakeland College Japan Campus is an internationally-based educational community where students, faculty,
and staff join ideas, academic goals, and determination to provide the highest form of liberal arts education
attainable. As an American liberal arts college based overseas, we strive to support all students through this
Associate of Arts degree program, as well as a healthy, challenging, and rewarding college experience in Japan.
Emphasis shall be put on the skills and strengths needed for students to further pursue their education
domestically or abroad, as well as knowledge and confidence to prepare for completing an undergraduate
degree, post-graduate studies, or other paths they may take. These goals form the core of our liberal arts
college mission and are strongly supported by the LCJ Faculty and Staff.

Academic Life

The relationships that develop between faculty and students serve as Lakeland’s academic core. While
institutional rules and policies are necessary, they should complement and supplement the personal
interaction between the inquisitive learner and a willing teacher. At Lakeland, we encourage positive
relationships between students and faculty, both inside and outside of the classroom.

Lakeland’s strong connection between faculty advisors and student advisees is designed to help students get
to know their instructors and encourages an educational relationship beyond the walls of the classroom.
Throughout students’ time at Lakeland, faculty advisors provide a responsive, mentoring relationship that
offers a source of friendly concern, supportive encouragement and accurate advice.

Lakeland College Japan Faculty & Staff

The faculty of LCJ is committed to providing intellectual, moral and professional leadership for its students.
With LC)’s small class sizes, members of the LCJ faculty are amply accessible to students.

For biographical information on individual faculty members, please visit the LCJ website.

Students are to comply with all reasonable directions and requests of College faculty and staff. Members of
the faculty have full authority in their respective classes and any such activities related to the instructional
process. Verbal and/or physical abuse directed toward any College faculty or staff member will not be
tolerated and will be subject to disciplinary action.




Office Hours

All LCJ professors and instructors have designated office hours throughout the week. Teachers list their office
hours in their syllabi. Students should look at the syllabus of a specific class to find out that teacher’s office
hours. Students are encouraged to ask questions, receive consultation and discuss additional topics directly
with professors. If a professor specifically asks a student to meet during office hours, the student should honor
the request.

Campus Hours
Monday - Friday Open: 8:00 a.m. to 8:00 p.m.
Weekends/Holidays Closed*

Administrative Office Hours

Student Affairs/ Registrar Open: Monday — Friday
Cashier 9:30 a.m. to 6:30 p.m.
Academic Affairs and Administration

Counseling By appointment

*The school is closed on Saturdays, National Holidays, and school holidays specified by LCJ. The 4™ and 5"
floor of the main building are open on most Sundays from 10:00 a.m. to 5:00 p.m. The vacation schedule will
be posted on the message boards and LCJ blog.

Students with Disabilities Policy

It is the intent of the college to help students with disabilities to achieve academic success and participate fully
in college life. If you have a need for disability-related accommodations, please inform the Associate Dean.
Lakeland College will provide accommodations and services to students when such requests are made in a
timely manner and are accompanied by appropriate documentation in accordance with government and
college guidelines. You can obtain an application form from Ms. Maya Hirabara from the Associate Dean’s
Office. All students are allowed equal access to the programs, services, and activities of the college.

Communications from the College

Do not call the Administration Office unless it’s an emergency situation. Important information and
communications from LCJ (e.g. schedules, class cancellations/ make-up classes announcements) are available
from the following sources:

A. Message Boards
Message boards display messages, events and announcements for students. Students should

frequently check the message boards when on campus. Our student message boards are located on
the 1% & 5" floors of the main LCJ building.

A student who would like to post an announcement on campus should follow these rules:
1. Flyers and posters must be approved by the Administrative Office. Students should get approval
for the size, number of sheets and duration of posting.

2. Flyers and posters can only be posted on the message boards. Posting is prohibited on school
walls, in classrooms, on doors, in the elevator, on windows, or any other school property.
3. Posting announcements related to for-profit, religious or political organizations is not allowed.

B. LCJ E-mail Accounts
All LCJ students are assigned an LCJ e-mail account. Students are responsible for checking their
accounts daily, as the Administrative Office and professors will use it to send important messages.
The Administrative Office will only send e-mail messages to students at their LCJ e-mail accounts.

C. LCJBlog
Information, important reminders and announcements will be posted on the LCJ blog. Students
should frequently check the blog to stay up-to-date with college announcements, class updates and
helpful reminders.



Receiving Postal Items
The Administrative Office cannot accept personal packages/materials sent to students. All packages/materials
addressed to students will be returned to sender.

Student Information by Phone

The Administrative Office does not communicate any personal messages to students except in the case of an
emergency. Personal information such as addresses, telephone numbers, grades, etc. will not be given over
telephone in order to protect the privacy of the students.

Reservations of Facilities
Students and teachers can reserve classrooms or student facilities by contacting staff members in the 7" floor
Administrative Office. Rooms can only be reserved if there are no classes. Noise must be kept to a minimum.

Equal Opportunity Policy

LCJ provides equal educational and employment opportunities regardless of gender, age, religion, national or ethnic
origin, maternal/paternal status, sexual orientation, physical handicap, and veteran status. It does not discriminate
in administration of educational or admissions policies, scholarship and loan programs, extra-curricular events,
hiring, promotion, retention, or any other college activities. Students who feel they have been denied equal
opportunity should bring their concerns to the Associate Dean.

Personal Items

Students are urged to always keep their valuables with them. If students lose something on campus, they should
check the Lost & Found cabinet on the 5" floor. Lost items will be held for 6 months after the semester is over.
Valuable items, such as wallets, cell phones, or any other valuable personal items will be kept in the 7™ floor
Administration Office.

Leave of Absence/Readmission (see page 28)

Students who are diagnosed with an illness or have personal reasons to interrupt their studies during a semester
and/or for future semesters must request a Leave of Absence. Students applying for a Leave of Absence will need to
specify the time period and reasons on the leave of absence form and submit it to the Administrative Office within 2
weeks of the first counseling appointment. The maximum length of time for a leave of absence is one academic year.
During the Leave of Absence period, students are required to pay a facility fee. In case of international students with
an LCJ-sponsored visa, they are required to pay an administration fee for visa sponsorship management, class
registration, and other administrative details.

International students with an LCJ-sponsored student visa who take a Leave of Absence must leave Japan. A formal
counseling session must be arranged with the administration office to discuss travel dates and immigration issues.

To ensure successful readmission to LCJ after a Leave of Absence, the required paperwork must be completed one
month prior to the start of the upcoming semester.

Withdrawal from the College

Students who wish to withdraw from LCJ after a semester has begun must contact the Associate Dean before leaving
the campus if they wish to withdraw in good standing. Withdrawing includes filling out the withdrawal form,
attending a brief exit interview, and returning their Student ID Card, library card, equipment, books and/or keys.
Students are required to submit the withdrawal form within 2 weeks of the first counseling appointment.

Students who are receiving financial assistance are required to consult with the Administrative Office.

International students with a Lakeland College sponsored visa must consult with the Administrative Office to discuss
immigration policies. Visa sponsorship will be revoked in the event of an official withdrawal.

Medical Withdrawal and Family Leave: After consulting with the Administrative Office and the Associate Dean,
medical withdrawal or family leave withdrawal is possible. The Associate Dean will decide the length of approved
leave on a case-by-case basis.



Administrative Withdrawal

A student who does not withdraw according to the above stated processes will receive an “Administrative
Withdrawal.” Examples of such cases include hospitalization, an official withdrawal form not completely filled
out, or e-mails expressing the intent to withdraw but failure to complete the official withdrawal procedure.

International students with an LCJ-sponsored college visa who receive an “Administrative Withdrawal” will be
sent a letter that will specify visa cancellation policies, deadlines for departure from Japan and any other
pertinent details.

Fallen out of Enrollment

A student who is not enrolled for several semesters and has not submitted a formal “Leave of Absence” form
(see page 7) will be placed under the status of “Fallen Out of Enrollment.” This means an individual has ceased
being an LCJ student. Individuals who wish to return to LCJ to continue their studies must contact the
admissions office to re-apply.

International students with an LCJ-sponsored student visa who are deemed “Fallen out of Enrollment” will be
sent a letter that will specify visa cancellation policies, deadlines for departure and any other pertinent details.

Suspension
Students who fail to fulfill the terms of their academic probation or who have received three warning letters
may be suspended for one semester.

International students with an LCJ-sponsored student visa who are placed on Academic Suspension must leave
Japan. A formal counseling session must be arranged with the Administration Office to discuss travel dates and
immigration issues.

Dismissal
The following situations are grounds for dismissal:
1. LCJ may dismiss a student who has received multiple warning letters for poor academic performance.
2. LCJ may dismiss a student for repeated offenses of plagiarism.
3. LCJ may dismiss a student for gross misbehavior or for physically threatening staff, faculty or
another student.
4, LCJ may dismiss a student if the admissions procedure is completed but he/she does not participate
in orientations, placement testing, course registration and other pre-semester preparations.
5. Failure to pay tuition/fees may jeopardize your student status, possibly resulting in a mandatory
leave of absence, suspension, or dismissal from the college.

