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General Information

Lakebnd UniversityMission StatementValues and Expectations

Mission Statement

LakelandJniversityJamn Campus is an internationalbhased 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 atsiversitybased werseas, we strive teupport all students througbur
Associate of Arts degree program, as well as a healthy, challenging, and rewadndiegsityexperience in
Japan. Emphasis shall be put on the skills and strengths needed for studé&nthés purswe their education
domestically or abroad, as well as knowledge and confidence to prepare for completing an undergraduate
degree, posigraduate studies, or other paths they may takbese goals form the core of our liberal arts
universitymission and areteongly supported by thellJ Faculty and Staff.

Academic Life

¢CKS NBfFrdiA2yaKALA GKFd RS@GSt2L) 60SisSSy FI OdzZA e | yR af
institutional rules and policies are necessary, they should complement and supplemergrdonal

interaction between the inquisitive learner and a willing teacher. At Lakelaacencourage positive

relationships between students and faculty, both inside and outside of the classroom.
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to know their instructors and encourages an educational relationship beyond the walls of the classroom.
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offers a source of friendly concern, supportive encouragement and accurate advice.

LakelandUniversityJapan Facultg Staff

The faculty of UJ is committed to providing intellectual, moral and professional éesloip for its students.
With LUW@raall class sizes, members of théllfaculty are amply accessible to students.

For biographical information on individual faculty members, please visitihevebsite.

Students are to comply with all reasonable directions and requesisivérsityfaculty 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 towarduwanyersityfaculty or staff memberwill not be
tolerated and will be subject to disciplinary action.



Office Hours

All LUJ professors and instructors have designated office hours throughout the Weeakhers list their office
hours in their syllabi. Students shoulfer to their syllabus to confirm teache® available hours and
preferred meeting locationStudents are encouraged to ask questions, receive consultation and discuss
additional topics directly with professors. If a professor specifically asks a stisderget 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 OfficeHours
StudentAffairs/ Registrar Open: Monday, Friday
Cashier 9:30 a.m. to 6:30 p.m.
Academic Affairs and Administration
Counseling By appointment

*The school iglosed on Saturday®ational Holidaysand school holidays specified byd.The 4 and 8"
floor of the main building are open omost Sundays from 10:00 a.m. to 5:00 p.fine vacation schedule will
be posted on the message boards ahd LUJ blog.

Students with Disabilities Policy

It is the intent of theUniversityto help students with disabilities to achieve academic succespariitipate

fully inuniversitylife. If you have a need for disabilitglated accommodations, please inform tAssociate

Dean. Lakeland Universiwill provide accommodations and services to students when such requests are
made in a timely manner andeaccompanied by appropriate documentation in accordance with government
anduniversityguidelinesYou can obtairanapplicationform from Ms. Maya Hirabara from the Associate
Dear@ Office Sudents are allowed equal access to the programs, seryenes activities of theniversity.

Communicatiorfrom the University

Do not call theAdministrative Officainlessit@an emergency situationmportant information and
communicationfrom LUJ (e.g. schedules, class cancellations/ announcentémtske-up classeyare available
from the following sources:

A. Message Boards
Message boards display messages, events and announcements for staddrttee university

Students should frequently check the message boards when on ca®fudents are allowed to
display on designated areas which haenouncement from Studendsigns.

Sudents wantingto postannouncemens on campus should follow these rules:

1. Flyers and postemnust beapproved bythe Administrative OfficeSudents shoud get approval
for the size(A4 only) number of sheetsand duration of posting. The flyers and posters should
be posted on the appropriate of sections of thessagdoards.

2. Flyers and posters can only be posted on the message boards. Pogtingiisted onschool
walls, in classrooms, on doors,the elevator, orwindows, or anyther school property.

3.  Posting announcementeelated tofor-profit, religiausor political organizatiors is not allowed

B. LUJ Email Accounts
All lUJ students are aggned an UJ email account. Students are responsible for chegkimeir
accounts daily, as thedministrative Officeand professors will use it to send important messages.
TheAdministrative Officevill only £nd email messages to studengd their LUJe-mail accounts.

C. LUJBlog
Information, important reminders and announcements will be posted on thélilog. Students

should frequently check the blog to stay-tgpdate with University announcements, class updates
and helpful reminders.



D. Student Resouwes
Class schedule, calendars, and other useful information for students are post&tuatent
Resourcespage of our English website. Please refer to this page as well as the LUJ blog.

Receiving Postal Items
TheAdministrative Officesannot accept personal packages/materials sent to students. All packages/materials
addressed to students will be returned tioe sender.

Student Information by Phone

TheAdministrative Offic&loes not communicate any personal messages to students extépe case of an
emergency. Personal information such as addresses, telephone numberasgeacl will not be given over
the telephone in order to protect the privacy of the students.

Reservations of Facilities
Students and teachers can reserve clasate or student facilities by contactirsgaff members irthe 7" floor
Administrative OfficeRooms can only be reserved if there are no classes. Noise must be kept to a minimum.

Equal Opportunity Policy

LUJ provides equal educational and employmepportunities regardless ajender, age, religion, nationabr
ethnicorigin, maternal/paternaktatus, sexual orientatiorphysical handicapand veteran statudt does not
discriminate in administration of educational or admissions policies, schqteasiti loan programextra-
curricular events, hiring, promotiometention, or any otheuniversityactivities.Students who feel they have
been denied equal opportunitsnaybring their concerns to théssociate Dean

Personal Items

Students are urged talways keep their valuables with them. If students lose something on campus, they
should chek the Lost & Found cabinen the 5" floor. Lost items will be held for 6 months after the semester
is over.Valuable items, such as wallets, cell phones, orathgr valuablepersonal items will be kept in thé"7
floor Administrative Office

Leaveofl 0 &4 Sy OS k wS | RReadiniisloa ty thedUnigesifyaiction

Students whaare diagnosed with an illness or have personal reasomsterrupt their studieduring a
semester and/or for futuresemesters must request a Leave okAbce. Students applying folaave of
Absence will need to specify the time period and reasonshe leave of absence form and submit it to the
Administrative Officavithin 2 weekf the first counseling appointmenthe maximum length of time for a
leave of absence is one academic year. During the Leave of Absence gierigmhts are required to payna
administrativefee.

International students with anU}sponsored student visa who take a Leave of Absence must leave Japan. A
formal counseling session must be arranged withAldeninistrative Officéo discuss travel dates and
immigration issues.

To ensire successful readmission tbllafter a Leave dbsencethe required paperwork must be completed
one month prior to the start of the upcoming semester.

Withdrawal from the University

Students who wish to withdraw fromUJafter a semester has begun must contact #thesociate Deahefore
leaving the campus if they wish to withdraw in good standing. Withdrawing includes fillitewithdrawal
form, attending a brief exit interviewandreturningtheir Student ID Cardequipment, books and/or keys
Students areequiredto submit the withdrawal fornwithin 2 weeksof the firstcounselingappointment

Students who are receiving financial assistance ageired to consult with theAdministrative Office

International students with a Lakelanghiversitysponsored visa nmat consult with theAdministrative Office
to discuss immigration policies. Visa sponsorship will be revoked in the event of an official withdrawal.
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Medical Withdrawal and Family Leavéfter consulting with theéAdministrative Officeand theAssociate Dag
medical withdrawal or family leave withdrawal is possible. Absociate Deawill decide the length of
approved leave on a cad®-case basis.

Administrative Withdrawal

I a0dzRSYyld ¢gK2 R2Sa y20 gA0GKRN}g | OO2NRAYy3I (2 GKS
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out, or emails expressing the intent withdraw butthe student failedo complete the official withdrawal
procedure.

International students with anWsponsoredJniversity@A 41 K2 NBOSA GBS 'y a! RYAYA&AGN
be sent a letter that will specify visa cancellation policiesdtieas for departurédrom Japarand any other
pertinent details.

Fallenout of Enrollment
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LUJ student. Indiiduals who wish to return tolJ to continue their studies must contact the admissions office

to re-apply.

International students with anWsponsored student visawhoNBE RSSYSR aCl f € Sy 2dzi 2F 9
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 haceiked three warning letters
may be suspended for one semester.

International students with anlJ}sponsored student visa who are placed on Academic Suspension must leave
Japan. A formal counseling s&s must be arranged with thedministrativeOfficeto discuss travel dates and
immigration issues.

Dismissal
The following situations are grounds for dismissal:
1. LUJmay dismiss a student who has received multiple warning letters for poor academic
performance.
2. LUJImay dismiss a student for repeated offenses of plagiarism.
3. LUJImay dismiss a student for gross misbehavior omploysicallythreatening staff, faculty or
another student.
4. LUJmay dismiss a student if the admissions procedure is completed but he/shendoestrticipate
in orientations, placement testing, course registration and ofhiersemestemreparations.
5.  Failure to pay tuitioffees may jeopardize your student status, possibly resulting in a mandatory
leave of absence, suspensijmr dismissal from thaniversity,

Students should be aware of the following policies regarding dismissal:
1.  Tuition and other fees will not be refunded the event of a dismissal.
2. Upon completion of thedismissal process|will provide an officia &/ SNIAFTA@®EGS 2F 543
3. Dismissedstudentsmust return their student IDlibrary cardand any borrowed equipment

International students with ahUJdsponsored student visa who are dismissed must leave Japan. They will b
sent a letter from theuniversityspecifying 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 atffereseen acts can lead
to delays or even class cancellations. All sudisitans will be posted on thaJll blog as soon as possible.
Students are urgetb check the blog andW email accounts to stay updated.



