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Lakeland University Japan Student Handbook

The contents of this document are provided for students of Lakeland University Japan (LUJ). It is
accurate at the time of printing, but is subject to change as deemed appropriate to fulfill the
university’s mission or to accommodate circumstances beyond the university’s control.

The university reserves the right to amend, add, delete or modify any information and policies
contained within for any reason and without prior notice at any time. The changes will be deemed
effective immediately unless otherwise specified by the university. Any significant changes will be
communicated by the university through various means including but not limited to email
messages and notification on the posting boards.

Lack of awareness of policies or requirements will not serve as a justifiable excuse at a later date.
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The university’s official language is English. The Japanese texts, when used, will follow English
contents and are only summaries of what it is said in English. They are not complete translations.
No university officials are obligated to translate documents. The officials will only assist those
students who have basic understanding of the university policies and need clarifications.
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Disclaimer of Liability

LUJ disclaims liability for any injuries, including death, damages or loss, regardless of severity or
cause, suffered by a student. This liability disclaimer applies to, but is not limited to, the following:

Any injuries, including death, damages or loss, regardless of severity, sustained on property owned
by or under the control of the university. This includes classrooms, structures, buildings, public
areas and grounds, etc.

Any injuries, including death, damages or loss, regardless of severity, resulting from fire, theft, the
elements or other causes.

Any injuries, including death, damages or loss regardless of severity, as a result of an act or
omission by any LU]J officials, faculty, employees, students, agents or their successors.

Any injuries, including death or damage, suffered at off site events (athletic or otherwise) as a
participant, spectator or otherwise. This also includes transit to or from an event.

Students accept the foregoing disclaimer and agree to it upon admission, readmission or continued
enrollment with LU]J.

Any student enrolled in or attending classes at LU]J is bound to follow all of the university’s rules
and regulations and is subject to the jurisdiction of the university with regard to violations of such
rules and regulations. LU]J students who fail to read this handbook will not be excused from
compliance with the policies and requirements herein.



LUJ STATEMENT OF MISSION, VALUES AND EXPECTATIONS

Mission

LU]J educates women and men of diverse backgrounds, preparing them to think critically, to
communicate effectively, to succeed professionally and to lead ethical, purposeful and fulfilling lives.
Rooted in the values of the United Church of Christ, Lakeland integrates the liberal arts and
experiential learning to develop the whole person for success in a dynamic, multi-faceted world.

Values

The values of LUJ are informed by its relationship with the United Church of Christ and continuing
commitment to the liberal arts:

Inquiry and Academic Excellence. We are a community committed to learning, discovery and
creativity as ongoing endeavors. We maintain high standards of academic rigor and expectations
for achievement that drive the acquisition and application of knowledge through the liberal arts
and practical learning opportunities.

Integrity and Responsibility. We are a community that is open, honest and ethical. We are
accountable to ourselves, each other and the university to uphold the mission and values of the
institution.

Faith and Religious Expression. We are a community that values the study and exploration of faith
and religious beliefs. We invite one another to investigate what it means to live a spiritual,
meaningful and purposeful life.

Diversity and Respect. We are a community that welcomes all people regardless of their gender,
race, religion, sexual orientation, socioeconomic status, disability or country of origin. We value

differing backgrounds, cultures and viewpoints and accept our responsibility to treat each other
with fairness, compassion and civility.

Service and Stewardship. We are a community committed to socially responsible service at the
institutional, local, regional, national and global levels. We embrace our role as caretakers of the
resources of the institution and society.

Expectations
As aliberal arts university offering both undergraduate and graduate degrees, Lakeland provides
students with an education that is broad in scope, comprehensive in spirit, and focused in at least
one area of study. Through its curricular and co-curricular programs, the educational experience is
designed to prepare students who:
*  communicate clearly in speech and writing;
*  think critically and reason intelligently across disciplines;
*  have acquired the capacity to solve problems through analysis and evaluation;
*  have an understanding of the natural world through scientific inquiry;
. are aware of the historical, social, and cultural forces that shape the United States
and the international community;
*  have an understanding of Christian religious traditions, the role of religion in society
and culture, and religious insights into ethics and values;
*  have an appreciation and understanding of how the arts enrich life and contribute to
culture; and
*  are prepared to contribute to their chosen profession, to participate within their
communities, and to continue to seek knowledge throughout their lives.