Students should be aware of the following policies regarding dismissal:
1.  Tuition and other fees will not be refunded in the event of a dismissal.
2. Upon completion of the dismissal process, LCJ will provide an official “Certificate of Dismissal.”
3. Dismissed students must return their student ID, library card and any borrowed equipment.

International students with an LCJ-sponsored student visa who are dismissed must leave Japan. They will be
sent a letter from the college specifying visa cancellation policies, deadlines for departure and any other
pertinent details.

Class Cancellation/Delays Due to Traffic Interruptions

Inclement weather, unavailability of professors, train delays/cancellations and other unforeseen acts can lead
to delays or even class cancellations. All such decisions will be posted on the LCJ blog as soon as possible.
Students are urged to check the blog and LCJ e-mail accounts to stay updated.

Payments
Students must pay all tuition and school fees (e.g. books, TOEFL, library, etc.) by the specified deadline. Failure
to do so will result in restricted class registration and the school will not be able to issue any official documents

that the student requests.

Refunds: Unfortunately, LCJ is unable to give refunds for tuition or school fees.
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Facilities / Services

Computer Room
Hours: 8:00 a.m. - 8:00 p.m. Monday — Friday Closed on Saturdays and Holidays
Hours: 10:00 a.m. — 5:00 p.m. Most Sundays

LCJ) provides dozens of computers on the fifth floor for students to use freely at any time while the school is
open, with unlimited printing privileges. Included are a number of specialized computers built by the school’s
Computer Making Club, a few with special additions such as HD screens, Blu-Ray players, InDesign, and Adobe
Creative Suite. Additional PCs are available on two other floors of the building as well. Computer room users
must be sensitive to the public nature of shared facilities. Computers and network resources should be used
only in accordance with this policy. Any intentional misbehavior that interferes with the mission or activities of
LCJ or members of the college community will be regarded as unethical and may lead to disciplinary action.

Please follow these computer room rules:

1. LCJ computers are to be used only for educational purposes.
2. Please do not waste printer paper.
3. Please save all of your data to a personal flash memory. LCJ cannot guarantee that data will remain

on the hard drive.

Do not download any programs without permission from the administrative staff.

Eating and drinking at the computer stations are prohibited.

Students will be banned from the computer room if they fail to follow the rules.

Please use recycled paper whenever possible to save the environment. Try to conserve paper as
much as possible.

Nouks

Please inform computer room assistants or the Administrative Office if the computers or printers aren’t
working properly.

Internet/WiFi *
Lakeland College Japan enjoys an internet connection ten times faster than the service offered by many
significantly larger institutions in the U.S.

In addition, LCJ students enjoy free school-wide WiFi access. Anywhere in the LCJ Main Bldg., New Valley Bldg.,
and Stephan & Susan Gould Center (SGC) students can log on to high-speed WiFi, available for laptops, tablets,
smartphones — any mobile device.

LCJ also makes available several online services, such as Google Apps for Education (e-mail, calendar, cloud
drive, office suite web apps and more), Blackboard (a powerful online education suite), and online access to a
number of library databases, including LexisNexis, ProQuest, and JSTOR.

* A password is required for the WiFi. It will be available at the 7 floor Administration Office. Also please report any
problems with the WiFi to the administrative staff so that the issues can be resolved.

Counseling Service
Hours: Wednesdays 11:00 am to 4:00 pm
Place: 3" Floor Counseling Office

Place: Please check with the Administration Office on where the counseling sessions will take place.
Appointments: Please make appointments through a staff member or Dr. Kawanishi

Dr. Yuko Kawanishi, who has a PhD. in Sociology from UCLA and a Counseling Certificate from Hunter College

in New York, is available for personal counseling once a week. Students experiencing stress, family, or personal,
psychological problems, or face other emotional issues, are invited to discuss their concerns with Dr.

Kawanishi. She will keep all information obtained in all sessions confidential. Share your problems with this
learned counselor, who has conducted over 1,000 counseling sessions in New York, and ease your mind.



In addition, counseling services are available with staff members in the 7" Floor Administrative Office and with
the Associate Dean, coordinator of the EAP program and faculty advisors. Each academic student is assigned
an academic advisor who assists the student in not only selecting classes each term, but also in choosing an
educational path beyond LCJ. Issues ranging from academics to life in Japan are most welcomed as support is
offered in all areas. Appointments are recommended, and should be made by contacting the reception desk on
the 7™ floor, or the individual staff/faculty members directly.

Learning Center

Weekday Hours: As Posted
Weekends: Closed
Location: 5th Floor

Peer tutors are available in the Learning Center to assist students in better understanding the subjects they are
taking and to help them improve their writing, language and math skills. Tutors also offer assistant in
understanding most subjects. Students should view the Learning Center as a place to obtain

assistance. Students should feel no shame or apprehension in utilizing the services of the Learning Center. In
fact, it is a service you have paid for through your tuition fees. The tutors will assist students in writing papers,
but will not write the paper for students. They will also assist students in learning how to solve math problems
but will not solve the problems for them. In other subject areas, the tutors will assist students in
understanding the subjects but will not complete assignments for them.

Appointments can be reserved up to two weeks in advance. Students without an appointment can receive
assistance if the on-duty tutor is not otherwise engaged.

Students and tutors should use English to communicate unless the subject is a foreign language, such as
Spanish or Chinese. Japanese should only be used in tutoring students studying the Japanese language.

A tutoring session generally lasts for 30 minutes unless the tutor is free to continue the session and no other
students are waiting to be tutored.

It is important for students to be polite to the tutors who are helping them and to understand that the tutors
are instructed not to write papers or assignments for those seeking assistance. The tutors mainly provide
advice on how to cope with a subject or suggestions on how papers or assignments can be improved.

Library

The LCJ library’s mission is to provide high quality information and research resources. The library’s collection
includes over 150,000 paper and eBooks, hundreds of thousands of online magazine and journal articles,
online encyclopedias, current newspapers and magazines, hundreds of DVDs and audio CDs. The library’s
databases are accessible from any computer.

The library also provides two-session Research and Information Skills Workshops to assist students in
becoming effective researchers. Our full-time librarian is available to help students find information for their
research projects. The library also has computer terminals available for online research and other applications
in a quiet study area.

Hours: 8:00 a.m. - 8:00 p.m. Monday — Friday Closed on Weekends and Holidays

Check-Out Policy

e Materials can be checked out from the librarian. The loan period for library materials is two weeks.
Students can borrow up to ten items at once. Reservations for library materials can be made at the
library desk. During semester breaks, only books can be checked out by self-checking.

e If alibrary staff member is not available, please follow the “self-check-out” instructions and leave the
check-out card in the check-out card box.

e Students cannot check out or reserve materials if they have overdue items. Warnings regarding
overdue items will be sent to students a maximum of 3 times. If the materials are not returned to the
library after the 3" notice, students will be billed for replacement materials.
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e Students can extend a loan period once, unless another student has requested the item.

e Instructors often put books or other materials on reserve so that they will be available for specific
students. Reserved items must be returned on the same day.

e Thelibrarian has information regarding other libraries in Tokyo with English materials. Libraries with
English collections are also listed on the library’s website.

e The library welcomes material requests. Please write your suggestion and put it in the “Comments,
Suggestions and Recommendations” box, located at the library desk.

Certificates / Documents

Transcripts

A College Transcript is a record of a student’s academic progress including credits, grades and honors earned
at LCJ. Transcripts are considered confidential and cannot be released to third parties without the written
permission of the student.

Requests for LCJ transcripts are done through an online system which can be accessed by our website. The
cost of each transcript in English is $8.00 or $10.00 for rush order, and an additional *¥ 700 is required for a
Japanese translation. If a student needs a transcript quickly, a $55.00 charge is required by credit card
(Visa/MasterCard ONLY) for international express shipping.

Please note that if students have outstanding payments they will not be able to order transcripts until balances
have been paid.

Transcripts from Another School
Students transferring credits from previous schools should submit the official transcripts to the LCJ office at
the time they apply for admission. The transcripts must be in English.

Issuing of Documents
Please contact the Administrative Office to order any of the following:

Type of Certificate Number of Issuing Days Cost
Verification of Enrollment Status 1 day ¥ 200
Verification of Enroliment Period 1 day ¥ 200
Verification of Expected Date of 1 day ¥200

Graduation
Certificate of Payment 10 days ¥ 700
Verification of Student Discount 1 day ¥ 200
Student ID Card 1 day ¥700
Back Sticker of Student ID 1 day ¥ 200
Official Transcript (English) (Online Request Only) $8.00-
$10.00
Official Transcript (Japanese 1 month ¥ 700
translation)

+ Payment for the above documents must be paid in advance.
+ Additional charges will apply if the certificate needs to be prepared by rush order.
+ PDF and/or paper duplicates of these certificates will cost an additional * 200.
+ Official documents will not be issued in the following cases:
*Qutstanding Payments
*QOverdue Library Materials
*Failure to complete the required paperwork (change of address, change of phone number, etc.)
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Student Life

Student Activities Board (SAB)
The SAB is made up of student members who are responsible for managing SAB finances, planning school
events, supporting student clubs and other logistical support.