Payments

Studentsmustpayall tuition and school fees (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,LUJ is unable to givieefunds for tuition or school fees.

Facilities/ Services

Computer Room
Hours 8:00 a.m- 8:00 p.m.Monday¢ Friday Closedbn Saturdays and Holidays
Hours:10:00 a.mg 5:00 p.m. Most Sundays

LUJ provides dozens of computers the fifth floor as well as other designated areas throughout the campus
for students to use freely at any time while the school is open, with unlimited printing privileges. Additional
PCs are available on two other floors of thainbuilding as welas insatellite buildingsComputerroom

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 interfereghvetmission or

actimvities of lUJ or membes of theuniversitycommunity will be regarded as unethical and may lead to
disciplinary action.

Please follow these computer room rules:

1. LUJ computers are to be used ority educational purposes.

2. Please save all of your dataa personal flash memorgr other cloudbased servicedUJ cannot
guarantee that data will remain on the hard drive.

3. Do not download any programs without permission fréme administrativestaff.

4. Eating and drinkingt the computer stationsare prohibited.

5. Please do not waste printer papédse recycled paper whenever possible to save the environment
and try to conserve paper as much as possible.

6. Studentsmaybe banned from the computer room if they fail to follow the rules

Please inform computer room assistantstioe Administrative Officéf the computers or printers are®
working properly

Internet/WiFi *

LUJ students enjoy free schewlide WiFi access. Anywhere in the]l Main Bldg.New Valley Bldgand
Stephan &usan Gould Center (SG@idents can log on to higépeed WiFi, available for laptops, tablets,
smartphones; any mobile device.

LUJ also makes available several online services, such as Google Apps for Eduoadigrcédendar, cloud

drive, office site 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 availalie 7" floor Administrative OfficeAlso please report any

problems with the WiFi to thedministrativestaff so that the issues can be resolved.

Counseling Service
Hours Wednesdays 11:00 am to 4:00 pm
Place: 5 Floor Counseling Office

Place:Counseling Office, %floor
Appointments: Plase make appointments throughstaff membeior Dr. Kawanishi

Dr. Yuko Kawanishi, who has a PimC5ociology from UCLA and a Counseling Certificate from Hunter
Universityin New York, is available for personal counseling onceekwgtudents experiencing stress, family,
or personal, psychological problems,faceother emotional issues, are invited to discuss their concernis wit
Dr. KawanishiAll informationdiscussedn counselingsessionsill remainconfidential.
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In addition, @unseling services are available with $taembersin the 7" FloorAdministrative Officend with

the Associate Dearcoordinator of the EAP program and faculty advisors. Baatiemicstudent is assigned

an academic advisor who assists thedstnt in not only selecting classes each term, but also in choosing an
educational path beyondWl. Issues ranging from academics to life in Japan are most welcomed as support is
offered in all areas. Appoiments are recommended, arghouldbe made by cotacting the reception deskn

the 7" floor, or the individual staff/faculty members directly.

Learning Center

Weekday Hours As Posted
Weekends Closed
Location Library, SG2™ floor

Peer tutors are available in the Learning Centeagsiststudents in better understanding the subjects they are
taking and to help them improve their writj), language and math skilleutors also offer assistanae
understanding most subjectStudents should view the Learning Center as a place to obtain

assistance Students should feelo shameor apprehensiorin utilizing the ervices of the Learning Centén.

fact, it is a service you have paid for through your tuition f@dse tutors willassist students in writing papers,
but will not write the paper fostudents They will also assist students in learning how to solve math problems
but will not solvethe problemsfor them. In other subject areas, the tutors will assist students in
undergandingthe subjects but wilhot completeassignments for them.

Appointments can beeservedup to two weeks in advance. Students without an appointmentregeive
assistance if then-duty tutor is not otherwise engaged tutoring session generallgsts 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 wike 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

ThelWw f A0NI NBEQA YAdaizy Aa KR LNRIPIIREO K ANKE 2D 3die AKSF
includes over 150,000 paper and eBooks, hundreds of thousands of online magazine and journal articles,
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databases are accessible from any computer.

The library also providdsvo-sessiorResearch and Information Skills Workshitapassist students in

becoming effective researchers. Our iihe librarian is available to help students find information forithe
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 Closedbn Weekendsnd Holidays

CheckOut Policy

A Materialscan becheckedout from the librarian. The loan period for library materials is two weeks.
Students carborrow up toten items at orce. Reservations for library materials can be made at the
library deskDuring semester breaks, only books can be checked owtlbghecking.

A Ifalibrarystaff member is not availab® LJ S a S seféhéckodtd & K& (i diidligdverha y &
checkout card in the checlkout card box.

A Students cannot cheabut or reserve materials if they have overdue iteri¢arnings regarding
overdue items will be sent to studenéssmaximum oB times. If the materials are not returned to the
library after the & notice, students will be billed for replacememiaterials

A Students camxtenda loan period once, unless another studéwtsrequeged the item.

A Instructors often put books or other materials on reserve so that they will be avafiatdpecific
students. Reserved items must be returned on the same day.
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A Thelibrarian has informatiomegardingother librariesin Tokyowith English matrials.Libraries with
English collections a@sof A a i SR 2y (KS fAONINEQa 6So0ariaSo

A The library welcomes materisggquestsp tfSIFrasS gNARGS @2dzNJ adaaA3SaldAaAzy |
{dz33SaidAz2ya | yR wHbarddteybrRlyddske y 8¢ 062 E

Certificates/ Documents

Transcripts

AUniversity¢t NI Yy AONR LI Aa F NBO2NR 27F I & (iglaReS gnd baorst OF RSYA O L
earned at UJ. Transcripts are consiged confidential and canndide released to third parties without the

written permission of the student.

Requests fotUJ transcrigs are done through an online system which can be accessed by our welisie.
cost of each transcript in English$8.00 or $10.00 for rush ordelf.a student eeds a transcript quickly, a
$55.00charge is required by credit card (Visa/MasterCard ONLY)téanationalexpress shipping.

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

Issuing of Documents
Pleasecontact theAdministrative Officéo order any of the following:

¢eL)S 2F / SNI bdzYoSNJ 2F Laadzy3 / 2&i
+tSNATFAOIGARZY 27 M RI @& 4NN
+SNATAOI GAZ2YSRX M RI @& Ginn
+tSNATFAOIGARZY 27 MR & 4 nn

DNJ Rdzt GA2Y

I SNIAFTAOIGS 2 mn RIe&a CGrnn
+SNATAOLIGARZY 27 M RI @& G4 nn

{GdzREF & NR M RI @& Crn n

Ol { { K@aRSBY0I 2 M RI @& CHAN

{effloda [/ 2 M RI @& CH NN

hTFAOALE ¢NJI ya 6hyt AyS wSljdzSad hy bonan
P mdin n

N Paymentfor the above documents must be paid in advance.
N Additional charges will apply if the certificate needs to be prepared by rush order.
N PDF and/or paper duplicates of these certificates will cost an addité2e4).
N Official documents will not be issuéathe following cases:
*Qutstanding Payments
*Overdue 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 wh®responsible for managing SAB finances, planning school
events, supporting student clubs and other logistical support.

Meetings, Events, Announcements

All LLJ student clubs mat haveapprovalfrom the Administrative Officdoefore hosting an event or using
school facilities. ThAdministrative Officenust be informed of events held outside of school. It may be
necessary to complete official applications and/or requests to the Japanese government before holding
Universityclub events off campus. Announcements should be posted on the message boards.

Student Clubs

Students are strongly encourageal participate in U}sponsored clubs. Official student clubs are recognized

by the SAB and are expected to follow fhicies creatd by theuniversity 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

LUJ Club Membership and Academic Performance

LUJ students argvelcome tojoin and participate inuniversitysponsored clubs as long as they maintain a
minimum 2.0 GPA. Students who fall below this agerwill be asked teuspendheir membership until their
GPA exceeds the minimum requirement.

Administration

Student ID Cards
LUJ students must carry their student ID card at all times. Student ID oagbe required when:
1. Students purchasor utilizea train/bus commuting pass
2. Students request discounts at museums, restaurants, etc.
3. Students rguest documentsssued by the UJAdministrative Office
4. Students use school facilities
5. Students take examinations

Students are required to submit a Commuting Informatiermindicatingtheir current Japanese addreasd
the closest train station so that thAdministrative Officecan confirm the correct commuting locations. If
students change their address, they must notify tkeministrative Officémmediately.

Students must not lend or give their student ID cards to anyone else. In case of loss or theft, shegdehtis
report the loss to theAdministrative Officend the police. The cost for replacing a student ID ca¥d0§. A
¥200 charge is necessary to change the commuting information sticker on the back of your student I.D.

Issue and Return

Student IDcards are issued upantrance to UJ 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 notidiménistrative
Officeof 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 stud&tdentswill receive two ID number LUJ ID and MJID.
Students are requested to provide their ID numbers whenuesting official documest Students need to use
LUW ID numbeio register, check their grades and to check otheriinfation on mylakeland, the main
campus access to LUWanfation.