GENERAL INFORMATION

LUJ Faculty & Staff (X F#S)

Allemployees of LU] are considered university officials. Studentsareto comply with all reasonable
directions and requests of all university officials. This includes the request to present a valid
Student ID Card. Members of the faculty have full authority in their respective classes and any such
activities related to the instructional process. Verbal and/or physical abuse directed toward any
university official will not be tolerated and students committing such offences will be subject to
severe disciplinary action.
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Communication from the University (X%£7> 5 D##E)

Important information and notifications from LUJ will be delivered to students through a variety of
platforms:

RED D OEZELRFERIT, UTOFETRESNET,

LU]J E-mail Accounts

All students are assigned an LUJ e-mail account, and university hastherightto communicate with
studentsthrough these email accounts and the rightto expectthose communications will be read
and responded in a timelymanner. Students are responsible for checking their accounts daily, as
university officials will use it to send important messages. When the university communicates and
announces an important notice, email will only be sent to their LUJ e-mail accounts. The
university’s email system can be accessed on and off- campus and students may synchronize this
email account with their electronic devices.
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LUJ Blog https://luj.lakeland.edu/Icj-blog

Information, important reminders and announcements will be posted on the LUJ blog. Students
should frequently check the blog to stay up-to-date with University announcements, class updates
and helpful reminders.
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Student Resources  http://luj.lakeland.edu/Inside-Lakeland/student-resources

Class schedules, calendars, and other useful information for students are posted on the “Student
Resources” page of our English website. Please refer to this page as well as the LU]J blog.
FERBEIR AR — L — |2 & D "Student Resources” 12, 7 7 ARV a—b, B LU E— ZFDih
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Message Boards

Message boards set up around the campus display events, announcements, and reminders for
students. Students are encouraged to frequently check the message boards when on campus.
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https://luj.lakeland.edu/lcj-blog
http://luj.lakeland.edu/Inside-Lakeland/student-resources

Phones

Phone calls will be used only in situations that require immediate and direct
communication with students.
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Communication with Family and/or Third Parties (K&ECH =2 & DEH)

To protect students’ privacy, the university does not disclose information considered as personal
information. This can include attendance records, an academic status, grades, credits earned or
GPAs, etc. Such information can only be released to a third party, including family members, by the
student’s written request.
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Student Identification Cards (#/7E)

Allstudentsareprovided a Student ID Card at the time they enroll to the university, and are
required to carry it at all times. Transferring,lending, borrowing, altering or creating unauthorized
versions of university identification is prohibited. Students must present their Student ID Cards if
asked by any university officials. Students are required to validate their ID cards in Student Affairs
at the beginning of every semester.
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Student ID Numbers (F#%5)

Students will receive two ID numbers: a Lakeland University Japan Campus (LU]J) ID and a Lakeland
University Wisconsin Campus (LUW) ID. Academic students will use their LUW ID numbers to
register, check grades and other information on My.Lakeland, the main campus online portal for
LUW information. All students will need to use their LUW ID numbers when ordering official
transcripts.
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Change of Personal Information (1B 1§ DX &)

It is important for the university to have students’ most up-to-date contact information for
communicating, advising, issuing documents, and in the event of an emergency. Students should
immediately notify Student Affairs of any personal information changes, including changes in
current addresses, home addresses, telephone numbers, marital status, and/or legal name updates.
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Personal Items & Lost and Found (F#4) - % L %)

Students are urged to always keep their valuables and belongings with them. All items turned in
will be kept in the Lost & Found section in Student Affairs. Unclaimed items will be held until the
end of the following semester, and they will be disposed and/or donated.
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Receiving Postal Items (E5(4)

The university does not accept any personal packages/materials sent to students. All
packages/materials addressed to students will be returned to the sender.

FAFENSE OB D DOIZITATVEE Ay BTHEEANCRESNET,

FACILITY

Buildings

LU]J occupies space in four buildings, Main building and 3 satellite buildings .

Building Uses

Student Lounge, recreational space, counseling room, Student Affairs,
Main Building Academic Affairs, Admissions Office, library, Learning Center, computer
lab, Dean'’s office and faculty office.

Stephan and Susan Gould | Classrooms, faculty office, computer lab, Learning Center and study
Center (SGC) space.

New Valley Classrooms, office space for faculty and study space.
ELTZ Classrooms, office space for faculty and computer lab.
Campus Hours

From Monday through Friday, Main Building is open from 8:00 a.m. to 9:00 p.m., Satellite buildings
(SGC, New Valley, ELTZ) are open from 8:00 a.m. to 7:30 p.m. Students may enter the main building
on specified Saturdays and Sundays from 10:00 a.m. to 5:00 p.m. but they may only use the 4t and
5t floors of this building. Closed on Holidays.

Campus Hours are updated every month on Student Resources page.
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Reservations of Facilities
Students can reserve classrooms and student facilities by contacting Academic Affairs. Rooms can
only be reserved if there are no classes. Noise must be kept to a minimum.

Computer Room (= ' &' = — 4% —/L— 1)
The university provides computers for students at several designated locations on campus to use
freely at any time while the rooms are available, with printing service available. Computers and
network resources should be used only in accordance with university computer use policy.
Students must follow the computer room policy specified below:
* Students must think about others and be considerate of them in this shared facility
» University computers are to be used only for educational purposes
* All data must be saved onto students’ personal flash memories or cloud-based services. Data
saved onto computer will be deleted
* Downloading any programs without permission from the university is prohibited
 Eating and drinking at computer stations are prohibited
* Students must use only reasonable amounts of printing paper
* Students may be banned from the computer room if they fail to follow the rules.
* Any violation that interferes with the mission or operation of the university or members of
the university community will be regarded as unethical and may lead to disciplinary action.
Students should report computer or printer errors or malfunctions by using “Facility &
Maintenance Work Orders” under “Inside LUJ” tab on the website.
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STUDENT INFORMATION AND SERVICES

Library

The library’s mission is to provide high quality information and research resources to all students,
faculty and staff. The library’s collection includes over 150,000 paper and eBooks, hundreds of
thousands of online magazine and journal articles, online encyclopedias, current newspapers and
magazines, hundreds of DVDs and audio CDs, comic books, and video games, as well as borrowable
electronic devices. The library’s databases are accessible from any computer.