Meetings, Events, Announcements

All LCJ student clubs must have approval from the Administrative Office before holding a meeting, hosting an
event or using school facilities. The Administrative Office must be informed of meetings or events held outside
of school. It may be necessary to complete official applications and/or requests to the Japanese government
before holding college club events off campus. Announcements should be posted on the message boards.

Student Clubs

Students are strongly encouraged to participate in LCJ sponsored clubs. Official student clubs are recognized
by the SAB and are expected to follow the policies created by the college. Students can create new clubs by
submitting a Club Registration Form to be approved by the SAB. For further details, please contact the SAB or
the Administrative Office.

LCJ Club Membership and Academic Performance

LCJ students are welcome to join and participate in college-sponsored clubs as long as they maintain a
minimum 2.0 GPA. Students who fall below this average will be asked to suspend their membership until their
GPA exceeds the minimum requirement.

Administration

Student ID Cards

LCJ students must carry their student ID card at all times. Student ID cards will be required when:
1. Students purchase or utilize a train/bus commuting pass

Students request discounts at museums, restaurants, etc.

Students request documents issued by the LCJ Administrative Office

Students use school facilities

Students take examinations
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Students are required to submit a Commuting Information Form indicating their current Japanese address and
the closest train station so that the Administrative Office can confirm the correct commuting locations. If
students change their address, they must notify the Administrative Office immediately.

Students must not lend or give their student ID cards to anyone else. In case of loss or theft, students need to
report the loss to the Administrative Office and the police. The cost for replacing a student ID card is ¥ 700. A
¥ 200 charge is necessary to change the commuting information sticker on the back of your student I.D.

Issue and Return

Student ID cards are issued upon entrance to LCJ and renewed every April. ID cards will not be renewed if
students do not pay their tuition and fees by the assigned due date, or if they fail to notify the Administrative
Office of their most updated commuting information. Students have to return their ID cards to the school
immediately upon graduation, withdrawal or dismissal.

Student ID Number
A student ID number is assigned to each student. Students will receive two ID numbers: LCJ ID and LCW ID.
Students are requested to provide their ID numbers when requesting official documents.

Personal Information Cards / Issuance and Changes

All students are required to submit a Personal Information Form at the beginning of their first term at LCJ.
Students must notify the Administrative Office within 1 week of any change of your current address, home
address, and/or telephone number. It is important for the Administrative Office to have students’ most up-to-
date contact information for communication, advising, issuing documents and in case of emergency.
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Rules and Behavior

Plagiarism and Cheating

LCJ assumes that assignments submitted by students reflect their understanding of the material, and that the

wording, ideas, and information in a student’s essay, exam, or paper are entirely the student’s own, except for
citations. Even when students work together on a homework assignment, it is expected that each student will

submit the assignment in his/her own words.

One form of academic cheating is plagiarism, as defined in the following passage: “You plagiarize when,
intentionally or not, you use someone else’s words or ideas and fail to credit that person. You plagiarize even
when you do credit the author but use his/her exact words without so indicating with quotation marks or
block indentation. You also plagiarize when you use words or sentence structure so close to those in your
source, that if you placed your work next to the source, you would see that you could not have written what
you did without the source.” (The Craft of Research. Chicago: University of Chicago Press, 1995; p. 167)

The most common instances of plagiarism include:
1. Failure to provide a citation for a paraphrase or summary
Failure to adequately paraphrase or summarize properly, even though a source is noted
Copying another source verbatim (word for word) without quotation marks or proper indentation
Copying another source without acknowledgement
Submitting another person’s paper or work as one’s own
Failure to sufficiently change the format of the writing when paraphrasing
Submitting a paper for one class that was originally written for another class

Noukwn

Cheating, plagiarism and other forms of academic dishonesty are considered violations of established LCJ
expectations and may result in penalties ranging from failure of an assignment to dismissal from the college.
Students who believe they have been unfairly accused or penalized may submit a written appeal to the
Associate Dean.

1. Itis the student’s responsibility to avoid plagiarism and cheating. Ignorance and lack of intent are not
valid excuses.
2. Penalties for cheating and plagiarism include the following:
a. Resubmission of an assignment
b. A failing grade or no points for an assignment
c. Afailing grade for the course
d. Suspension or dismissal from the college for repeated offenses
3. Aninstructor’s decision on course grades cannot be overturned by an individual member of the faculty and/
or administration. However, students may appeal plagiarism and cheating penalties to the Associate Dean.
4. Aformal appeal is a serious matter and should only be made after students have thoroughly discussed the
matter with their instructors and, if still unresolved, with the Associate Dean. Requests for a hearing
before an Academic Appeals Committee must be submitted to the Associate Dean in writing and must
include a clear, sequential account of the facts, the student’s reasons for appeal, and the relief sought.

The committee shall conduct a hearing and may call witnesses. Penalties for plagiarism and cheating may be
modified only by a formal, written decision of the Academic Appeals Committee.

Behavioral Expectations and Standards

LCJ strives to provide students with a quality education within a caring community. Our behavioral expectations
and standards include an informal moral agreement between the college and each student. Staff members are
responsible for keeping this relationship within acceptable limits. In all communities, some persons have
difficulty living up to what is expected of them. When a member of the Lakeland community falls short of the
expectations of the community, that community must respond with appropriate action.
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Manners and Discipline
Students are expected to act appropriately and responsibly. Students who violate any of the following areas
may be considered for dismissal:

1. Students who injure another student, staff member, or instructor physically/mentally or act out

violently

2. Students who threaten others with physical violence

3. Students who frequently disturb others during classes or examinations

4. Students who repeatedly violate the rules

Prohibited/Illegal Actions on the LCJ Campus
The actions listed below are prohibited on the LCJ campus:
1. Smoking
Staying on campus after closing time
Consuming alcohol
Carrying weapons of any kind
Forcing anyone to do something against his/her will
Writing on or defacing school property
Interfering with other students’ studies in a disruptive manner
Sexually harassing another person
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The College insists on an environment free from implicit and explicit coercive sexual behavior used to
control, influence, or adversely affect the well-being of any member of our community. Sexual
harassment of any individual is inappropriate and will not be tolerated.

Any form of physical abuse or intimidation is prohibited on the LCJ campus. Physical abuse and/or
intimidation may invoke the Japanese law for domestic abuse. In keeping with the mission of the
college, LCJ strives to establish an environment in which the dignity and worth of all members of our
community are respected.

LCJ reserves the right to revoke the sponsorship of student visas if a foreign student is found guilty of
committing any crimes in Japan.

Cell Phone Usage/E-mailing in Class

LCJ classrooms are learning environments, and as such, the college expects everyone to respectfully engage in
the learning process. Mobile phones, iPods, iPads, ear buds, headphones, and other electronic devices that
have the potential to interfere with classroom instruction should not be used in class and should be stowed
away. Each instructor has his/her own policies on electronics, which may be outlined in the syllabus for that
class, but common courtesy requires that students refrain from using such devices for entertainment or
personal communication during class. If you choose to bring a mobile phone to class, please set it to “silent
mode” so that it does not disturb others.

Students who do not comply with their instructors’ policies on the use of electronics in class may be required

to surrender their equipment for the class period or may be asked to leave the classroom. Academic penalties
may result from such absences or removals.
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English for Academic Purposes (EAP) Program

Student Sessions

Each semester LCJ holds information sessions that are mandatory for all students unless stated otherwise.
Students who fail to attend will miss out on important information and will not receive the documents they
need.

Such sessions may include:
1. New Student Orientation
2. Midterm Counseling Session
3. Final Counseling Session
4. Academic Program Orientation (for students moving from the EAP to the Academic Program)
5. International Student Session

Levels
There are five EAP levels and, upon entering LCJ, students will take a placement test to determine their
appropriate English level. The levels are as follows:

HB LI IN HI LA

High Beginner Low Intermediate Intermediate High Intermediate Low Advanced

Class Times
EAP classes are held daily, Monday — Friday, at the following times:

Mon/Tues/Thurs/Friday
AM Classes: 8:30am — 1:05pm
PM Classes: 1:25pm — 6:00pm
Wednesday
AM Classes: 8:30am — 12:35pm
PM Classes: 1:55pm — 6:00pm

** Students do not choose their own schedules. The morning or afternoon schedule will be decided for each
student according to their level and class availability.

Advancing in EAP
At the end of each semester, EAP instructors review and evaluate each student’s overall performance and skill
levels. Eligibility to move to the next level in the EAP program requires the following conditions:

A. Anoverall GPA of 2.0 or higher

B. An overall skill grade of C or higher.

Upon review and strong recommendations from the EAP instructors, students can advance to the next level or
remain at the present level. When a student repeats a level in the EAP program, new textbooks must be
purchased at the beginning of the semester and old textbooks must be surrendered to the EAP coordinator
until the student advances to the next level.

Completion of EAP and Entry into the Academic Program
The process for students to complete the EAP program and formally advance to the academic program is as
follows:
A. Completion of the LA level.
On-campus TOEFL score greater than 450 (iBT 45).
Adequate Skill and Performance grades.
Recommendation from EAP Instructors.
Approval of the academic Associate Dean.
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F. High Performing HI students with a TOEFL score over 450 may be recommended for the “Bridge
Program” in which they take one LA-Level class and two academic classes as they begin their
Academic Program studies.