Personal Information Cards / Issuance and Changes
All students are required to submit a Personal Information Form at thébety of their first term at UJ.
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Students must notify thédministrative Officavithin 1 week of any change gbur currentaddresshome
address, and/or telephone numbelt.is important for theAdministrative Officéi 2 Kl @S a i dRSy GaQ Y2
date contact informatiorfor communication, advising, issuing documents and in case of emergency.

Rules and Behavior

Plagiarism and Cheating

LUJ assumes thassignments submitted by students reflébeir understanding of the material, and that the
g2NRAY3AZ ARSIAZ YR AYF2NXIFGAZ2Y Ay | addzRRSyiQa Saal eés:
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 plagiarissR STAY SR Ay (KS F2ft2¢6Ay3 LI aal 3asy
intentionaf £ @ 2NJ y23GX &2dz dzaS a2YS2yS StasSQa s2NRa 2NJ ARSI :
when you do credit the author butse his/her exact words withoumdicating with quotation marks or block

indentation. You also plagiarize when you us#ds 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
gAGK2dzi GKS a2dz2NOSPE 6¢KS /NI FiG 2F wpasd) NOKe / KA O 32 Y

The most common instances of plagiarism include:

Failure to provide a citation for a paraphrase or summary

Failure to adequately paraphrase or summarize properly, élrengha source isioted

Copying another source verbatim (word for wovdjhout quotation marks or proper indentation

Copying another source without acknowledgement

{doYAGOAY 3 | y20KSNI LISNE2Y Q& LI LISNI 2NJ g2N)] & 2ySQ
Failure to sufficiently change the format of the writing when paraphrasing

Submitting a paper for one clagsat was originallyvritten for another class

NogosrwdE

Cheating, plagiarism and other forms of academic dishonesty are coedidmlations of established ]
expectations and may result in penalties ranging from failure of an assigrimeismissal from theniversity.
Students who believe they have been unfairly accused or penalized may subnitiea appeal to the
Associate Dean

1. LG A& GKS addzRSyiQa NBalLRyaraoAftAde (2 F@2AR LI I 3A
valid excuses.
2. Penalies 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. Suspensin or dismissal from thaniversityfor repeated offenses
3. 'y AyaiaNdHzOG2NnRa RSOA&AA2Yy 2y O02dzZNES 3INFRSa Olyyzi
or administration. However, students may appeal plagiarism and cheating penalties Astbeiate Dean
4. A formal appeal is a serious matter astabuld only be made after students have thoroughly discussed the
matter with their instructors and, if still unresolved, with théAssociate DearRequests for a hearing
before an Academic Appeals Committee must be submitted toA$sociate Deaim writingand must
AyOt dzRS I Ot SFNE &aSljdzSyidalt | O02dzyli 2Zypeoirdid FI OGax
sought.

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

Behavioral Expectations and Standards

LUJ strives to provide students with a quality education within a caring community. Our behavioral expectations
and standards include an informal moral agreement betweenuhigersityand each student. Staff members

are responsible for keeping this relatigmp within acceptable liits. In all communities, some persons have
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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 appropriateac

Manners and Discipline
Students are expected to act appropriately and responsibly. Students who vioigtefthe following areas
may be considered for dismissal:

1. Students whanjure another student, staff member, or instructor physically/mentailyact 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 rgle

Prohibited/lllegal Actions on the UJ Campus
The actions listg beloware prohibited on the UJ campus:
1. Smoking
Staying on campus after closing time
Consuming alcohol
Carrying weapons of any kind
Forcing anyne to do something againsis/her will
Writing on or defacing school property
LYGdSNFSNRY I ¢ stidis iraidirS8pive tnandeR Sy (1 a Q
Sexually harassing another person

©ONOoOOAWDN

TheUniversityinsists on an environment free from implicit and explicit coercive sexual behavior used
to control, influence, or adversely affect the wmding of any member of our community. Sexual
harassment of any individual is inappropriate and will not be toletate

Any form of physical abuse or imidation is prohibited on thelld campus. Physical abuse and/or
intimidation may invoke the Japanese law for domestic abuse. In keeping with the mission of the
university LLJ strives to establish an environment in ethihe dignity and worth of all members of

our community are respected.

LUJ reserves the right to revoke the sponsorship of student viss®itignstudentisfound guilty of
committing any crimes in Japan.

Cell Phone Usagefmailing in Class

LUJ clasrooms are learning environments, and as suchlthiwersityexpects 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 classom instruction should not be used in claswd 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 déercstertainment or

personal02 YYdzy AOlF GA2Y RdzZNAYy3I Of I aad LT &2dz OK224aS (2 o
Y2RS: a2 GKFG Ad R28a y20 RAAGIIND 2GKSNRA® { (dRSyda
use of electroits 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.

NJ y
% K

Parking
There are no vehicle parking assan the LUJ campus. Students are not allowed come to school by vehicles,
including cars, motorcycles, scooters, and bicycles.

Smoking/Drinking Policies

Smoking istrictly prohibited on campus. Students may be considered for dismissal if he or shestblat

policy. Smoking in designated areas outside the campyseignitted, though strictly in accordance with local

and city policies. As the LUJ campus is located among business and residential areas, all members of LUJ are
strongly encouraged to be rpsctful of the surrounding neighborhood and community. If any members of the
university are disruptive or disrespectful in manner within the surrounding neighborhood, the university may
prohibit smoking within a view of the campus.

Drinking on the campus prohibited. LUJ may consider for dismissal if he or she violates this rule.
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English for Academic Purposes (EAP) Program

Student Sessions

Each semesterllJ 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 Orienté&in
2. Midterm Counseling Session
3. Final Counseling Session
4. Academic Program Orientation (for students moving ftbemEAP to the Academic Program)
5. International Student Session

Levels
There are five EAP levels angon entering UJ, studentswill 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, Monddyriday, athe following times:

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

** Students do not choose #ir own schedules. Thaorning orafternoonschedule will be decided for each
student according to their level and class availability.

Advancing in EAP
G GKS SyR 2F SIFOK &aSYSaiSNE 9!t AyadaNHzOG2NBR NBGASS |
levels. Eligilitly to move tothe nextlevel in the EAP program requires the following conditions:

A. An overall GPA of 2.0 or higher

B. An overall skill grade of C or higher.

Upon review and strong recommendati®fiom the EAP instructors, studentanadvance to the next level or
remainat 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.

Completon of EAP and Entry into the Academic Program

The process for students to complete the EAP program and formalgnaéwto the academic prograivas
follows:

Completion ofthe LA level.

Oncampus TOEFL score greater than 450 (iBT 45).

AdequateSkill andPerformance grades.

Recommendation from EAP Instructors.

Approval of the academic Associate Dean

moom»
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F.1AIK tSNF2N¥YAy3a 1L adGddRRSyia 6A0GK | ¢h9C[] &a0O2NB 20
t NEANF YE AY 6 KA-Cetel clasasddwo hdadeBic @ays@s tHey begin their
Academic Program studies.
G. An exceptionally higiperforming 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 studelwtncing to the Academic
Program from the EAP.
I. LA students who have a TOEFL score over 450, but who are recommended to repeaiered LA
class may be admitted to the Academic Progtala & . NA RIS t NP3INI Yé adGdzRSyia

Class Attendance Policy
EAP studentare required to attend all classes dtll. 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 witafperformance 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 certain number of fimutes (decided by each teacher) will count as one full

absence.

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

5 absences: 1* warning letter is sent tdhe student

8 absences: 2" warning letter is sent tahe student

Studens who miss class for any reasshrould first contact their EAP teachers as soon as possible.
Absences for illness injury are not excused withoytiroper documents issued fromhospitd or clinic
Detailed statement of medicalkervices oareceiptwill be acceptable only ithe case of a student being
absent for a day. Ithe case of absence for more than two dags,official docto note issued by hospital
will be required.

Students shouldsubmitdocumentsimmediately upon theireturn to schoolndwill receive an EAP Excused
Absence Form when all of the studé@nteacters have excused the absence by signing the folne 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 submittedhat same day to be official.

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

Excused absence due tdeath in thefamily

According tothe closeness of the relationship the student, a death in the family may beason to
excusea part of & (i dzR 8bgeinc@fithey attend funeral ceremoniesThemaximum excused
period of absence is:

a) FHrstdegree of kinship 5 days

b) Second degree dfinship 3 days
c) Third degree of kinship 1 days
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Grading

Grades are determined by scores received on examigzesassignmers, and class participation. Students
will receive gradetwice a semesterafter midterms and finals. Grade point averages@ieulated on a4
point scale (AF). EAP students receive Skill grades and Performance grades. Skill gradasljréased on
tests,presentations and major homework assignmentBerformancegrades arausually based oattendance,
participation,some minor homework assignments, and attitude in class. Refer to each t&@skkabus for
specifics.
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Grievance Procedure

LUJ 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 opatrticipating in its settlementsge page 23)

Example of an EAP Grade Report Example of an EAP Excused Absence Form
EAP Excused Absence Form

LAKELAND UNIVERSITY JAPAN Mot Bleforn you B3 i s Forn, ELGn aither & donmn or.a lesier & peerve yous sbumce

# PROCEDURE
EAP PROGMI @ L Full i the snedemt secnon @ English. Desorabe your reason for shoence 1 IP'K:.:-C ally &s poiatile