A full-time librarian is available to help students find information for their research projects. The
library also has computer terminals available for online research and other applications in a quiet
study area.

Check-Out Policy

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

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

Students cannot check out or reserve materials if they have overdue items. Warnings
regarding overdue items will be sent to students a maximum of 2 times. If the materials are
not returned to the library after the 2nd notice, students will be billed for replacement
materials.

Students can extend loan periods, unless another student has requested the items.

+ The library generally makes available a copy of each course’s textbook. Reserve textbooks are
for in-library use only.

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

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

+ The library welcomes material requests. Please write your suggestions and put them in the
“Comments, Suggestions and Recommendations” box, located at the library desk.
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Learning Center (7 —=2>2"t > 5 —)
Weekday Hours:  As posted on LU] Homepage and on Learning Center schedules in
front of each Learning Center
Weekends: Closed
Locations: Library, SGC 24 floor, and Eltz (floor to be determined)

Tutors are available in LU]J’s three Learning Center locations to help students improve their writing,
language, and math skills, and to assist them in better understanding the subjects they are studying.
The Learning Center is the place to obtain assistance and guidance in becoming a more successful
student. Tutors are accomplished students who have generally received an A in any subject they are
tutoring. Students are guided to better writing and study skills by tutors who have already excelled
in these subjects and will gain the ability and confidence to write better, solve math problems, and
engage the critical thinking issues particular to each subject. A primary goal of the Learning Center
is to show students how to improve their own study and writing skills. Students learn successful
study practices by working with tutors through proven methods of writing and study.

Tutoring is free of charge. Appointments can be made by signing up on the schedule at each
Learning Center location. Students without an appointment may receive assistance if the on-duty
tutor is not otherwise engaged. A tutoring session lasts for 30 minutes unless the tutor is free to
continue the session and no other students are signed up for the following opening.
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Counseling Services (V' 7>t Y >-2)
LU]J offers a variety of counseling services to students, ensuring everyone has access to such

support.
KETIE, BEIXBEOEDICESESER D) U 72HAELTCWET,

Academic

The first and most important source of academic advice is the student’s academic advisor.
Students can meet with their advisors or EAP coordinator to discuss course registration, degree
requirements, and short/long-term goals.

THTIvIT RAALAOPTHRGEBERDOIL. T AT IvIT RAAYF—IZLDHT R A
ATY, BERE, FABGOTODORME, BIEFICONWT, FETFEADT FAL PR
EAP 2 —7 4 X=X —LFELAVET,

General Student Life (3475 2/%)

To keep students on track to graduation and assist students in leading a life of success and
fulfillment, the office of Student Affairs offers counseling to help students connect to existing
university resources (academic, health, financial, student organizations, etc.), reinforce study
habits that lead to successful collegiate level performance, and encourage students to become
actively engaged in all facets of the university experience.
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Professional (BEf o7 L& 5 —)

LU]J offers professional counseling for students who may be experiencing stress, family or
personal issues, as well as emotional and psychological difficulties. The professional counselor is
available once a week for counseling sessions, which will remain confidential.
Hours: Wednesdays 11:00 am to 4:00 pm (These hours may change)
Location: Main Building, 3rd Floor Counseling Office
Appointments: First appointments should be made through Student Affairs. Students may
contact the counselor directly after their first session. Student may also visit the
counselor if her door is open.
A BV AREE - HAORBE 2B A T2 %584, H#ERY « DERRARZ 240 2 TV DIk
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Student Affairs (455

Student Affairs is designed to work with all students to support a high quality of academic, social,
and campus life. As the initial contact point for students, this office provides a variety of
information and services for the university.

FAERTIE, BRTOPENTELCFALEERLZEND L O RPCHET o4 il —1 2
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The following services are available in Student Affairs
- General assistance for all students (“#4EJEV AR — )
Student ID issue and renewals ("ZAEFEZE1T & EHT)
Student record updates (personal contact information, emergency contacts, etc. ({FFTZ B %)
+ Visa and housing support for international students (8244 7HR— 1)
Sessions for current students (£fi¥ > 3 V)

Academic Affairs (#Z7%)

The following services are available in Academic Affairs.
Information on course offerings and class registration, including adding, dropping,
withdrawing from a class
Information regarding the student’s personal academic record, including: evaluation of
transfer credit, graduation evaluations and grade-point-averages (GPA).