G. An exceptionally high-performing HI student with a TOEFL score of 500+ may be recommended for
the Academic Program.

H. Approval of the academic Associate Dean is required for all students advancing to the Academic
Program from the EAP.

I. LA students who have a TOEFL score over 450, but who are recommended to repeat one LA-level
class may be admitted to the Academic Program as “Bridge Program” students.

Class Attendance Policy
EAP students are required to attend all classes at LCJ. Class discussion and group work during class time is a
large part of the curriculum, so students must be present in class to receive credit as a part of their
performance grade. Failure to attend classes will affect performance grades as indicated below:

4+ absences Performance grade can be no higher than a B (GPA 3.0)

6+ absences Performance grade can be no higher than a C (GPA 2.0)

10+ absences Performance grade can be no higher than a D (GPA 1.0)

12+ absences Performance grade will be an F (GPA 0.0)

** Tardiness exceeding a certain number of minutes (decided by each teacher) will count as one full

absence..

During the semester, warning letters regarding class attendance will be sent to students after the following
number of absences:

5 absences: 1° warning letter is sent to student

8 absences: 2" warning letter is sent to student

Students who miss class for any reasons should first contact their EAP teachers as soon as possible.
Absences for illness or injury are not excused without proper documents issued from a hospital or clinic.
Detailed statement of medical services or a receipt will be acceptable only in the case of a student being
absent for a day. In the case of absence for more than two days, an official doctor’s note issued by hospital
will be required.

Students should submit documents immediately upon their return to school and will receive an EAP Excused
Absence Form when all of the student’s teachers have excused the absence by signing the form; the form
should be submitted to the EAP program coordinator for Student Affairs.

Tardiness due to transportation problems is not excused without a delay slip from the train company, which

must be submitted that same day to be official.

* Students who receive excused absences are responsible for contacting instructors and classmates to find out
what they missed and to catch up accordingly.

Excused absence due to family loss

According to the closeness of the relationship to the student, a death in the family may be reason to
excuse a part of a student’s absence if they attend funeral ceremonies. The maximum excused
period of absence is:

a) Firstdegree of kinship 5 days

b) Second degree of kinship 3 days
¢) Third degree of kinship 1 days
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Grading

Grades are determined by scores received on exams, quizzes, assignments, and class participation. Students
will receive grades twice a semester: after midterms and finals. Grade point averages are calculated on a 4-
point scale (A - F). EAP students receive Skill grades and Performance grades. Skill grades are usually based on
tests, presentations, and major homework assignments. Performance grades are usually based on attendance,
participation, some minor homework assignments, and attitude in class. Refer to each teacher’s syllabus for
specifics.

Letter Grade Grade Points Percent
A 4.0 93-100%
AB 3.5 88-92%
B 3.0 83-87%
BC 2.5 78-82%
C 2.0 73-77%
CD 1.5 68-72%
D 1.0 60-67%
F 0.0 0-59%

Grievance Procedure

LCJ recognizes the importance of providing a prompt and efficient procedure for a fair resolution of student
grievances. Students are encouraged to use the grievance procedure without fear of retaliation for initiating a
grievance or participating in its settlement. (see page 23)

Example of an EAP Grade Report

LAKELAND COLLEGE

JAPAN CAMPUS
EAP PROGRAM @

GRADE REPORT — FINAL LAKELAND

+COLLEGE+
ID :XXXXX
Name: Taro Lake
SUMMER 20X X | GPA: 3 00
Class: LI:2 | Perf | Skill | Class |Attd, |Abs |Ex.Abs | Teacher
I_,isfening/Speaking Bc B 55 5‘5 o (@) W
Writing AL | B | SS|Sss {0 | O Weadg,
Reading.. ' 2 |r[ss|s5 |00 |feww

FALL 20X X GPA: 3 5%
Class: [ )/~ 7. | Perf.| SKL| Class | Attd_ [Abs- [ Ex.Abs | Teacher
Listening/Speaking. /’lﬁ /'5 T 57 12 [0}

A
Wriﬁng_‘, A ‘AP) &P §7 g 74 l/
Roading Ials [57 [sc |1 0O %

SPRING 20X X | GPA:
Class:[{[_ [ | Perf|Skill|Class |Attd |Abs |Ex.Abs |Teacher

Listening/Speaking

‘Writing

Reading
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Academic Program

Student Sessions
Students are required to attend a number of mandatory sessions each semester. Students who fail to attend
these sessions will not only miss out on important information, but may also miss out on receiving official
documents from the school. Such sessions may include (but are not limited to):

1. New Academic Student Session & Registration (A.A. Degree Planning + Academic Study Skills)

2. Transfer Planning Session

3. International Student Session

New Curriculum for the A.A. Degree

The curriculum for obtaining an Associate of Arts (AA) degree changed in the fall semester, 2014. Students
who entered the school in the fall 2014 or subsequent semesters follow the new curriculum. Students who
entered earlier will follow the old curriculum.

Under the new curriculum, students must take at least one course each in seven subject areas out of eight
subject areas. Students may opt to omit one subject area. If students are exempt from a subject area, they can
count this as having met the requirement for that subject area. The eight subject areas are:

Art, Music, or Theater
History

Literature and Writing
Mathematics*

Natural Sciences
Philosophy and Religion
Social Science

World Languages**

* The math course must be above Intermediate Algebra, such as Probability and Statistics, Pre-Calculus or Calculus.
** please note that students who enter LCJ based on a TOEFL test score can be exempt from this category if they are fluent
in a language other than English.

In addition to fulfilling requirements for seven of the eight subject areas, students must also fulfill the
requirements for the following areas, which are the same as those that have been in effect.

College Skills — Reading Workshop* and Writing Workshop*
Rhetorical Skills — Public Speaking, Composition 1 and Composition 2
Quantitative Skills -- Intermediate Algebra*

Interdisciplinary Core — Knowing the Self

* Students can test out of these classes.

Changes in Composition Courses

GEN 110, previously known as Expository Writing and GEN 112, previously known as Persuasive Writing have
been changed to GEN 110 Composition 1 and GEN 112 Composition 2. In Composition 1, students will be
expected to write a minimum of 4,000 words, excluding drafts. More emphasis will be placed on paraphrasing
and summarizing and less emphasis on completing a specific number of rhetorical modes. In Composition 2,
students will also be expected to write a minimum of 4,000 words, excluding drafts. They will still have to
write persuasive essays and a persuasive research paper.

The changes in the two composition courses will affect all students — both new students and existing students
who have not yet taken the composition classes.

See the table on page 20 for further information.
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Course Offerings

SUMMER TERM (MAY-AUG) FALL TERM (SEP-DEC) SPRING TERM (JAN-APR)
2 Writing Workshop Writing Workshop Writing Workshop
4] Reading Workshop Reading Workshop Reading Workshop
§ Composition | Composition | Composition |
B Composition Il Composition Il Composition I
E Public Speaking Public Speaking Public Speaking
g Intermediate Algebra Intermediate Algebra Intermediate Algebra
o« Core |: Knowing the Self Core I: Knowing the Self Core I: Knowing the Self
Art & Music
Art History Il Drawing | 2-Dimension Design
Music History & Appreciation Music Theory | Music History & Appreciation
Web Design
History
World History Il World History | World History Il
U.S. History | U.S. History | U.S. History |
U.S. History Il U.S. History Il U.S. History Il
Literature & Writing
Humanities | Humanities | Humanities |
" Mathematics
% Pre-Calculus Pre-Calculus Pre-Calculus
2 Probability & Statistics Probability & Statistics Probability & Statistics
% Calculus |
H Natural Sciences
E Intro to Biology Intro to Biology Intro to Biology
= Philosophy & Religion
-g Intro to Philosophy Ethics Logic
Religion in America Eastern Religious Traditions Western Religious Traditions
Social Sciences
Introduction to Sociology Anthropology of Japan Intro to Anthropology
Principles of Macroeconomics Introduction to Sociology US-Japan Relations
Principles of Microeconomics General Psychology
Principles of Macroeconomics
Majority - Minority Relations
World Languages
Elementary Japanese JPS102 Elementary Japanese JPS101 Elementary Japanese JPS101,102
Intermediate Japanese JPS201,202 Intermediate Japanese JPS201,202 Intermediate Japanese JPS202
Elementary Chinese | Elementary Spanish |
Introduction to Computers Introduction to Computers Introduction to Computers
o Newspaper Practicum Newspaper Practicum Newspaper Practicum
-E Food and Beverage Management Introduction to Hospitality Mgmt. Hosp. Human Resource Mgmt.
E Introduction to Business Race, Ethnicity, & Gender Introduction to Business
w Race, Ethnicity, & Gender
Introduction to Mass Media

Note: The rotating courses may be offered in a different term or not offered depending on the availability of instructors,
demand from students and other scheduling situations.
* Students may be exempt from these required courses if they pass the placement exams.

Academic Advising
In the academic program, students are matched with a faculty advisor during their first semester. Advisors
help students (a) adjust to college life and college procedures; (b) make responsible choices regarding the

opportunities offered in the LCJ curriculum; (c) select the proper courses that will allow students to graduate in

a timely manner; and (d) help students select a major and to choose an appropriate institution for further

studies.