(6, “Caraghd fBorasa™ “Trais wank delayed fox by s Do 10 B s o a it )
20X =20 XX o 20 comense yor Seachers sbonst yrug shoemce with thee forre s e docrzment | ety o pron v
GRADE REPORT - FINAL AKELAND ,  nence, s B L sechons g
+UNIVERSITY+
II? IXXNXX JAPAN
First Name: Taro i . -
; Ame: | Today s due ses Whes YOU were absent
Last Name: Lake | —
SUMMER 20 xx |GPA: 3.0 0 | Desenptice of docussent | letier
Claca: HI1 Perf | Skill | Class |Attd |Abs | Ex.Abs | Teacher |Dwesescmmen
“"”“i"g"s”e_’l‘i'_"“_ _BC_ ) B | 55 | &5 | c| v \Lfﬁ.\ Bebow are ts be sigmed by your lnsiructors.
Writing AB | B 55 L 0 / ,{1",._,-'( Listening aund Spenking Instractor
- - O Excos r
Reading BB |55 |85 | 0| © | Q:{Zl o a:na:: B | L p——
FALL QFA D Aane! » O Excwied N emewied
20 % :
Class: | 43 Pv.-rl'i 8kill | Clase Attd |Abs |Ex.Abe | Teacher Sapuatize Dise
Listening,Speaking 1 B | = 7 ) ~ Writing Instrecior
## 57 57 0| o
Wiiting A AR 57 5 f’ o ] 1_.:.1\;& DOPendng  — |Work £o b completed
Reading Al B |57 | 561t o ?{—F | Dse e s O Esswed st encused
1

Sagnatice Date
SPRING 200X | GPA: =

Readimg fnurucior
Class: Perf | Skill [ Class | Attd |Abs | Ex.Abs | Teacher A
Listening/Speaki OPFendng  — |Work 52 be complesed
Writing | | Dt e ¢ DOEwmed Clest excuied
Reading Sapnare Dz

EAP Covrdines's tignatars — Dhars__
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Transferring to Lakeland

Students who wish to transfer to Lakeland from another college/university must be in good academic standing
and must submit official academic transcripts from all other colleges/universities attended. Only those courses
similar to Lakeland University coessin which the student has earned a grade of "C" or better will transfer.
Grades earned at other colleges/universities are not included in the Lakeland University GPA.

The Lakeland credit unit is the semester hour, which is equivalent to 1.5 quartes.lduwork completed at

other colleges will be converted to semester credits when evaluating transferable credits.

Upon acceptance to Lakeland, transfer applicants will receive an evaluation of their transferable credits with a
listing of the courses mired to complete a Lakeland University degree. All transfer students must complete a
minimum of 24 semester credits of coursework at Lakeland University Japan campus in order to earn a
Lakeland A.Adegree.

Transfer Credits

Students who have earned academic credit prior to being accepted to LUJ must submit their official transcripts

02 GKS ' RYAYAAGNYGA@BS hT¥FAOS G GKS GAYS GKSe FLLX & 7
transcripts must be in English. Némerican university transcripts must be accompanied by an official ceurse

by-course evaluation of all academic coursework translated in English. Students will have to pay the fee

required for having their transfer credits evaluated by an outside agency.t€thdt successfully transfer to

[ ' wQa FOFRSYAO LINRPINIY YI & NiBddinlAS&iata d ATS Degyrge (G KS NI |j dzA N
Requirements Despite the overall number of transfer credits, students are required to take (a) at least 24

credits at LUand (b) all required courses.

Adult Student Admission

Students who do not immediately attend college after graduating from high school are termed "adult." Adult
applicants who have graduated from high school within the past three years must submdr/SAT test

scores and high school transcripts with their application. Adult applicants who have been out of high school
three years or more and whose grag@eint-average was 2.0 or greater are not required to submit ACT or SAT
test scores. The applicatis of adult applicants whose grageint-averages are less than 2.0 will be reviewed
by an Admissions Committee and additional materials may be requested.

Credit and Advanced Placement by Examination

Lakeland accepts College Board Advanced Placemantiation (AP), International Baccalaureate (1B),

College Level Examination Program (CLEP) and Defense Activity foradaional Education Support

(DANTES) tests as a service to students who wish to earn credit for dellefjachievement. On most tiss
enrolling students who achieve a score of 3 or higher on an AP, a score of 4 or higher on all Higher Level IB
exams, and 55 or higher on a CLEP or DANTES exam may be awarded college credit and will be exempted from
the equivalent Lakeland course regemnent. Students may not receive AP, IB, CLEP or DANTES credit for any
subject area in which they have already taken college coursework. Students who have completed 85 or more
semester credits of college coursework are not eligible for AP, IB, CLEP orDZketiE Lakeland allows a
maximum ofl5 semester credits of credit through equivalency exams.

CLEP tests fall into two categories: (1) General Exams, and (2) Subject Area Exams.

The General Exams in English composition, humanities, mathematics, Irsti@reces, and social
sciences/history are designed to assess knowledge of fundamental facts, concepts, and basic principles as well
as the ability to perceive relationships.

Retroactive Credit for Foreign Language Study

Students who complete a Lakeland University foreign language course above tsefirsster level with a

grade of "B" or better will also receive credit for all foreign language courses that are the prerequisite to that
course. Retroactive credit is awad to only those students who are studying a language that is not their
native languagef-or Japanese coursesgreximum of 11 semester credits, not including the completed course,
may be awarded. The course taken to earn retroactive credit must be tliestis first college course in the
language.
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Academic Policies

The following policies guide the matriculation, withdrawal, and graduation of Lakeland students, as well as
establish the normal rules by which classes are conducted and credit is granted.

Contingent upon continuous enroliment, students will be allowed to complete any degree program offered by
Lakeland University on the date of their first enrollment in the university, provided no substantive curricular
changes have been made.

Lakeland's academic policies all assume that the basic credit unit is the semester hour. One Lakeland semester

hour is equivalent to 1uarter hours. Unless designated otherwise, all Lakeland courses carry three

semestethoursof credit To be considered F-dzZA ¥ S ¢ | &addzRSyd Ydzad 6S SyNRff SR
of 12 credits (four redit courses). Those students who need fewer than 12 credits to graduate may take

fewer coursesn the last 2 semestersStudent visa holderswustbe enrolled fulltime for all semesters.

Students could drop one course per semester, but if @egponsored by the Gl Bill, 9 credits must be

maintained.

Students who believe they have legitimate grounds for appealing or being excluded from theneeuis of
any Lakeland academic policy included in Haadbookshould address those appeals to the Associate Dean.

Class Year Classification

The following sections state some of the specific criteria used for separating Lakeland students inavelass |
categories. In several cases, the sections include policies that apply only to the students classified in a specific
category.

All students who have been officially accepted by the university as candidates for the bachelor's degree will be
classifed as freshmen, sophomores, juniors, or seniors according to the following criteria:

Freshmen Students who have earned fewer than 30 semester credits.
Sophomores Students who have earned at least 30 but fewer than 60 semester cred
Juniors Students who have earned at least 60 but fewer than 90 semester cred
Seniors Students who have earned 90 or more semester credits.

Associateof Arts (A.A.)Degree Requirements
In order b complete the requirements fdtUBI 8 a2 OAF 1SQa RSINBS: SIF OK aiddzRSyli
1. Complete the degree requirements listbelow.
a Demonstrating collegéevel proficiency in each of the required College Skills areas:
readingand writing.
b  Completinghe requirements in Rhetorical Skibgd Quantitative Skills.
¢ Participating in the Critical Thinking Core with completion of Core |
d Completingseven (7) of eight (8)istributional studies areas
Complete at least 60 semester credits of college credit
3. Earn a minimum of 24 semester credits of collegedit through Lakeland Universifapan
Campus.
4. Maintain a cumulative gradpointt @SNJ 38 2F +d St ad woen Ay GKS |
curriculum.
5. Students, who are nonative English speakers or entered LUJ with TOEFL/IELTS score, are
required totake an exit TOEFL test for their last semester.

N

Under thedistributional studies areastudents 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 exempa fabject area,
they can count this as having met the requirement for that subject area. The eight subject areas are:
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Art, Music, or Theater
History

Literature and Writing
Mathematics*

Natural Sciences
Philosophy and Religion
Social Science

World Languages**

* The math course must be abotrgermediateAlgebra, such as Probability and Statistics;@akeulusor Calculus.

** Please note that students who enter LUJ based on a TOEFL test score can be exempt from this category if they are
fluent in a language other than English.