Student Government Association (SGA)(FZL£BK X Z)

The SGA is a student-led association that works together with the university in providing various
extra-curricular activities offered for the LU] community. SGA hosts and promotes both traditional
and unique events, manages the SGA budget, and oversees student clubs. Becoming an SGA member
is an excellent opportunity for motivated students to give back to the LUJ] community by not only
becoming a voice for their fellow students, but a liaison between them and the rest of the university.
A great emphasis is also placed on listening to students and ensuring a university climate that is
conducive to student satisfaction. All SGA candidates and current members are required to
maintain a minimum GPA of 2.0 at all times. For more information, please send an e-mail to our
current SGA at sga@japan.lakeland.edu

SGA [T, R LHHE L TRF A I 2 =7 4 WORRA Z2BNES) 2 540 L TV 548D 70—
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Student Ambassadors Scholarship (SAS)

The SAS is a service-based leadership scholarship for students currently in LU]J's full-time
Academic(A.A. degree) program, who are dedicated to serving and representing LU]J and its
students. Recipients of this scholarship will receive tuition coverage based on a number of credits
determined by the scholarship committee (maximum twelve credits of scholarship coverage). The
Student Ambassador Scholarship is renewable up to a maximum of three semesters for those who
wish to reapply and are selected.

Becoming a Student Ambassador is an excellent opportunity for motivated students to gain
leadership skills, learn to work independently and with university employees, engage with their
fellow classmates, and help create a campus environment that benefits the entire LUJ community.
Additionally, employers, colleges and universities are always looking for more than just good
grades from students. Real experience and one's own personal growth are also benefits of
becoming a Student Ambassador.

For further information such as application process and requirements of becoming an SAS member,
please check our English website.

(https://luj.lakeland.edu/Financial-Aid /student-ambassador-scholarship)

Financial Aid

Student financial aid information is available in the Financial Aid Office at the main campus. Office
hours are Monday through Friday, 8 a.m. to 4:30 p.m. in Wisconsin time. Call the Financial Aid
Office at 920-565-1032 Ext. 2372 or finaidofs@lakeland.edu for assistance.

Student Employment (Z//51 1)

On-campus student employment information, job descriptions, and position openings are available
on the blog. To be eligible for on-campus positions, students are required to have a minimum 2.0+
from most recently completed semester, and maintain an overall 2.0+ GPA. For students with a
school sponsored visa, the university follows Japanese immigration policies regarding the

maximum number of hours per week (28 hours during the term, 40 hours in between terms)

he/she may work.
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AR L B 20 LA ETH D Z EMBEARMITRY £7, FECTERAT 2B FAEOGEREIL,
ANEEBR OEFITHED S W P30 28 R, KRR I30E 40 KrELAIN &0 0 £9, BFED
PRI L CiE, PAEBITHR L T Z a0,

Health Services

Students in need of help finding and receiving medical attention may contact Student Affairs.
Additionally, recommended hospitals / clinics with English services are available at Student Affairs.
Please refer to Emergency and First Aid section for detail.

SR 2 PR MV E UG B AR L TS0,

Internet / WiFi *

All students will have access to free school-wide WiFi. Students may connect WiFi to their laptops,
tablets, smartphones, and any other devices. Several online resources, such as Google Apps for
Education (e-mail, calendar, cloud drive, office suite web apps and more), Blackboard (a powerful
online education suite), and online access to a number of library databases are available for all
students. A password is required and available at Student Affairs.

FNO WiFi N2 T — RIAARICBRWEDE S ZE 0,
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Certificates / Documents (ZEH7Z)

Transcripts (FRARFEH &)

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

How to obtain: An official transcript can be ordered by an online system with a credit card and will
be sent from the main campus. Instructions on how to order an official transcript are available in
English and Japanese at http://luj.lakeland.edu/Inside-Lakeland/student-resources .
AEREEONFIIRHE SN TN D72, FAEOERICLDFEER LICEFEKEE &8 =81
FIRSNDZE3HY EEA, VATV FREARDO Y 27 %A FEOA T4 R L
TRATHFAEN TE ET, HEEHIEICOWTIIEGER, FAFERO~ =27 VR ERL Y 75 &
DEAGAIRE T, XHWEZ LYy P A= ROHB LR EFTOTIEELS LIV,

Documents (FEBHE)
Following documents are available to request at Student Affairs.
Type of Certificate Number of Cost
Issuing Days

{£53E & Verification of Enrollment Status 1 day ¥200
{EFHAMIFE # Verification of Enrollment Period 1 day ¥200
s JTRVSHIRE
Verification of Expected Date of Graduation 1 day ¥200
G NGEW]E Certificate of Payment 10 day ¥700
FAFIS|FEM]E Student Traveling Discount 1 day ¥200
Certificate
A GIEFR AT Student ID Card 1 day ¥700
“FAEFEEE > — /L Back Sticker of Student ID 1 day ¥200
L7 73 A Syllabus Copy 1 day ¥200

Payment for the above documents must be paid in advance. Additional charges will apply if the
certificate needs to be prepared by rush order. Rush order is acceptable until 2 p.m.. PDF and/or
paper duplicates of these certificates will cost an additional ¥200.