LCJ students do not need to declare a major. Generally, majors must be declared at the beginning of a
student’s third year.
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Registration

Students register for the next semester’s courses during the registration period. Students are required to
check on the academic calendar the dates for advising period and course registration. Follow these steps for
course registration:

1. Check the class schedule for the next semester on the LCJ blog before the scheduled advising
period.

2. Schedule an appointment with your advisor for registration advising.

3. Prepare for your registration advising meeting by considering the plans made at previous
advising sessions and by consulting the class schedule.

4. Meet with your advisor to discuss course requests and complete a registration form. Once you
have determined your course selections, sign and date the form, and obtain your advisor's
signature. Be sure to arrange an appointment early in the advising period as your advisor may be
unable to see you if you wait too long.

5. Submit your registration form to the Associate Dean, either in person or by leaving it in the box
outside his office. You should do this well in advance of your registration date, as the Associate
Dean may not be available to sign your form at the last minute.

6. Find your name and date of registration on the chart posted on the message boards.

7. Onyour registration day, register through online your preferred courses. It is recommended to
complete your registration on your registration day in order to have the highest priority in
selecting courses.

8. Check your registration status online if your reserved courses are approved by the advisor.

The Associate Dean may need to make significant changes to the class schedule in order to accommodate
student needs and teacher availability. The final schedule is distributed by mail during the semester break and
supersedes any prior version of the schedule. You may have to change some classes during add/drop week.

Syllabi

Carefully read the syllabus for each course. The course syllabus contains essential information, including
requirements, class policies, grading criteria and the professor's office hours.

For transfer purposes, students should always keep a copy of each course syllabus. You can request an
electronic version of any course syllabus from the Administrative Office for ¥ 200.

Course Numbering

Lower-level courses — 100s: One hundred-level courses are generally taken during a student’s first year.
Generally, there are no pre-requisites. These courses often introduce students to the subject, including
vocabulary used, central strategies and methods of investigation.

Lower-level courses — 200's: Two hundred-level courses are generally taken during a student’s first and second
years. They usually have no pre-requisites, but previous college experience is expected. They introduce
students to content within the field, including post-introductory language, the application of concepts and
methods, and knowledge building on the 100-level course. First and second semester students cannot enroll
in 200 level courses.

Courses at the 300 and 400 levels are generally for students at the junior and senior level and these courses
often have prerequisites.

Faculty Office Hours

The strong relationship between faculty and students is at the core of academic life. Teachers set aside special
times each week to meet with students; this time is called "office hours." Students should use this time to ask
for clarification of class lectures, to discuss assignments and to clear up misunderstandings. Students are
responsible for scheduling meetings accordingly, or for asking professors for a special appointment outside of
the designated office hours.
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Adding / Dropping Courses

Students may add or drop courses during the first week of classes. Add/Drop sheets may be obtained at the
Administrative Office and require signatures from the student’s faculty advisor, the Associate Dean, and the
instructors of the added and dropped courses.

Students assume all responsibility for adding or dropping courses, including the completion and submission of
required paperwork before the deadline and completion of any assignments given prior to the student joining
the new course.

Withdrawing from a Course

Students who wish to withdraw from a course may do so before the withdrawal deadline, which is in the 8" or
9" week of the semester. The withdrawal process requires students to receive approval from the course
instructor, their academic advisor, and the Associate Dean. Course withdrawal forms are available at the
Administrative Office.

If students are absent without officially withdrawing from a course, they will receive a failing grade for the
course.

Students should be aware that they will be placed on academic probation if they do not successfully complete

a minimum of 9 semester units each term without official approval (6 semester units during the first semester).
Courses from which students have withdrawn appear as a "W" on the student’s permanent academic records,
but the W grade does not affect a student’s overall GPA.

Repeating a Course

Students may repeat a course up to two times but can only receive credit for the course once, with the highest
grade being included in student’s overall GPA. The only exception to this rule is Newspaper Practicum, which
can be taken up to four times with credit earned each time. Although students may only repeat a course up to
two times, students can withdraw from a course any number of times.

Study Groups / Tutoring Services
Students are encouraged to exchange contact information and form study groups. Students are also
encouraged to visit the Learning Center for tutoring assistance (see Learning Center, page 10).

Dean’s List
Full-time students who perform exceptionally well for one term may earn a place on the Dean's List, if they
have attained a GPA of 3.5 or better for the semester.

Academic Honors

Students whose performance is outstanding over their entire academic careers at LCJ are eligible for
graduation honors if they have completed 61 credits at LCJ. This total may include credits transferred from
other institutions. Only grades earned in Lakeland courses will be used to calculate the overall GPA. The
academic honors categories are:

Summa Cum Laude: 3.8-4.0
Magna Cum Laude: 3.6-3.79
Cum Laude: 3.5-3.59

Academic Probation
Students may be placed on academic probation if they:

1. Fail to maintain the minimum accepted cumulative GPA. Students who end a semester with fewer
than 30 credits must complete the semester with a minimum cumulative GPA of 1.75. Students who
end a semester with at least 30 credits must finish with a minimum cumulative GPA of 2.0.

2. Fail to successfully complete at least 9 semester units per term (except first-semester students, who
must complete a minimum of 6 semester units or students about to graduate who need fewer than 9
credits to complete their degree).

Students who are placed on academic probation will receive a warning letter indicating their need to improve
their overall GPA and must meet with the Associate Dean to discuss their performance.
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Academic Suspension

Students who have received two warning letters and still have not improved their performance may face
suspension for a semester. These students will attend academic counseling sessions with the Administrative
Office and the Associate Dean to find ways for improving grades. Students from outside Japan on a student
visa must leave Japan for the suspension period.

Readmission

Suspended students must apply in writing and attend a personal interview with the Associate Dean for
readmission. Readmitted students will continue on academic probation and must raise their cumulative GPAs
each term until they return to good academic standing or face dismissal.

Dismissal from the college
Students may be dismissed from the college if no improvement is shown after returning from suspension.
Dismissed students who are on an LCJ-sponsored student visa must leave Japan.

Class Attendance Policy

Instructors are responsible for informing students of the attendance policy for each class. Students are
expected to attend all classes and arrive on time. Many academic instructors allow only 5 or 6 absences before
the student fails.

Absences for illness or injury are not excused without a physician’s note and students must submit the
doctor’s notes to their instructors within two days of returning to school. Instructors can decide whether to
accept such excuses. Tardiness due to transportation problems cannot be excused without a delay slip from
the train company, which must be submitted that same day to the teacher.

Students should first submit notes for excused absences or tardiness to their teachers.

Students who miss classes for serious reasons other than iliness should speak to their instructors and the
Administrative Office to have the absence officially excused.

Academic Policies

The following policies cover the matriculation, withdrawal, and graduation of Lakeland students, as well as
establish the normal rules by which classes are conducted and credit is granted. Students who believe they
have legitimate grounds for being excluded from the requirements of any LCJ academic policies should address
those appeals to the Associate Dean.

Course Loads

To be considered “full-time,” a student must be enrolled in courses with a minimum of 12 credits (four 3-credit
courses). Student visa holders MUST be enrolled full-time for all semesters. Students could drop one course
per semester, but if they’re sponsored by G. I. Bill, 9 credits must be maintained. Those students who need
fewer than 12 credits to graduate may take fewer courses.
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Grading

Grade reports will be distributed to students twice a semester; after midterms and after finals. Letter grades
are converted to numbers to obtain a Grade Point Average (GPA). See the chart below. The cumulative GPA is
calculated by adding the grades together for terms completed and dividing by the number of credits taken.
Transfer credits are not included in the GPA calculation.

Letter Grade Grade Points Standard
A 4.0 Superior Work
AB 35
B 3.0 Above Average Work
BC 2.5
C 2.0 Satisfactory Achievement
ch 1.5
1.0 Course Requirements satisfied at a minimum level
F 0.0 Course Requirements not satisfied
Other grades:

“I”: Incomplete — This grade indicates the student received prior consent from the instructor to complete
required coursework after the end of the regular term. An “Incomplete” grade will not be entered into the
student’s record without a signed contract between the student and the instructor, which must be submitted
before the last day of final exams. Contract documents are available in the Administrative Office.

* If an “Incomplete” course is a prerequisite for a course scheduled for the following semester, students must
complete the required coursework before the next semester begins.

“P”: Pass— The student has passed a course on a pass/fail basis.

“R”: Repeat — This grade indicates a repeated course along with the original grade given.

“W”: Withdraw — The student officially withdrew from the course.

“AU”: Audit — The student completed all work required of audit students by the course instructor.

“NR”: Not Reported — Grades were not received before the grade report was printed. This is a temporary
grade.

Appeals/Grievances Procedures

Students should find ways to resolve any problems with their class teacher. If they are unsatisfied with the
results of the discussion, EAP students can appeal to the EAP Coordinator and Academic students can appeal
to the Associate Dean.

If students are not satisfied with the Associate Dean’s decision, they can request that their disputed issues be
reviewed by a Faculty Arbitration Committee. The decision of the committee is final.