Students must complete course requirements in the following subject areas:
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*Students who pass the proficiency exare exempt from theecourses.
** Introduction to Biology, Calculus | and Elementary language courses areréuir courses. Newspaper
Practicum is a oneredit course that can be repeated up to four times.
***Elective courses include: Introduction to Mass Mediroduction to BusiessHospitality coursesetc.
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Course Offerings

SUMMER TERM (MAY-AUG)

FALL TERM (SEP-DEC)

SPRING TERM (JAN-APR)

Required
Courses

Writing Workshop
Reading Workshop
Composition |
Composition 1l

Public Speaking
Intermediate Algebra
Core |: Knowing the Self

Writing Workshop
Reading Workshop
Composition |
Composition 11

Public Speaking
Intermediate Algebra
Core |: Knowing the Self

Writing Workshop
Reading Workshop
Composition |
Composition 11

Public Speaking
Intermediate Algebra

Core |: Knowing the Self

World History Il

World History Il

Art & Music

Music History & Appreciation Music History & Appreciation Music History & Appreciation
Drawing | Drawing | 2-Dimension Design

Image Editing/ Photoshop Web Design Web Design

Art History Il

[History

U.5. History | U.S. History | U.S. History |

U.S. History Il U.S. History Il U.S. History 11

World History I*
World History Il

|Literature & Writing

IHumanities | [Humanities | JHumanities |
& [mathematics
B |Pre-Calculus Pre-Calculus Pre-Calculus
& |Probability & Statistics Probability & Statistics Probability & Statistics
o Calculus |
S [Natural Sciences
£ |intro to Biology |Iintro to Biology lintro to Biology
£ [Philosophy & Religion
E Intro to Philosophy Ethics Logic
6 |Religion in America Eastern Religious Traditions Western Religious Traditions
Social Sciences
Introduction to Sociology Introduction to Sociology Majority-Minority Relations
Principles of Microeconomics**** Principles of Microeconomics**** Principles of Microeconomics****
Principles of Macroeconomics**** Anthropology of Japan Principles of Macroeconomics****
Intro to Anthropology
US-Japan Relations
General Psychology
Race, Ethnicity, & Gender***
IWorld Languages
Elementary Japanese | JPS101, 102 Elementary Japanese | JPS101, 102 Elementary Japanese | JPS101, 102
Intermediate Japanese Il JPS 201, 202** Intermediate Japanese Il JPS 201, 202** Intermediate Japanese Il JPS 201, 202**
Elementary Chinese | Elementary Spanish |
Introduction to Computers Introduction to Computers Introduction to Computers
New Media Writing Lab New Media Writing Lab New Media Writing Lab
_g Food and Beverage Management Introduction to Hospitality Mgmt. Accommodations Management
E Introduction to Business Introduction to Business Introduction to Business
] Introduction to Mass Media 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.

*Sometimes replacedith History of Europe

**|f enough students enroll

*** Students taking this coursafter Fall 2016 can use the credits towards the social science requirement.

*** * Microeconomics is pre-requisitefor Macroeconomics.

Academic Calendar
LUJ's academic calendar consists of summerafadlspringterms. Each of the terms include413 weeks of
class sessions and a emeek exam period.

Summer term: earlyMay - early August

Fall term: early Segember - early Deember

Springterm:  earlyJaruary- early April

Summer, Falland Spring Term Policies

Enroliment in four courses (24 semester credits) is the normal ftithe student workload during the
summer, fall, and springerms. Sudents who have maintained a grag®int-average (GPabove 3.0 or who
have approval from the Associate Dean may eriaslmore than ¥ semester credits during a ternThe
students pay the tuitiorbased on the number of credits for which they register
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Registration

Students must be officially registered for all courses for which they intend to earn credit. Registration dates
are included on the academic calendar. Fiinste students will receive registration materials from the
Administrative Officeluring the orietation. Follow these steps for course registration:

1. Checlthe class scheduli®r the next semester on the LWJeb pagebefore the scheduled
advising period.

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

3. Prepare for your registration atking 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 datke 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 ardwrig 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 ngesbaards.

7. On your registration dg log on to my.lakeland.edu in order tegisier your preferred coursest
is recommended t@omplete your registratioon your registration dgin order to have the
highest priority in selecting courses.

8. Check your rgistration statughrough my.lakeland.edif 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. Tiesised Shedule of Courses may be found on Student Resowftes
LUMWeb page

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 informatibut 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

2. Transfer Planning Session

3. International Student Session

4. Graduating Stlents Session

Syllabi

Students are expected to carefully read the syllabus for each course. The course syllabus contains essential
information, includingcourse descriptionsoutcomesyequirements, class policies, grading criteria and the
professor'soffice 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 a ¥200 fee.

Grading

Letter grades are converted to numbersabtain a Grade Point Average (GPA). 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.

The grades of A, AB, B, BCCD, D and F are used to indicate the following:
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The grades/notations of I, P, *, W, AU, UAU, WAU, and NR are also used as follows:

I = Incomplete: Indicates that the student has the prior consent of the instructor to complete required
coursework after the end of theegular term. An "incomplete" grade will not be entered in the student's
record without a signed contract between the student and the instructor. This contract must be submitted on
or before the last day of final exams for the relevant term. This foravédlable in the Admistrative Ofice.
Incomplete grades, if not resolved, are changed to the grade recorded on the incomplete contract in accord
with the following rules:

1 Fall term "Incomplete” must be completed by the end of the following spring term.

1  Spring term "incomplete” must be completed by the end of the following summer term.

1  Summer term "incomplete” must be completed by the end of the following fall term.

Incomplete grades may not be awarded to international students during their finalaetrakeland University.

P= Pass: Given in courses which graded on a pass/fail basis.

* = Repeated: Indicates a repeated course along with the original grade received.

W = Withdraw: Indicates that the student has formally withdrawn from a course.

Formal withdrawal must be completed before the published withdrawal dates for all terms.

AU = Audit(not offered at LUJ)Used when students have formally declared that they are taking a course on
an audit basis and have competed all work required of estdidents by the course instructor. Formal
declaration of audit status or withdrawal from an audit must be completed on or before the date announced
as the last day to withdraw as indicated on the academic calendar for the relevant term. Failure tchmeet t
instructor's conditions will be recorded &AU;, withdrawal from the course will be recorded AsAU. These
marks are not computed in GPAs. Refer to the section on Auditing a Course for more details.

NR= Not Reported: This is a temporary mark. It iaths that the grade for the course had not been received
by the Registrar at the time the grades were reviewed.

Grade Reports

Midterm and final grade reports are available at my.lakeland.edu at the end of each grading period- Printer
friendly versions e also available on this website. Although parents may provide a major portion of the
financial support for a student's education, they will not automatically receive college grade reports.

Grade Changes

Once grades have been submitted to the Registthanges of grades must be approved byRnevost of

Lakeland Universityraculty may initiate a grade change if an error was made or when no grade was entered
upon initial grade entry. If a student identifies an error in the final grade, the student finstscontact the

instructor to resolve the issue, and if the issue cannot be resolved between the instructor and student, the
student may submit a grade appeal following the procedure outlined below. Students are responsible for
monitoring grades duringnd at the conclusion of a course, and addressing concerns as they arise during the
course. Changes of grades will not be permitted on the basis of work submitted after the end of the semester.

Grade Appeal Policy

At the end of the semester, finalfficial grades are available to students on my.lakeland.edu. If a student
identifies an error in calculation or has reason to believe the grade posted on my.lakeland.edu differs from the
grade earned, the student may initiate a grade appeal. Studentsguiistions about their grades must first
contact the instructor. If the student is not able to resolve the concern with the instructor, the student may
submit a written grade appeal to the Associate Dean. Grade appeals may be appropriate when there is a
miscalculation or error on the part of the instructor or when the student is not held to the criteria identified in
the course syllabus. Grades cannot be appealed on the basis of work that was submitted after the end of the
semester or after an "incompletefue date, or for work that was not submitted as directed by the instructor.
Grade appeals must be submitted no later than three (3) weeks after the university posts the official grade.
Students submitting a grade appeal must include a written letter okapm completed Grade Appeal Form,

and all appropriate documentation. If necessary, the Associate Dean may form an Appeal Committee to
investigate and review the appeal. A final decision will be made by the Associat@Dibappeal

Committee The dedion of the Associate Deam the Appeal Committee will be final.
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Course Guidelines/Numbering/Policies

LowerLevel Course400's

These are courses with no prerequisites which are generally taken during the freshman year. These courses
introduce studets to the field at large, including common terms and specialized languages in the field, central
strategies and methods of investigation in the field, and/or basic facts and concepts within the field.

LowerLevel Courseg00's

These courses are gendyalaken during the freshman or sophomore years and have no prerequisites, but
expect that the student has some college experience. These courses introduce students to content within the
field or subsfields, including posintroductory-level language, methds, and concepts (building on Hfvel);

the application of concepts and methods within a major area of the field (surveys); beginning research skills;
and/or critical thinking about the field and how it worl&tudents with fewer than 24 edit hours canot

enroll in 200level courses.

Intermediate-Level Course800's

These courses are generally taken during the sophomore or junior years and are usually the first within a
professional/preprofessional sequence. These courses explore partiputdsiems, topics, or techniques
within the field and emphasize the application of basic skills to explore these topics and problems.

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

Academic Advising

The core of academic life at Lakeland is the relationship between its faculty and its students. While rules and
policies are necessary, they are never an effective substitute for the personal interaction between an
inquisitive learner and a willing teacher. Lakeland University strongly encourages positive and productive
relationships between students and faculty, both in and out of the classroom.

In the academic program, students are matched with a faculty advisorglthiir first semester. Advisors

help students (a) adjust to University life and University procedures; (b) make responsible choices regarding
the opportunities offered in theWlJ curriculum; (c) select the proper courses that will allow students to
graduae in a timely manner; and (d) help students select a major and to choose an appropriate institution for
further studies.

While students are expected to be responsible for their own academic decisions and curricular requirements,
they will find that the me sure source throughout their Lakeland academic careers of friendly concern,
supportive encouragement, and accurate academic advice is their faculty advisor.

The college experience presents many opportunities for personal and academic growth. Wheletstud

academic advisors help with their academic paths, students will also have a team dedicated to helping them to
navigate the overall college experience. This team will help students with the multiple issues they face as they
transition to Lakeland Unérsity, as they develop their collegiate path and focus, and as they transition out of
college to start a career or to obtain further education.