A THIFONHEITT, BIERITOAAREREHO L 2 B £ TICHENHITIBEI 200 A TxHs L
F9, PDF ~DZ X v BEEEIITOBREITEE 200 U2 ME SN ET, Eitblsbo b o,
B DUVNIFEINZ DWW I FATRICTHE L T Z &0,

Any outstanding payment must be cleared prior to the order of transcripts and/or other
documents.

RIUT DZFINED D DHEITRFE LV BITT D% R EHORENTE TH A,

POLICIES AND PROCEDURES

Enrollment Policies (‘FF252 iE)

Please refer to Academic Handbook and EAP Handbook for each program’s original policies.
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Payment Policy & Refund Policy (ZZE#IN)

The payment of tuition and fees help to cover the costs for facilities, instructional and
non-instructional salaries, equipment and other services associated with Lakeland’s educational
and extra-curricular programs. Tuition charges are based upon the program in which the student
is enrolled.

Students must pay all tuition and school fees by the specified deadline. Failure to do so will result in
Administrative Drop of courses, restriction of class registration for the future term, loss of
enrollment status, and the withholding of student records. All tuition and fees are non-refundable.
R, b #e. TOEFL 7 X MY, S B OMANITHANIFHRIME 2254 L, f5E8 7%
GO B DI L E S, IR T IC LY AR BRGNS TE RWGE OB KEFEED
T NEASDIRAL 2 Z T £, B TOSHMNIZITFIT TEB Y £ A,
HHETOHRA, GIENTT SNRWEE | FGRIHERIR TITERA AR E, ZE e TIagE
BEROI D LA TONET, HIAICHIZEDRWIGEIINT RFE~ERE L TS0, Kt
DENEDN D D GBI RFE LY FATT D84 R BEFHDOHGFEN TE £ A, FMEORIEIT P
T LER Ao B BT BRI FEEFEOMA 2T 08 b 2 WIGE I RT2 b OFEmIBE R,
TEFE 2 785D 2 o F N - THREE L £,

Student Records

Students’ records are disclosed without the student’s consent to school officials who demonstrate a
need to know. A school official is a person employed by the university in an administrative,
supervisory, academic, or support position (including security personnel and student life staff); or a
person or company with whom the university has contracted. A school official meets the definition
of a need to know if review of the student’s education record is necessary to fulfill his or her
professional job responsibility.

FAEMEN O BIE B Y REE R IE DS WG IR Y FAEDRE 72 LICKRFRE R OKRTF
ERKIBURITH DN E IR SN E T,

TE TG SOl & AR AN OHER OBLEIZ L0 | B, RS 2 S T A EBITSERIT LT H %
FETHRESND DO TIEH Y A FAERADRFHRELRUT TRIES 25 =& ~D R
KELIEGEICORARIIVET,

FERPA

The Family Education Right to Privacy Act (FERPA) is a U.S. federal law (also referenced as
the Buckley Amendment) designed to protect the education records of students at all
educational levels. In the university setting, it gives the enrolled student, regardless of age,
control of their records held by the university. Students have certain rights with respect to
their education records. Please refer to our English website for the detailed information.
(http://luj.Jakeland.edu/images/acadprog/FERPA.pdf)

Parental Notification

University reserves the right to contact the parent(s) and/or legal guardian(s) to disclose
information about any violation oflaw or any university policy governing the use or possession of
alcohol or drugs. The decision to contactaparent orlegal guardian will be based on theschool official’s
review of an incident(s) for pattern or severity.

Classroom Behavior

No student may unreasonably interfere with another’s right to read study or learn in the classroom
environments. An instructor has the right to ask a student who is disruptive to leave a class
immediately and not return until the matter has been resolved. Students need to follow classroom
educate guidelines found in the syllabi of the instructors. Students should not leave classrooms
prematurely or take unauthorized breaks.
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Alcohol & Drug Use Policy Notice

Alcohol and drug consumption in and around all LU]J facilities is strictly prohibited. Drug use
including marijuana is prohibited by Japanese law. Students using drugs may be reported to the
legal authorities and; resulting in potential arrest and imprisonment.

Entering a LU]J facility under the influence of alcohol and/or drugs is also prohibited. All school
officials are authorized to report students under the influence of alcohol, and physical evidence is

not necessary. Any violation of policy results in appropriate sanctions. Please also refer to the
“STUDENT CONDUCT POLICIES AND PROCEDURES” for details.

<Non-alcohol & Non-drug area map>
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Smoking, Littering, and Loitering Policy Notice

Lakeland University Japan has strict no-smoking / loitering / littering policies that cover the
campus buildings, as well as the surrounding residential and business properties. The following
policies are implemented to ensure LU] maintains a positive and respectable presence in our
surrounding community. Students are expected to uphold the following policies:

1. Students are prohibited from smoking or littering within the designated area of any LUJ campus
buildings. This includes the Main building, SGC, New Valley, and ELTZ.