Students who feel that they have been inappropriately placed on academic probation, suspended or dismissed
may appeal the college's decision by writing an appeal letter to the Associate Dean. LCJ recognizes the
importance of providing a prompt and fair resolution of student complaints or grievances. Students are
encouraged to use the grievance procedure without fear of retaliation.
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Associate of Arts (AA) Degree Requirements

LC)’s AA degree requires students to complete 61 hours of Liberal Arts courses with a minimum GPA of 2.0.
Students, who are non-native English speakers or entered LCJ with TOEFL/IELTS score, are required to take an
exit TOEFL test for their last semester. Associate of Arts Degree requirements stated below are for students
who entered prior to Fall2014. Students must complete course requirements in the following subject areas:

Subject Area

Required Courses

College Skills (2 courses)

Reading Workshop*

Rhetorical Skills (3 courses)

Expository Writing

Persuasive Writing

Public Speaking

Quantitative Skills (1 course)

Intermediate Algebra*

Interdisciplinary Core (1 course)

Core I: Knowing the Self

Artistic Experience (1 course)

Drawing I/Two-D Design/Art History 1I/Music History and
Appreciation/Music Theory I/ Web Design

Foreign Languages (1 course)

Japanese/Spanish/Chinese

History/American Studies (1 course)

World History II/US History I/ US History Il /History of
Europe/History of Asia

Humanities Literature (1 course)

Humanities |

Math Upper Level (1 course)

Probabilities & Statistics/Pre-Calculus/Calculus

Religious Studies or Philosophy (1 course)

Eastern Religious Traditions/Western Religious
Traditions/Religion in America/Introduction to
Philosophy/Ethics/Logic

Scientific Experience (1 course)

Introduction to Biology (with lab credit)**

Societal Studies (1 course)

Macroeconomics/Microeconomics/General Psychology/
Introduction to Anthropology/Cultural
Anthropology/Anthropology of Japan/Introduction to
Sociology/Majority & Minority Relations/US-Japan
Relations

Electives ***

(Various courses available)

TOTAL CREDITS REQUIRED

61 credits

*Students who pass the proficiency exam are exempt from these courses.

** Introduction to Biology, Music Theory, Calculus | and Elementary language courses are four-credit courses.
Newspaper Practicum is a one-credit course that can be repeated up to four times.
***Elective courses include: Introduction to Mass Media, Web Page Design and Ethnicity-Gender Studies.

Transfer Credits

Students who have earned college credit prior to being accepted to LCJ must submit their official transcripts to
the Administrative Office for a “transfer credit evaluation.” Credits that successfully transfer to LCJ)’s academic
program may replace some of the required courses shown above. Despite the overall number of transfer
credits, students are required to take (a) at least 24 credits at LCJ and (b) all required courses.

Bachelor of Arts (BA) Degree at Lakeland College (Wisconsin,USA)
Students who continue their studies at Lakeland College Wisconsin, USA (LCW) may earn a 4-year Bachelor of
Arts (BA) degree by completing the following:

¢« A minimum of 120 hours of college credits (including at least 61 credit hours earned at LCJ)

e General studies requirements

¢ Completion of "Core II" and "Core IllI" courses during their first and second year at LCW.

¢ Completion of two writing-intensive courses. These courses are designed to build on the skills
developed in LCJ Writing courses. All Writing-Intensive courses are labeled "WI" in the LCW academic
catalog.

e Attend a total of 12 college-sponsored lectures and fine arts events.

e Meet the course requirements of the stated major.
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Selecting a Major

Students are required to select a major before registering for courses in their third year. Selecting a major is an
important decision, so it is important to spend time researching majors, thinking about your interests, and

evaluating career goals.

Recommended LCW Majors

If students can select a major prior to completing the LCJ program, they can take elective courses in their field
and be better prepared. The list below includes the majors offered at the home campus that seem most
appropriate for LCJ graduates. For other majors at LCW, please see the LCW website or course catalog. Ask
your advisor or the Administrative Assistant for a copy of the LCW Academic Catalog.

Art-Graphics Emphasis
Art-Studio Emphasis

Requirements you can fulfill at LCJ
Drawing |, Two-Dimensional Design, Art History I,
Web Page Design

Biology

Introduction to Biology/Probability & Statistics

Business Administration

Macro/Microeconomics, Accounting Principles,
Introduction to Business Management

Computer Science

Introduction to Computers, Web Design

Criminal Justice

Introduction to Sociology, General Psychology,
Probability & Statistics

Exercise Science & Sports Studies

Introduction to Biology, General Psychology,
Introduction to Sociology, Microeconomics

History

US History I, US History I, World History Il, History
of Europe, US-Japan Relations

International Business

Macro/Microeconomics, Accounting Principles,
Introduction to Business Management, US-Japan
Relations

Marketing

Macro/Microeconomics, Accounting Principles,
Introduction to Business Management

Music — Instrumental Performance
Music — Vocal Performance

Music Theory, Music History and Appreciation

Non-Profit Organization Management

Introduction to Sociology, General Psychology,
Probability & Statistics, Public Speaking

Psychology

General Psychology, Probability & Statistics

Religion

Eastern Religious Traditions, Western Religious
Religion in America, Ethics

Hospitality Management

Macro/Microeconomics, Accounting Principles,
Introduction to Hospitality Management (online),
Food & Beverage Management (online), Human
Resource Management (online), Introduction to
Business Management

Requirements for an Academic Major

Major requirements are outlined in the LCW academic catalog, available at the Administrative Office.
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Transferring to LCW

LCJ graduates are guaranteed acceptance to the home campus in Wisconsin, USA. Students enter LCW as third-
year students and are guaranteed on-campus housing. The LCJ staff works closely with LCW to ensure a
smooth transfer process.

Scholarships

LCJ graduates who transfer to LCW are guaranteed an annual scholarship of $5,000 — $8,000 depending on
their overall GPA up to previous semester of the graduation. The scholarship is only awarded for full-time
students.

GPA 2.00-2.99 Lakeland Scholarship Us $5,000
GPA 3.00-3.19 Faculty Scholarship US $6,000
GPA3.20-3.24 Dean’s Scholarship Us $7,000
GPA 3.25-4.00 President’s Scholarship US $8,000

Transferring to Other Colleges / Universities

Students are not limited to transferring to the LCW campus. Students can also transfer to colleges and
universities in the U.S., Canada, or around the world. In general, it is very difficult to transfer to Japanese
universities as third year students. LCJ will support students during the transfer process as much as possible.

In December 2010, LCJ signed an agreement with the School of Global Studies, Tama University (Kanagawa,
Japan), providing students the opportunity to transfer directly to the School of Global Studies as third-year
students. While enrolled at LCJ, students can also take courses and receive credits from Tama University.

Registering for LCW classes

Students planning to continue their studies at LCW will need to pre-select courses with the administrative staff.
Details will be announced during the "LCW Transfer Session." Students will need to declare a major before
selecting courses (see the “majors” section for more information).

In addition to required courses for major studies, non-American students will be required to take a 2-credit
course entitled “Transition to America,” an introductory class to help non-native students get accustomed to
life in the U.S. All transfer students will be required to take two Interdisciplinary Studies courses (one each
from the "Core II" and "Core III" categories) and complete the Quantitative Analysis requirement (unless you
have completed Pre-Calculus, Calculus, or Probability and Statistics at LCJ).

Select your LCW courses carefully to ensure that you can complete your general studies and major
requirements in a timely manner.
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International Students

International Student Sessions

International Student Sessions are held each semester, and attendance is MANDATORY for all students holding
LCJ-sponsored student visas. The sessions are held to provide students with updated visa information and
other policy changes.

Visa Sponsorship Information

A. Overview and Visa Regulations
LCJ sponsors student visas for international students upon enrollment. Students must be enrolled
“full-time” and abide by all rules and regulations set by LCJ and the Tokyo Immigration Bureau.

B. Change of Visa Status
Students wishing to change their visa status to a student visa should make an appointment with a
member of the Administrative Office to complete all required paperwork. Students must understand
that the Tokyo Immigration Bureau makes the final decision regarding visa eligibility. Students can
confirm with the LCJ staff whether any required documents are missing. Next, students need to
submit application documents to the Tokyo Immigration Bureau.

C. Visa Extensions
Requests for extending visas should be made through the LCJ Administration Office at least 3 months
prior to the visa expiration date

¥ 6,000 Within 3 months of visa expiration

LCJ)’s administration office will contact students via e-mail if their current visa is close to expiration.
Students are required to schedule an appointment to begin the visa extension process. A 2m
appointment will be scheduled to confirm all paperwork and complete payment. Finally, students
need to submit their application paperwork to the Tokyo Immigration Bureau.

D. Additional Visa Policies
a. Personal Contact Updates:
International students must provide updated contact information to the administration office.
They also need to inform the Administrative Office of changes in such documents as: new
passports, visas, residence cards, health insurance cards, addresses, telephone numbers, and
especially new name changes. Updates should also be provided for financial sponsors and
emergency contacts.

b. Traveling:
International students are required to inform the administration office when traveling outside
the Kanto area. Travel Information Forms are available in the Administrative Office and must
be submitted before departure.

27



Part-time work

Student visa holders are allowed to work a maximum of 28 hours per week during the
semester and 28 hours per week during semester breaks. This includes any type of paid work
(on/off campus). Students working part-time are required to fill in the contact information and
work details on the Visa Recipient Agreement form.