Faculty Office Hours

Astrong 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 lectuseto 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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Class Attendance
Students are expectkto be present and punctual in their attendance at all class sessions. Individual course
instructors are responsible for clearly notifying students of their unique and specific class attendance policies.

Absences for illness or injuryay not beexcuseds A 1 K2 dzii | LIKE@AAOAlIYyQa tWe2dS | yR ai
doctor@ notesto their instructorswithin two days of returning to schodhstructors decide whether to accept

such excusedardiness due to transportation probleralso may nobe excused withoua delay slip from the

train company, which must be submittehat same day to thestructor.

Adding or Dropping Courses

Students may drop and add courses through the end of the first week of classes. Adding and/or dropping
classes may be done person in theAdmiristrative Office. All adds and drops require the approval of the
student's faculty advisor. Such approval ocauith the signature of the advisor on an Add/Drop Form.
Students assume all responsibility for adding and/or dropping cauireluding the accurate completion of
the submission of an add/drop form to the Administrative Office prior to stated deadlines.

Withdrawing from a Course

A student who wishes to withdraw from any course may do so until the end of the published avithiddates.
Official withdrawal from a course requires that the student secure approval from both the course instructor
and the academic advisor. Course withdrawal forms, for the purpose of recording that approval, may be
obtainedfrom the Administrative ®ice. Students assume all responsibility for withdrawal from courses
including the full completion and submission of course withdrawal forms. Class absence without official
withdrawal will result in a failing grade in the course.

Sudents shouldbe awake that they will be placed on academic probation if they do not successfully complete
a minimum of 9 semester units each term without official appro@autrses from which students have
withdrawn appear as a "W" oit K S & (ipdzR&hygnii a@alemic recordbut the W grade desnot affecta

a0 dzRSY (i GRA. 2 GS NI f ¢

Administrative Drops for No#ttendance

1. Lakeland University reserves the right to administratively withdraw a student from clafs{&slure to
attend classes or commence enrollment* during the first part of the term without an approved excuse.
Excused absences may be granted at the discretion of the instructor.

2. Withdrawals from fulterm courses (Summer/ Fall / Spring) :

a. If a student fails to initiate the drop/withdrawal process and has never attended the class or commenced
enrollment* by the10th day of ternfor full length semesters or terms, the University will initiate an
administrative withdrawal for norattendance.

b. Tuition and financial aid refund calculations will be based on the day prior to the start of the term/semester.

Repeating a Course

Students may repeat a course up to two times, but will receive credit for the course only once. The highest
grade received will be computed into the cumulative graubént-average (GPA). All attempts of repeated
courses, including the grades received, veithain on the transcript even though only the highest grade is
included in the cumulative GPAhe only exception to this rule is Newspaper Practicum, which can be taken up
to four times with credit earned each time.

Study Groups / Tutoringervices

Students are encouraged to exchange contact information and form study groups. Students are also
encouraged to visit théearningCenter for tutoring assistances¢ed_earning Centérsection).
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Academic Standing

Academic standing categories are used to distinguish those students who are doing exceptional work from
those who are performing satisfactorily and from those who are not meeting Lakeland's minimum

achievement expectations. While consistently exceptiomafg@@mance over the full academic career is

required to earn graduation honors, exceptional performance for one term may earn a place on the Dean's List.
Lakeland's academic standing categories are fully described in the following sections.

Graduation Hmors

To be eligible for graduation honors, a student must complete a minimum ehalef the coursework (60
semester credits) required for B.A/B.Sc. graduation through Lakeland University. Only those grades earned in
Lakeland courses will be used when calting Lakeland gradpoint-averages.

The Dean's List

A dean's honor list is prepared at the close of each summer, fall, and $pnng The Dean's List includes
those fullime students who have attained a grageint-average of 3.5 or better for the term. Grades earned
in courses transferred from another college are not included in the Lakeland GPA.

Standards for Academic Good Standin

Students must maintain a minimal grageint-average (GPA) during each of their terms at Lakelamigersity.
These term GPANnd cumulative GPstandards are as follows: freshmerd.75, sophomores 2.0, juniors

2.0, and senions 2.0. Students who fail to get these minimal term and/or cumulative GPA standards face
academic probation, suspension, or dismissal from the university.

Summary of Standards for Academic Good Standiminimum requirements for each class)

Class Standing Required Minimum Required Minimum
Term GPA Cumulative GPA
Students with fewer than 1.75 1.75

30 earned credits

Sudents with more than 2.0 2.0
30 earned credits

The intent of these minimum performance standards is to encourage students to strive to excel in their college
classes, thereby enhancing their own future opportunities for employment and the timely completion of their
college degree programs. Maintenanakgood academic standing and minimum academic progress is also
required in order to retain eligibility for future financial aid awards.

CKS '3a20A1GS 58Sty gAftt NBGASE SIOK aitdzRSyidiQa GSNY
his or ter designees, including but not limited to the RegistBased on the findings of this review, the

Associate Dean will implement the following policies.

Academic Probation, Suspension, and Dismissal

Probation: Students whose term GPRaad/or cumulative GPfealls below the minimal standard will be placed

on academic probation for the following semest8tudents who are placed on academic probation will
receive a warning letter indicating their need to improve their overall GPA and messt with the Associate
Dean to discuss their performancEhese students must also meet witudent tutorsto establish the terms

of their probation. Students must fulfill the terms of their probation and improve their overall GPA each term
until they have earned a return to good academic standing.

SuspensionStudents who fail to fulfill the terms of their academic probation or wilawe received two

warning letters and still have not improved their performamaaybe suspended for one semest&tudents

from outside Japan on a student visa must leave Japan for the suspension péréoch suspended student

has been away from Lakeland University for one semester, he or she may apply for readmission through the
Administrative Office. A student whhas been readmitted to the college after a period of academic

26

Dt



suspension will return on academic probation. Appeals to the above policy decisions may be made to the
Associate Dean.

DismissalStudents who are readmitted after an academic suspensionfaihtb meet the appropriate term
GPA standard will be academically dismis&tddents who are admittedn conditional acceptanceut who

fail to achieve the required term GPA in their first semester may alstidmissedDismissed students may no
longe enroll in Lakeland University coursework and are ineligible for readmission to Lakeland University.
Dismissed students who are on an isgdnsored student visa must leave Japan.

Summary of Academic Probation, Suspension, and Dismissal Rules

Probation
Students withfewer than 30 semester credits
If term o cumulative GPA falls beloin75

Students with more than 30 semester credits
If term or cumulative GPA falls below 2.0

Suspension
Failure to meet the terms of probatiomr no improvemenafter receiving two warning letters

Dismissal
After readmission following suspension, failure to meet the appropriate term GPA stgrtard
failure of achieve the required term GPA for students with conditional acceptance

Behavioral Suspension or Dismissal

Students who have violated established rules of the Lakeland University community, as published in the
university's Student Handbook, may be immediately suspended or dismissed from the university. Unless other
action isspecifically approved by the Associate Dean, behavioral suspensions will result in the award of failing
grades in all enrolled classes.

Plagiarism and Cheating

Lakeland University expects academic honesty from all of its students. It is assumed tivatkherned in by

a student is the student's own work. Cheating, plagiarism, or other kinds of academic dishonesty are
considered violations of established university expectations and may result in penalties ranging from failure of
an assignment to disnsal from the university, dependent upon the severity of the offense. It is the student's
responsibility to understand and avoid plagiarism and cheating. Students who believe they have been unfairly
accused or penalized may submit a written appeal, statiegspecific details of their situation, to the

Associate Dean. Where appropriate, the Associate Dean may take such appeals to the Academic Appeals
Committee for a formal hearing and decision. In matters of plagiarism and cheating, the decision of the
Acacemic Appeals Committee is final.

Withdrawal from the University

Students who wish to withdraw from Lakeland in good standing either during the middle of the term or after
completing their current coursework must contact tAdministrative Office, Academic Advisors, or the
Associate Deaat least 24 hours before leaving the campus. It is important to make this contact early because
the official withdrawal process includes a series of important actions, including, but nigditoi completing

a Withdrawal from University form; returning equipment, books, and/or keys; clearing one's financial
accounts; and participating in a brief exit interview.

International students with school sponsoreiba must consult with an Internatal Student Coordinator to
discuss the serious immigration consequences that may result from withdrawing from Lakeland.
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Medical Withdrawal and Family Leave

A request for medical withdrawal or family leave may be made in extraordinary cases where serious physical
or mental iliness, injury, or another significant personal situation prevents a student from continuing his or her
classes, and where incompletesather arrangements with the instructors are not possible. All applications

for withdrawal require the completion of a Withdrawal from the University Form availabia the

Administrative Office; thorough and credible documentation of the intervening eistances; and the

approval of the Associate DeaXote: Requests for medical withdrawal or family leave from a single course in

a term when several courses are taken will not be granted.

A student may request and be considered for a medical withdrawahvexéraordinary circumstances, such as

a serious illness or injury, interfere with class attendance and/or academic performance. The student must
have been or currently be under medical care during the current semester and must provide verification from
aprimary caregiver in order to be considered for a medical withdrawal from all classes. The medical
withdrawal policy covers both physical health and mental health difficulties.

A student may request and be considered for family leave when extraordinaspme reasons, not related to

the student's personal physical or mental health interfere with class attendance and/or academic performance.
Examples include care of a seriously ill parent, sibling, child or spouse, or a death in the student's immediate
family. Documentation from appropriate sources must be submitted in order for such a request to be
considered.