*Please refer to “Non-Smoking, Non-Littering map” on the next page.

2. Students are prohibited from trespassing or loitering on private residential and/or business
properties surrounding the LUJ campus buildings.
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Note: Students who are within the group or witness the situation will not be held accountable, but
are highly expected to politely remind their classmates of the policies and encourage them to help

in maintaining Lakeland's positive community image.

Any LUJ official (staff member, faculty, or other uniformed employee) who witnesses a violation of
these policies is responsible for reporting the incident to the Student Affairs department. Students
are expected to respectfully cooperate when an LU] official asks for his or her name and/or student
ID number. Please also refer to the “STUDENT CONDUCT POLICIES AND PROCEDURES” for details.

<Non-smoking & Non-littering area map >
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Communicable Disease Policy

Students who have been diagnosed with an infectious disease under the School Health Law need to
notify the instructors immediately. Absences directed by medical doctors and the law are subject to
be excused. The university reserves the right to require an individual to obtain medical evaluation.
AR LR VBT E D O NI RERYE IR R Uiz & X TEEMEE T2 L 3om o s~
B L TLZZE W ERTOFRITIEWE 245 1k U IR IC KRG RERO TR & 217> T 723V,
KM EFEA R HDPLEIIRDBELH Y £7,

PR VB ICED BT EYYWE (Infectious Disease as defined in the School Health Law)

Name ;o%%tsease Standard period of Suspending attendance(Approximate)

Atleast 5 days since the onset of symptoms and 2 days since the
fever subsided.

RIELTBS Hafm L, 2o, ALK 2 HZRBT5ET

Influenza
A7z W

Pertussis (Whooping Until the condition has subsided or the patient has completed the

cough) appropriate treatment of Antibacterial products for 5 days.

B HB% Fig OWSERT 5 £ T 5 H O F 72 B B Al
L2WBEPKRTTHET

Measles 3 days since the fever subsided.

JRLA (1IZL7DY) fREAL7-#% 3 H &3 2 F T
5 days since the onset of swelling (of the glands), or the patient’s

Mumps i

FATEE TR (35725 %\:/erall cugndltlon (and glands)gave\\ret}flrnedft/c() normal; . !

< i) ‘f\ﬂ%v\ﬁifﬂ%ﬂliyﬁ%?ﬂ%@ﬂ MROSFEEL L7212 5 H Zifka L. 7)
O EHIRIEN BAFICRHET

Ifiluezzii()three-day Until r‘aﬂles have subsided.

LA (SHIELM RLBHRTHET

Chicken pox Until all rashes scab over.

KIEOKIED £ 9) TRXTOEZBILTS5ET

Pharyngoconjunctival

2 days since the major symptoms have subsided.
FEIERPHE L% 2 2R 2 £ T

fever (Pool fever)
MRS RGN (77— VB

Not able to return to campus uuntil it has been determined that there is no further risk of infection
by a School Physician or other Doctor.
LT ORI LTI RIRIC L 0 FRIEZ OO EMIZE W TR OB Z NN RN B D F

+ Tuberculosis #i#%
Meningococcal meningitis 4% 3P fE 7%
Cholera == L- 7
Bacillary dysentery #ll & PEARHT
Enterohemorrhagic Escherichia coli (0-157 etc.) B4 H It KB EEYYE (0157 fih)
- Typhoid I5F 7 A
Paratyphoid /X7 F 7 &
Epidemic keratoconjunctivitis JifT 4 2%
- Acute hemorrhagic conjunctivitis(Pink eye) &4 H P55 A
* Other infectious disease (Epidemic vomiting, diarrhea, Streptococcus hemolyticus infection,
Mycoplasma pneumonia, Hand-foot-and -mouth disease, EV virus infection and so on)
Z OMOREGAE  (FeATIEIRM: FHRE, WHEERGYE, ~ 1 277 A< fitik, FLOJH, EB
U A I ARG L)

1l
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Class Cancellation / Delays Due to Weather and Traffic Interruptions

Inclement weather, train delays/cancellations, and other unforeseen conditions can lead to delays
or even class cancellations. All cancellation decisions will be posted on the LU]J blog and/or sent to
students’ LUJ email accounts as early as possible. Students are urged to check the blog and LUJ
e-mail accounts to stay updated.

HARKE (B - KE - HESE) LB O R b7 A X KO 6 OB MIZ L0 28 @A
WBOEE T, FAENBRTE VR, FREFEPBREIER D NSRRI TH 5 & RFDHWr
L7eGaiidkegE e LET, S 7 e V£33 A=V TIThVEST O T, R E LT 72
SV, RMEBTRINDID, RO/ RVEGE ZIRE RE~OEFREFITREX <280,

Equal Opportunity Policy

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

The Policy for Students with Disabilities

LUJ’s policy is to assist students with disabilities as much as is reasonably possible to achieve
academic success and to actively participate in university life. Students at the Japan campus, who
have a need for disability-related accommodations, should inform the dean of this campus. Students
should make requests in a timely manner and attach the appropriate documentation in accordance
with government and university guidelines. If the accommodations request is approved, the Japan
campus will provide, to the extent it is able, accommodations and services to approved applicants.
The accommodations that are offered may be limited by the resources available at the Japan
campus.