Leave of Absence

1. Residents of Japan need to pay facility and other school fees.

2. If Student Visa holders take a Leave of Absence, they will need to leave Japan. Leave of
Absence documents must be submitted to the Administrative Office. During the Leave of
Absence period, international students are required to pay a ¥ 43,200 administration fee
for visa sponsorship management, class registration and other administrative details.

Graduation

A student’s visa will expire one month after graduating from LCJ. Students will need to leave
Japan within that timeframe. Any additional time needed must be requested directly by the
student at the Tokyo Immigration Bureau. Students may not stay over this time limit to attend
the graduation ceremony.

College Transfer (in Japan)

When LCJ student visa holders transfer to another institution in Japan, that institution will
become the visa sponsor. Please inform your transferring institution to update your student
visa.

College Transfer (outside Japan)

When a student transfers to an institution outside of Japan, that institution will become
responsible for visa sponsorship (if required). A student may NOT remain in Japan while
applying for another country’s visa.

Withdrawal/Fallen Out of Enrollment

LCJ student visa sponsorship will be cancelled if a student withdraws or falls out of enroliment.
In these cases, students must leave Japan within two weeks. A letter of visa cancellation will
be sent to (a) the student’s current address and (b) the Tokyo Immigration Bureau.

Dismissal

If dismissed, a student with a student visa must leave Japan within two weeks. A letter of
dismissal will be sent to (a) the student’s current address and (b) the Tokyo Immigration
Bureau.

Health Insurance

Upon arrival in Japan, student visa holders are required to sign up for National Health Insurance at their local
city office and must carry the insurance card with them at all times. Submit a copy of your health insurance
card to the LCJ Administrative Office.

Financial Sponsors

Student visa holders are required to submit documentation showing financial sponsorship. These documents
are required by LCJ and the Tokyo Immigration Bureau when applying for a student visa. A financial sponsor
may be represented by, and is not limited to, the student, a family member, scholarships, or financial aid. The
financial sponsor’s contact information must be updated each semester on the Visa Recipient Agreement form.

Tuition Payments

Tuition payments must be made by the deadline shown on invoices. Tuition invoices after the first semester
will be sent to the student’s current address. Upon request (¥ 200 fee), additional copies of invoices can be
sent by mail or electronically.

Student Visa Agreement Form

To effectively manage student visas and updates, each student visa holder must complete a Visa Recipient
Agreement form. This form is distributed each semester at the International Student Session. Failure to
complete this form may jeopardize visa sponsorship.
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Emergency and First Aid

Emergency Contact Numbers

LCJ 03-3225-0425
NIC 03-5379-5551
Fire, ambulance 119
Police 110

Emergency Consultation Center (Tokyo, 24hrs, 365 days)
03-3212-2323

First Aid Procedures

The LCJ campus is equipped with first-aid kits in each building and an Automatic External Defibrillator (AED).
An Emergency Contact Manual is located next to each first aid kit, which provides students with clear
instructions on how to react and who to contact in the event of an emergency.

All first-aid and emergency contact procedures and instructions (below) are reviewed with students during
their New Student Orientation. Students are also made aware that PDF copies of the manual, as well as
additional emergency contact numbers, are provided on the LCJ website.

Students are instructed to take the following actions in the case of a first-aid emergency:

IF YOU ARE IN NEED OF FIRST-AID
If you are the victim and in need of first-aid care, you should follow these steps:

1. If the surrounding environment is unsafe and you are able to move, immediately do so and call for
help. If you have access to a phone, immediately call the Administrative Office (03-3225-0425) and
give your name, exact location, and current condition.

2. If you are not able to contact the Administrative Office, attempt to call out for help. Another
classmate, faculty or staff member may come to help assess the situation and contact the necessary
respondents. There are first-aid kits prepared on every floor of the LCJ buildings.

IF YOU FIND SOMEONE IN NEED OF FIRST-AID

Notify staff or faculty members immediately, so they can facilitate the situation. First-aid should be performed
only if medical or trained personnel are not immediately available. Perform first-aid only to the extent you are
capable and comfortable with.

First, calm yourself by breathing deeply. Then, proceed as follows:

1. Immediately call the Administrative Office (03-3225-0425). Give your name, exact location, and
current condition of the situation. If more than one person is able to assist, make sure at least one
person stays with the victim while the other(s) seek additional help.

2. Check the scene. Is it safe? If the scene is unsafe, DO NOT attempt to enter. If the scene is safe, check
the victim for life-threatening conditions. Check for: breathing, other signs of life (movement, etc.),
and for visible signs of injury. DO NOT attempt to move the victim.

3. There are first-aid kits prepared on every floor of the LCJ buildings, and an Automatic External
Defibrillator (AED) on the 7" floor Administrative Office. The First Aid manual provides basic
illustrations and instructions for various emergency situations. Perform them only to the extent you
are capable and comfortable with while you wait for medical or trained personnel. Keep the victim
comfortable, and DO NOT move or transport the victim(s) unless the surrounding environment is
unsafe.
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Fire and Earthquake Evacuation Procedures
In the event of a fire:

w

Each floor has a fire extinguisher and fire alarm located near the stairway door. To put out a fire, aim the
extinguisher at the base of the fire, not at the flames. To sound the alarm, press hard to perforate the
seal and press the button beneath it.

If you hear the fire alarm, evacuate the building immediately. Do not wait for your floor to be evacuated
by staff members. Touch the door to make sure the fire is not in the hallway. If the staircase is not
available as an exit, you may need to use the emergency ladder located in the A room on each floor.

Take precaution when leaving the campus and do not return to the building for any personal belongings.
Teachers at the Susan & Stephen Gould Center (SGC) and the New Valley Building (NV) will notify students
if there is a need to evacuate. If there are no teachers available during said emergency, please evacuate to
the nearest exit and notify the 7" floor administration office.

In the event of an earthquake:

3.

The initial strong shakes of an earthquake may last only a few seconds to minutes. Get under a desk to
protect your head from falling objects. Stay away from windows. Open the door to secure an exit before it
becomes bent or jammed. Do not rush out of the school building; there is danger from vehicles as well as
falling objects.

Once the earthquake is completely over, the staff or teachers will lead you to the evacuation route (which
is the outer staircase). If the emergency stairs are not available, please climb down the “emergency ladder”
which is located in the “A” room of each floor. DO NOT USE THE ELEVATOR UNDER ANY CIRCUMSTANCES.

If a staff member does not come to lead you after 10 minutes, students should evacuate as a group.
Be aware of your surroundings and walk in a calm fashion to the pre-arranged evacuation area.
When you evacuate, pay attention to both debris on the ground and falling objects such as window
glass. If the inside of the building is considered safer than outside, stay in the building.

If instructions are announced over the Public Address system, please follow them.

4. When you evacuate, carry only minimum necessities. Do not return to the campus to collect other items.

Evacuation Areas
There are four official evacuation areas in the LCJ campus vicinity:

Area#l: Tenjin Elementary School : about 300m from LCJ, 4 minutes on foot
Evacuation route : Exit out of LCJ’s front or side entrance. Walk past the Family Mart and continue to the
first 4-way intersection. Turn left and proceed straight. The elementary school is on your left side.

Areat#2: Shinjuku Junior High School :  300m, 4 minutes on foot

Evacuation route : Exit out of LCJ’s front or side entrance. Walk past the Family Mart and continue to the
first 4-way intersection. Turn left and proceed straight. The junior high school is on your right side, on the
opposite side of the Tenjin Elementary School.

Area#3: Tokyo Medical University : 300m, 4 minutes on foot
Evacuation route : Exit out of LCJ’s front or side entrance. Walk past the Family Mart and proceed straight
towards the Tokyo Business Hotel. Tokyo Medical University is on your left side.

LCJ staff members and faculty will lead students to these evacuation areas if available. If you move to an
evacuation area without the supervision of an LCJ staff and faculty, it is recommended to stay there until
contact is made. A map of the nearby evacuation areas is provided below.
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** For international students who cannot read Japanese, show this map to a Japanese person who can direct
you to the evacuation area. In the event you are away from campus and not able to receive English support
immediately, it is recommended to follow the movements and directions of the Japanese people around you.
When you reach a safe place and conditions improve, please contact the college for updates.

Contact with the College

In the event the college campus is evacuated, LCJ staff members will provide updates to students via the LCJ
website and LCJ e-mail accounts. Also, check the LCJ blog, Facebook and Twitter pages for condition updates.
If you are away from the college during/after the earthquake, you need to inform the school of your safety and
whereabouts by e-mail and/or phone.

Contact with Family

When the situation calms down, let your family know you are OK and where you are staying. If you have to
stay in the school, the phone and computers in the Administrative Office will be available for use. If your
mobile phone is inactive, please use a public telephone.