Readmission to the University

Students who have withdrawn, fallen out of continuous enrollment, or who have been suspended from the
university nust apply for readmission to the Administrative Office in order to benmmlled in Lakeland

classes. Application for readmission should be made at least two months prior to the date on which the
student wishes to begin coursework. Successful readmissiuires the complete payment of all prior

balances due to the university, and the approval of the Associate Dean or his/her designee. Students who were
suspended or who were not in good academic standing at the time they left the university will betasked
submit grades from any colledevel coursework they may have completed elsewhere and/or letters of
recommendation from any employers or supervisors who observed their work during the time they were
absent from Lakeland.

An overall review of the studd's records relating to his or her prior experience at Lakeland University will
occur. This review will include academic performance, conduct, participation in campus community life,
compliance with financial obligations, and any other factors deemed aeteW he university reserves the right

to make the readmission decision based on any combination of the above factors in the best interests of the
student as well as the university community. The policy applies to all readmissions regardless of the reasons
for the student's initial withdrawal or suspension from the institution.

Readmitted students are subject to the degree requirements in effect at the point of their reentry to the
university. Students readmitted after suspension are placed on acadentefiwa for their first term of re
enrollment and must meet the terms of probation in order to be eligible for continuing enrollment.

Readmission Following Suspension

Students who have been suspended may apply for readmission after one academic sdrasgtzpsed.
Successful readmission requires the complete payment of all prior balances due to the university, and the
approval of the Associate Dean. Students who were previously suspended will be placed on probation status
upon readmission until their agsework merits a return to good academic standing. Students who have been
readmitted following a suspension must improve their overall GPA each term until they have earned a return
to good academic standing. Failure to earn a return to good standingesiillt in dismissal from the university.
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A.A. Degree Graduation Policy

The official graduation dates are the dates of the graduation ceremony in Aagd&lecemberThe date for
spring term graduates is the day grade submissiorthe officialgraduation dates arpublished on transcripts
and diplomas to indicate the day on which graduation requirements have been completed

Application for Graduation
It is the responsibility of the student to notify the Administrative Office of his/her intention to graduate by
attending the session for graduating students in the final semester.

General Graduation Policies

Financial obligations to the university, inding the payment of all fines, must be met prior to the granting of a
diploma. Students who have not met their financial obligations by their proposed date of graduation will
receive their diplomas and requested transcripts when satisfactory arrangerfmmfisancial obligations have
been completed.

Outstanding transcripts from other institutions that contribute to the completion of degree requirements must
be received in the Administrative Office at least two months before the official date of griadu#tsuch
transcripts are late in arriving, final granting of the diploma will be delayed until all transcripts have been
received and processed.

Diplomas will be issued to graduates after the term in which all graduation requirements are compldted an
financial obligations to the university have been met. Eligible students are encouraged to attend the
commencement ceremony to celebrate accomplishments and receive a diploma. Transcripts, noting the
completion of degrees and honors, will be availablthinione month after all graduation requirements have
been completed.
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Bachelo@ Degreein Wisconsin, USA

Bachelor's Degree Requiremerftr Lakeland University (Wisconsin, USA)

Lakeland Universitin WisconsinUSA (LUWjwards three bachelor's degreeshe Bachelor of Arts (B.A.), the
Bachelor of Fine Arts (B.F.A.), and the Bachelor of Sciences @l 8f)which require successful completion of
a course of study that includes exploration of the core disciplines ofltkedli arts and sciences.

In order to complete the requirements for any bachelor's degree at Lakeland University, each student must:
1. Complete the Interdisciplinary Studies requirement by (for the specific requirements of each
Interdisciplinary Studies area, refer to the "Curriculum" section of this catalog):

a Demonstrating collegéevel proficiency in each of the required College Skiksis:
reading, writing, and mathematics.

b  Completing Distributional Studies requirements in Rhetorical Skills, Quantitative Skills,
and seven (7) of eight (8) distributional studies areas.

¢ Completing the Critical Thinking Core Sequence requirements:ICGore Il, Core llI;
or the Honors Program Sequence.

2. Complete an academic major. For the specific requirements of each major, refer to the
"Curriculum” section of this catalog.

3. Complete at least 120 semester credits of college credit, of which rre than 6 semester
credits may be from GEN 09%oundations of English, GEN 1@bllege WritingVorkshop,
GEN 101 Reading Workshop, GEN 1-0&athematics Workshop, GEN 10Bollege Success
Workshop, and GEN 10%earning Skills Developmentg@meser credit9, or their equivalents.

4. Earn a minimum of 30 semester credits of college credit through Lakeland University. Of the last
30 semester credits credited toward the degree, 24 semester credits must be earned through
Lakeland University.

5. Maintaina cumulative gradgoint-average of at least 2.0 in the Lakeland major and minor areas,
and at least 2.0 in all coursework taken through Lakeland University. Education majors are
required to maintain a GPA of at least 3.0 in all the coursework appligtetoajor, minor,
professional sequence, and Interdisciplinary Studies requirements.

6. Complete at least onthird of the coursework required for the Lakeland major(s) and minor(s)
through Lakeland University.

7. Attend a total of 24 collegeponsored finearts and lecture series events. For those entering as
transfer students, the number of required events is determined according to class standing at
the time of enroliment at Lakeland as follows:

A freshman (6.4 semester credits)attendance at 24 events

A seconesemester freshman (239 semester credits)21 events

A sophomore (3@15 semester credits)l8 events

A secondsemester sophomore (469 semester credits)L5 events

A junior (6074 semester credits)12 events

A seconesemester junior (7889 semester credits)9 events

A senior (90 semester creditsp events

A seconddegree candidate exempt

= =4 =8 -4 -4 -4 -8 A

Selecting a Major

Students are required to select a major before registering for courses injtiméar 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.
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Recommended UW Majors

If students can selectmajor prior to completing thellJ program, they can take elective courses in their field
and be better preparedThe list below includes the majors eféd at the home campus thaeemmost
appropriatefor LUJ graduatest-or other majors atWW, please see theourse catalogn LUN website.
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Requirements for an Academic Major
Major requirements are outlined in the acenhic catalog, availablat the LUW websitecatalog.lakeland.edu

Transferring toLUW

LUJraduates are guaranteed acceptance to the home campus in Wisconsin, USA. StuderittJévasr
junior-yearstudents are guaranteed ecampus housing. THeJJtaff works closely with UWto ensue a
smooth transfer process.

Scholarships

LUJraduates who transfer tatUWare guarateed an annual scholarship o5$00 ¢ $8,000 depending on
their overall GPA up to previous semester of the graduatidre scholarship ignly awarded for fulttime
students

GPA 2.0@ 2.99 Lakeland Scholarship uUS $,000
GPA 3.0@ 3.19 Faculty Scholarship uUS $,000
GPA3.20¢ 3.24 5SIyQa { OK2f | NBEJUS®D00
GPA 3.2% 4.00 t NSBaARSyiQa { OKUSHBDONAE KA LJ
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Transferring to OthelColleges / Universities

Students are not limited to transferring to thdJWcampus. Students can also transfeo tollegesand
universities irthe U.S, Canadaor around the worldIn general, it is very difficult to transfer to Japanese
universities as third year studentsUJwill support students during the transfer process much as possible

In December 201Q,UJXkigned an agreement witthe School of Global Studiekama UniversityKanagawa,
Japan), providing students the opportunity to transfer directly to the Schb@labal Studies as thirgear
students. While enrolled dtUJ students caralsotake courses and receive credits from Tama University.

Registering folLUWclasses

Students planning to continue their studieslagWwill need to preselect courses. Details will be announced
during the LUWApplicationSession." Students will need to declare a major before selecting courses (see the
Recommended LUWIM2 2 NE ¢ aSOGA2Y F2NJ Y2NB AYyTF2NNIGAZ2Yy 0O

In addition to required cowges for major studiesyon-Americanstudentswill be requiredto take a 2credit

O2dzNBS SyYydAdft SR a¢NIyaAarildAzy (2-ndtive StdtknGIget dccubtofd td v ( N2 R dzO
life in the U.SAll transfer students will be required to takeo Interdisciplinary Studies courses (one each

from the "Core 11" and "Core 1" categorieSglect yout UWcourses carefully to ensure that you can

complete your general studies and majequirements in a timely manner.
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International Students

International Student Sessions

International Student Sessions are held each semester, and attendance is MANDATORW flemadl holding
LUJsponsored studentisas Thesessions aréeld to provide students with updated visa information and
other policychanges.