Accommodation is meant to assist those who need it, but students need to meet the basic criteria of
the classes in which they are enrolled. LUJ cannot compromise academic standards by allowing
excessive leeway in meeting the standards of the university. Students with accommodations still
need to attend a majority of the classes, turn in assignments within reasonable deadlines and
adhere to other course requirements.

Students can obtain application forms from the Dean’s Office. All students are given equal access to
the programs, services and activities of the university.

KEPIIEEFE DB 5 T7 %2 DRFAEIEZZR, KN TEDDOYR— F R L TWET, 2Ok
MR Z 5T D 20T, BEFENRZ DS 2 RFEICHE L, RKPHE L CRERREN 2 il
57D DOEE & KFAHGE U E 97, RIRFCH Y O =I5 IR OB ¥ o' T — 0 b FEEE
HEL L OEEEEZ LA 7 7 FREEEXRFEEZBERITREE . COXLEENEO b
B OHRMIE TR ZITI LWV I b DT, FLIIFAERE TBAWGDLELTZ SN,
TRENFII AR RFH TITWE 3, Rl 3R 21T 2 7 EITRD B 5 PRI A D 6§,
FITWF B ICHFE T2 2 EORMHIREZTFS Z RO ONET, HFEHFITFHEOL 7 4 A
TRITHRD Z &N TEET,

Social Networking Website Policy

Social networking websites such as Facebook and Twitter are not confidential and the university
may use information from these sites to investigate matters that are brought to its attention.

T2 ART T VA v Z—=FED SNSIZ TR SN TWDIERIIRFOREIMHbND Z &2
% @ iﬁ—o
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Parking Policy

LUJ does not provide any official parking space for students. Students cannot park any type of
vehicle on and around campus property including bicycles. Violation of this policy may result in
disciplinary action or even removal of the vehicle from campus property at the expense of owner.
BEH - BEgmIA I E STV EE A, BIEH, 4 — M 25T Bl O RPN, KFTREOEE
B B T A IR SN TTWE T, ERLEGRITEEI OMR LD £7,

Posting and Advertising Policy
Students are permitted to display approved announcements in designated areas.

The following rules apply:
+ Flyers and posters must have an approval stamp by Student Affairs.
Students should get approval for the size (A4 or smaller in size), number of sheets, and
duration of posting.
Posters are only allowed to be put on the message boards. Posting is prohibited on walls,
doors, windows, inside classrooms and elevators, or any other locations not approved by
Student Affairs.

Posting announcements referring to for-profit solicitation, religious or political organizations,
alcohol and illegal activities is not permitted.

ALY D Y X AL, BRI OEGRE Z T TR O AR E S NGNS R T D 2 8
TEFET, B, F7, B, #HEN, 2 L_"—%—N, ZTOMFARNPER L 72 WGIT~DHE R &
O, BEFBROEE. 2% BUEHEICE T2 b0, 7L a— LoEE T4 ICBT 5 60—
HExhTnEd,

Student Feedback

Students can access an online form to submit feedback to the university under the “Current
Students” tab of the main website. Feedback can be submitted anonymously; however, completing
all the fields will help ensure feedback is directed to the proper university officials.

74— RNy 7 ORI RFPREIR B — L= X0 Z T TOE T EA TORM S EE
T K0 BRI NAEE DS LY ERERXISICEN D20, TE DRV ORZZ BV LT
i‘g‘o

STUDENT CONDUCT POLICIES AND PROCEDURES

Sexual and Gender-Based Harassment and Other Forms of Interpersonal Violence
(TitleIX Policies)

Policy Statement

The university insists on an environment free from implicit and explicit coercive sexual behavior
used to control, influence or adversely affect the well-being of any member of our community.
Sexual harassment of any individual is inappropriate and unacceptable and will not be tolerated.

The Law

Gender discrimination and sexual harassment are prohibited by Title IX of the Education
Amendments of 1972 and Title VII of the Civil Rights Act of 1964. Such behavior also requires the
university to fulfill certain obligations under the Violence Against Women Reauthorization Act of
2013 (VAWA) and the Clery Act.
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Policy Application and the University Community

This policy affects all relationships within the university community to include:

e Faculty and staff conduct towards students;

¢ Student relationships with other students;

¢ Supervisor conduct towards employees;

¢ Student conduct toward faculty or staff;

e Conduct between members of different sexes;

¢ Conduct between members of the same sex; and

e Conduct towards a person outside of the university community (third parties).

This policy refers to prohibited conduct committed by or against students, employees or third
parties when:

e the prohibited conduct occurs on university grounds or other property owned by the
university;

e the prohibited conduct occurs in the relation to university employment, educational program
or activity including university sponsored study abroad, research, on-line, or internship
programs;

e the prohibited conduct occurs outside of the university but has the potential to have adverse
effects for students, employees or third parties while on university grounds or other property
owned by the university.