Other Free Hotlines / Websites for Information and Contact Updates
The following link provides basic safety procedures, networking sites, English support hotlines, Embassy listings
and contact information (in multiple languages): http://nip0.wordpress.com/
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LAKELAND COLLEGE

JAPAN CAMPUS
EAP PROGRAM
20XX-20XX ‘ :
GRADE REPORT — FINAL LAKELAND

+COLLEGE-

ID :XXXXX
Name: Taro Lake
SUMMER 20X | GPA: 3 00
Class:Li-a | Perf | SKill|Class [Atd |Abs | Ex.Abs | Teacher
tisening/Spenking| gc | @ | 55 |55 |0 | O | (&
viing ;o [P |[B |55 [S5 10| 0 Wk
.Réadihg'ai_-‘i‘f B |B |55 |55 |0 O M

FALL 20xX  |GPA: 3 5%

Class: [/~ 1) ‘| Perf | SKill| Class. | Attd. [Abs [Ex.Abs | Teacher
Lstening/Speskine.) 46 | A5 | 1 | 57| o] D | M
w"hi“g.y;;;v g A 43|57 7 | ¢ 0 M
i A |8 |57 |5¢ |1 |0 | CBD

SPRING 20xX | GPA:

Class:|{[_ [ | Perf| Skill | Class [Attd |Abs [ExAbs | Teacher
Listening/Speaking
Writing 5
Reading )
FKILOEK
Perf: INT f—< L ADRAE
Skill : AR L DR
Class: A
Attd: R H 2%
Abs: U TAER
Ex.Abs: BHORBIE R ST LD KR B
GPA: RSB RE A

X BEEIRRROBGERHN A IR IV R0 E9, FELUT P23, Grading & OV
HOLVTINRREZHERBOZL

50



6 AREBFEIZTOWVT

FTRIETHHEA TS TH Y ERH T ITEKE L TR,
LLFDO32DEAICEDREEIZHONWTIL, AR ERDBFENHVET,

R TN LD R

T B AE | Z KDL « R

ECIEI LY 4
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INFEDFEHRL/NADBIEI L DB AN ETNIRIE DT E1E, £D 4 HHIC, A5
BEBEFEAT DOMEBIERERA F J2 Y B ITHR H L L AHRRL TEE Y,
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1 Syllabus (3F/3R - JALE)

Syllabus|Z#¥] H IZEATSND KT, RN AE O E N SEEH I CQOVET, Hfzfdio4
TAART T — (BB ORE ) LR @S e, a— 20 By, a— A O
ESCHAL A 5, £ U CRliERL 0 R E D REH SN CWET (BAR I IO IZ R0 ET),
TINATHERR DT DFEFIROZREG BT L ET, LT HZEL, WA SR
HABITHEFZICERIL TSN, F2. VORI REEZICH B HOBIENAEIEHT
HEFHERD | BERRIE O A TR X OB LT LB B LD ET O T, KUNIAREL,
IR LN IDIZ U TS, W, FRRITOBRIXREBH ER AN L2 D720 Bl EHE 3
MPOET DT, TOI THEIIZIV,

2 Listening / Speaking

HB

W7 T A TOI A= L, FHOERFERT VA ik, TLVE B/ 7 AN TOEEE, I
HENBDFRRRE  SEIFRV A= TN TELIINIRDTODOE — a5 Ed, 3
BT TITONARED T T, )= BTV ENAZ PR AT DI 87T A
WTWAZEZIENAZEN BETY, N2 T, s Ry 72T ATE5EOERIIC 3 L
THODEZRLERATGETEZONDLD, B EEZ DO F e WET,

LI

WIF L7 T ATIX, BICHE R THRSEY S, B URA BT DES 0%, REF
WS TZBH AR T 5720 O U2 AZ—RL£T, AFIREL CTHY 2T VRS W EIL
R TUAEM, VTATOLITFr—LWno72b DIl T, EBEOREOFTROLN
HNEFZOTET, FIEEDINTHGOERRSEZ XA, EOIHITH DT
ZEEMTFICHRNRDON, FLTO LRI ZICOW TR EIZEEL I L2 FONET, &
MR HEEE DRI H DI T AT HE ANAHZEDDOEDTT,

IN
ik 7 AT, BEERR TR & 2R H 2R DB B L7 D ) — T AX T %
S(LLEd, MEOT T FRHE 2R IKEERY, /—MIEEDHZ LTI A
NET, FEFEDZIZOWVWTHO TR NEZEED T LB T—raradh2 5%
OFET, BEE CTRSARITL SRS LD 7R NN Y 7 &5 U TONE T,

HI
i E#k 72 TIE, BRSO R ORI Ry 731 2[8l DL 7 F »— THERR STV E
T LI F v —mHEe ORI — bl | SR EE 2 HIITHNDHL0%
WNET, THTIvIL L TOT A ATy ar BB AN THNEET,

LA

FRITATIE, NO BR, KRFEATE, 23U BEE, BHFEHEITCEBIR W - T Bk it e
TORNEYIDLITF X —RVA= T T I T4 T4 — %L T, MER/ — T A% ]
BYHNIOTET, AT, SNESUE~DBRRZ D T, FINE 7 —<IC DWW TE %
0 A IS N 1 R s 1l D= D s N = Y = <

3 Reading

HB

W7 FATIE, V=T 4 7 AFAZTAEL THS TEZ, HEAAEREZB O SETIR
ROENEHIOTET, SESFRT —~ DM EH A, fhama A B TNEICEET5
BRNCEZONDINR0ET, V=T 4o T2 I0NT I T 4T IZF ST KFERDT 7
TAETA—HEEDIAFNTNET,

LI

WIHHRR 7 T ACrE, WA BRI & 2 Bifif )& J 2T £9°, HEEOBMRIZ
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OWTONTLERERICE 2 D252 F O F T, BEFICEDIDITHEKZET T TEZDINE
RO, TAAD T ar I EBITVWET,
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FET, BEIFE TIREDIDIRENTTOONLDEEIRET DI DD Kx 2T 7T
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FRRITATIL, FERE N EHECT LRI, R TR ZFLARY, DLW %
HERIL 2237 ARNTROE NI DEIE CTEDLNEF IO ET, THTIvIL L DT 4 A
Ha INTEDHINNTZRY, [RIRFIZ BEAP (292 N7 TlaZel BE AR TOR B
WCOWTHEIRATRD DT AR A T2 T N—T T 7T AT AR A ET,

4 Writing
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ZHUEED TXEICL SHITKIET AW T- U ELEL T 7= 72 5 1T By
AYLTCENETDHIONCLET, X T, REHEOHF THLEHEOHFTH H 7 H Y NRBLT
XA HERAESCL TOWVEET,

LI

HIH#h s 7 AT B L~V DL R 2 2B ETTTLADFEOET, FERIICHHT,
AN v T DNAFF 2L 2 O, D900 WL E A ESTZDISFEL WAL IACEL | Bz 72
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IN

ik T ATIZBE DL T2 IV EICEHE | SOITITHEBOBKII L SR HE T
EET, A RLEDELDPIEFV, FEMRIRLEREOESH 2T £, L%
RIRILEDEZ SO, A L2 DT —~ &2 A DB RRETHR— I L LEDOEE
HaFOES, INFEEo7o i R SCR A ETID | SUEPHATRIZR 7200 Tidiel| 2
D TP TIE— RAIZRMERF AR RO EES H 2 H T £,

HI
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Pele ot b, IR SRR | Sam A 7m0 B 2 L £, LR EHTZD ORF# AL
TTHEREE R, PN A EL VO ZEITEN TWEE T, A SO FEELH
THRIET 2 b H AT ET,

LA

RS TATIE, T T Iy /AR CIIRT BT A L B B Sk, A2 B DY
A~ TENEH DT ET, SESERIAT O LEELET, Bl TSR
O, M LT B2 O & TR TT HEI IR0 ET . Fifian LRI, AL —F A
LA a— FRE B TA T, EROF R T DMl A TR £,
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SEDOFEEI AN ET, BV OZE T RRDHIDDE DM T HUFAEEHLH 00| W b7
0. GEICLS TUIEENRDOON2NZELHVET,
FEF  UANOE I A LT LG A L2 HICEB RICHERE L TSN,
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ARERNCE Y OHIRPUINDSGE EHTHILNATRET T, FHlOLEE LR, FTE
DFREEATV, FRE R A EE R~ RE TN BE T, BLHE Y2 EE)
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FHT TR &2 H LHDER, T REo B FEEHE I SHW<TZE 0,

F L H oo B8] HOHT Pkt
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152 K () Fallen Out of Enrollment/Administrative Withdrawal

HERRRFEOLEX, v vV 7O b FHERIGREREZREBL TES Y, B
% 20 LLNIC B AL HEL TES W, RENCIED 74 S g s e W E OB T
L0, KFEOH|Wr CIEFEIR L% Fallen Out of Enrollment ([ZZ 428 50H0ET, 20D
B By TE HE HAROBRGEFNSEICE A CGRIMLET, Byt
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LLAKELAND
+COLLEGE

Lakeland College Japan Campus
VAT TZ UV RRED Y RV « xR

5-7-12 Shinjuku, Shinjuku-ku, Tokyo, Japan 160-0022
T 160-0022 R IAHT 168 XFE 5—7—12

TEL: 03-3225-0425
FAX: 03-3225-0428

LCJ Online Exposure:

Main Website (English)
http://Icj.lakeland.edu/

LCJ Facebook:
facebook.com/LakelandCollegeJapanCampus