Visa Sponsorship Information

A. Overview and Visa Regulations
LUJponsorsstudent visas for international students upon enrollment. Students must be enrolled
GFAA¥SE YR | 0ARS s sdt byfJlandiize T8y olmmygritionSBraadet I (

B. Change of Visa Status
Students wishing to change their visa status to a student visaldhmake an appointment with
member of theAdministrative Officéo complete all required paperwork. Studentsist understand
that the TokyolmmigrationBureau makethe final decisin regarding visa eligibilitystudents can
confirm with theLUJtaff whether any required documents are missiNgxt, studentsieed to
submit application documents to thEokyolmmigrationBureau

C. Visa Extensios
Requestsfor extending visas shoultk made through th&éUJAdministrative Officat least 3 months
prior to thevisa expirathn date

¥ 6,000 Within 3 months of visa expiration

LUD Administrative Officavill contact students via-enail if their current visas close to expiration.
Sudents are required to schedule an appointment to begin the visa extension proce%ds. A2
appointment will be scheduled to confirm all paperwork and complete payment. Fisaligents
need tosubmit their appltation paperwork to thél okyolmmigrationBureau

D. Additional Visa Policies
a. Personal Contact Updates:
International students must provide updated contact inforneatito the Administrative Office
They also ned to inform theAdministrative Officef changes in such documents asw
pasgorts, visasresidencecards, healthinsurance cards, addresséslephone numbersand
especially newmame changes Updates should also be provided for financial sponsods an
emergency contacts.

b. Traveling:
International students are required to inform theedministrative Officavhen traveling outside
the Kanto area. Travel Information Forms are available irAministrative Officeand must
be submitted before departure.

c. Parttime work
Student visa holders ai@lowed to work a maximum of@hours perweek during the
semester andlO hours per week during semester bregk® more than 8 hours per day)his
includes any typ of paid work (on/off campusYhe 28hour limit applies to all work
undertaken by students; in other words, the hours worked at all jobs must not exceed 28.
Students working paftime are required to fill in the contact information and work details on
the Visa Recipient Agreement form.
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Leave of Absence

1. Residents of Japan need toypacility and other school fee

2. If Student Visa holdettsake a Leave of Absendbgy will need to leave Japan. Leave of
Absence documents must Iseibmitted to theAdministrative OfficeDuring the Leavef
Absence period, international students are required to pa3,200administration fee
for visa sponsorship management, class registration and other administrative details.

Graduation

I aGdzRSy G Qa oAral oAt SELMUNSBudehty Bill ngedl o fedve | F G SNI I |

Japan within that timeframe. Any additional time needed must be requested dirbgtthe
student at theTokyolmmigrationBureau Students may not stay over this time limit to attend
the graduation ceremony.

UniversityTrander (in Japan)

WhenLUJstudent visa holdestransferto another institution in Japan, that institution will
become the visa sponsdplease inform your transferring institution to update your student
visa.

UniversityTransfer (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
FLILX @Ay3a F2NJ Fy20KSNJ O2dzy iNEQa GAral o

Withdrawal/Fallen Out of Enriphent
LUJtudent visa sponsorship will be cancelled if a student withdraws or falls out of enrollment.
In these cases, students must leave Japan withinweeks. A letter ofisa cancellationvill

0S aSyid (2 ol éntaddteSs aadi(lm)z2REkyalnivigraidoBNdsdu

Dismissal

If dismissed, a student with a student visa must [eavg Japan within two weeks. A letter of ]
RAaYAraalf eAaff 0S aestyddress &nd () thEokyolkh@igrationdzR Sy U Qa
Bureau.

Health Insurance

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

Financial Sponsors

Student visa holders are required to submit documentation showing financial sponsorship. These documents
arerequired byLUJand theTokyolmmigrationBureauwhen applying for a student visa. A financiabsgor

may be represented by, and is not limited to, the student, a family member, scholarships, or financial aid. The
FAYIFIYOALEt aLlyazNRa O2yial Ol AYyF2NNIGA2Y Ydzald 065 dzLRI (

Tuition Payments
Tuition paynents must be made by the deadline shown on invoices. Tuition invoices after the first semester

g At t

sent by mail or electronically.

Student Visa Agrgement 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 jeopardiagsa sponsorship.
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Emergencyand First Aid

Emergency Contact Numbers

LUJ 03-32250425

NIC 03-53795551

Fire, ambulance 119

Police 110

Emergency Consultation CentéFokyo, 24hrs, 365 days)
03-3212-2323

First AidProcedures

The WUJ campus is equipped with firatd kits in each building and an Automatic External DefibrillgA&D).
An Emergency Contact Manuiallocated next to each first aid kit, which provédgudents with clear
instructions on how to react and who to contact in the event of an emergency.

All firstaid and emergency contact procedures and instructions (below) are reviewed with students during
their New Student Orientation. Students are atsade aware that PDF copies of the manual, as well as
additional emergency contactumbers, are provided on théll website.

Students are instructed to take the following actions in the case of adidsemergency:

IF YOU ARE IN NEEDRIRSIAID
If you are the victim and in need of firatd 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 calktthainistrative Offic€03-3225-0425) and
give youmame exact location andcurrent condition
2. If you are not able to contact th&dministrative Officeattempt to call out for help. Another
classmate, faculty or staff member may come to help assesstthation and contact the necessary
respondents. There are firgtid kits preparedn every building throughouthite lUJcampus

IF YOU FIND SOMEONE IN NEED OFAIRST

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

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

1. Immediately call theAdministrative Offic€03-32250425). Give youname exact locationand
current conditionof the victim. If more than one person is able to assist, make sure at least one
person stays with the victim while the other(s) seek additidrelp.

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

3. There are firsid kits prepared on every floor of th&L buildings, and an Automatic External
Defibrillator (AED) on the"floor Administrative OfficeTheFirst Aid manual provides basic
illustrations and instructionfor various emergency situationBerform them only to the extent you
are capable and comfortablevith while you wait for medical or trained personneKeep the victim
comfortable, and DO NOT move or transport the victim(s) unless the surrounding envirbisme
unsafe.
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Fire and Earthquake Evacuation Procedures
In the event of a fire:

1. Each floor has a fire extinguisher and fire alarm located near the stairway door. To put out a fire, aim the
extinguisher at the basefthe fire, not at the flames.

2. To sound the alarm, press hard to perforate the seal and press the button benelfityoit 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 notthe hallway. If the staircase is not available as an exit, you
may need to use the emergency ladder locatedhe Aroom on each floor.

3. Take precaution when leaving the campus and do not return to the building for any personal belongings.

4. Teachers tthe Susan & Stephen Gould Center (SGC) and the New Valley Buildimgli(hdti)fy students
if there is a need to evacuate. If there are teachers available during @mergency, please evacuate to
the nearest exit and notify the"7floor Administrative Office

In the event of an earthquake:

1. 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 objectStay away from window£pen the door to secure an exiefore it
becomes bent or jammed. Do not rush out of the school building; there is danger from vehicles as well as
falling objects.
2. Once the earthquake is completely over, the staff or teachers will lead you to the evacuation route (which
isthe outer staNlDF S0 d LF GKS SYSNHSyOe aidkANBR INB y2iG | O At
GKAOK Aa f20FG§SR Ay DAKGE USE THE ELEZAYTORUNDERASK CIRCURISTABICES.

If a staff member does not come to lead you after 10 minutes, sitglshould evacuate as a group.

Be aware of your surroundings and walk in a calm fashion to thapesnged 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 bdihg is considered safer than outside, stay in the building.

3. Ifinstructions are anounced over the Publiéddresssystem, please follow them.
4. When you evacuate, carry only minimum necessities. Do not return to the campus to collect other items.

Evacation Areas
There are four oficial evacuation areas in thé&Jll campus vicinity:
Area#l:Tenjin Elementary School about 300m from UJ, 4 minutes on foot

Evacuation route Exitoutof UWQa FNRYy{d 2NJ 8ARS SyiaNIyOSed 211 LI ad
first 4way intersection. Turn left and proceed straight. The elementary school is on your left side.
Area#2:Shinjuku Junior High School 300m, 4 minutes on foot

Evacuation route Exitoutof lUWQa FNRYyd 2NJ 8ARS SyidaNIyOSe 211 LI a&ad
first 4-way intersection. Turn left and proceed straight. Jieior high schooils 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 Exitoutof UWQa FNRYy G 2NJ &ARS SydaNIyOSe 21 &1 LI a&aid

towards the Tokyo Business Hot€bkyo Medical Universitig on your left side.

LUJ staff memberand facultywill lead students to these evacuation areas if available. If you move to an
evacuation area without the gervision of an UJ staffand faculty it is recommended to stahere until
contact is made A map of the nearby evacuation areas ieyided below.
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EvacuationMap
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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
immediaely, it is recommended to follow the movements and directions of the Japanese people around you.

When you reach a safe place and conditionsrionp, please contact theniversityfor updates.

Contact with theUniversity
In the event theuniversitycampus is evacuatedUll staff members will provedupdates to students via the

LUJ website andWJ email accounts. Also, check thelLblog, Facebook arndstagrampages for condition

updates. If you i@ away from theuniversityduring/after the eartlguake,pleaseinform the school of your

safety and whereabouts bymail 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 compwénthe Administrative Officavill 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, networkieg,&English support hotlines, Embassy listings

and contact information (in multiple languagebitp://nip0.wordpress.com/
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Student Activity Board

S.A.B.

(The Lakeland UniversityAccommodations Review Committee)
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Class Attendance

LAKELAND UNIVERSITY JAPAN

FEAP PROGRAM ﬁ

20K =20 X ¥

GRADE REPORT - FINAL LAKELAND
~UNIVERSITY.

ID oo JAPAN

First Name: Taro
Last Name: Lake
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Travel Information Form
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Student Visa Agreement Form ( )

Payment Extension Request
Form

Student Visa Agreement
Form
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InternationalUniversity in Japan (
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Lakeland University
Japan Campus

5-7-12 Shinjuku, Shinjuku-ku, Tokyo, Japan 160-0022
160-0022 5 7 12
TEL: 03-3225-0425
FAX: 03-3225-0428

LUJ Online Exposure:

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

LUJ Facebook
facebook.com/LakelandUniversity JapanCampus