Sexual Misconduct Statement

Sexual Misconduct is a range of behaviors including, but not limited to sexual assault, intimate
partner violence, stalking, retaliation, sexual or gender-based harassment, complicity, sexual
exploitation. Students are subject to criminal statutes and various federal, state, Japanese and local
laws which regulate civil conduct including sexual misconduct. The university is also bound by
and supports all applicable laws. Consistent with the law, LUJ intends to provide a safe and
welcoming campus environment. There are instances where conduct or content of a sexual nature
is a legitimate part of the curriculum, whereas the same conduct might be sexual harassment in
another context. Reports of sexual misconduct will be taken seriously and incidents will be
responded to appropriately and in a timely manner.

Reporting and Confidentiality

The university will make all reasonable attempts to protect the identity of persons who report
having been victims of sexual assault, intimate partner violence, stalking, retaliation sexual or

gender based harassment sexual exp101tat10n R ortm indivi ls h

choices. “Conﬁdentlal employee(s)" such as the campus counselor offer confldentlahty w1thout
the obligation to inform anyone unless the complainant wants them. Other university faculty and
staff are considered “mandatory reporters” and must inform a Title IX team member. It is
important to note the complainant still maintains the choice of whether or not to file an official
report with law enforcement or campus officials. If a complainant decides not to pursue the case
through the university’s judicial system, the university may decide to pursue the case if they feel
campus safety is a concern. Information regarding the case will only be told to individuals with a
need to know.

Reporting Your Assault to LU]J

+ Toreport issues of sexual misconduct, please inform any faculty of staff member the student is
comfortable with. Following the initial contact, the faculty or staff member will inform a
member of the TitleIX team.
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Reporting Sexual Misconduct

+ Ifyou feel you are or have been the victim of sexual misconduct do the following;

* Report the incident to a mandatory reporter (see “mandatory reporters” below),
*If you wish to report sexual misconduct and wish to have the incident remain confidential, report

the incident to a confidential employee (see “confidential employees” below);

« [f applicable do not disturb any evidence; this includes bedding, clothing, e-mails, texts or

anything that may assist in an investigation.

« [f sexually assaulted, do not shower, wash yourself or go to the bathroom. It is advised to get

medical attention at a hospital.

When a student reports a violation of the sexual misconduct policy, the university will investigate
by conducting a Title IX investigation. Title IX team will consult with the complainant about
his/her wishes regarding how the investigation should proceed; the university may investigate
even if the complainant decides not to participate. There is no statute of limitations for university
complaints, but potential complainants are reminded that the university’s ability to effectively
investigate complaints can be impaired or negated as time passes. All reports of sexual
assault/misconduct are kept on file for use in reports required by the Clery Act
(https://lakeland.edu/security). Reported incidents will show up in campus crime statistics
without identifying the person filing the report.

Mandatory Reporters

Any university employee including faculty and staff are mandatory reporters. If an accused is a LUJ
student, mandatory reporters will ensure a report is filed when they are made aware of an alleged
incident of sexual assault/misconduct. A report is written documentation of sexual misconduct. It
contains the name(s) of those involved, the date, time, and location of the alleged event, and a
short written summary of what is reported.
Mandatory reporters are required to file a report to TitleIX n.if told ak Xua
misconduct/assault, The information remains confidential until a victim chooses to pursue
conduct or police action. LUJ will assist the victim of a sexual assault in changing their academic
and living situation upon request, if the change is deemed necessary. Lakeland’s disciplinary
proceedings are detailed in this Student Handbook. Both the accuser and the accused will be
informed of the outcome of any institutional disciplinary proceeding brought about from an
alleged sexual misconduct incident. LU] may impose sanctions ranging from probation to
permanent dismissal from the university.

elX

Confidential Employee(s)

LU]J provides a trained counselor on campus who can legally keep a sexual assault discussion
confidential. This gives the complainant complete control over her/his decisions to report. The
counselors will supply students with information regarding medical care and counseling options.

Off Campus Resources and Reporting Options

LUJ recommends that students filing a complaint have a staff member or a friend with her/him
when a report is made to the police. Consultation with a lawyer is the best way to learn about this
option.

Protection from Retaliation

All members of the Lakeland community have the right to raise concerns or a complaint of sexual
misconduct without fear of reprisal. Retaliation against any person related to any portion of this
policy may result in severe disciplinary action ranging from probation to dismissal. Retaliation
against any person who is the alleged victim of sexual misconduct is strictly prohibited.
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If the accused is a faculty or staff member:

In cases of personal harassment, sexual assault or sexual misconduct by staff or faculty members
toward students, the case is referred to the Dean and the General Manager.

Possible Sanctions and Outcomes

If it is more likely than not sexual misconduct has happened (in other words, if the preponderance
of the evidence suggests that misconduct occurred), a student will be found responsible for
violating university policy and the judicial officer will consider a range of sanctions and outcomes.
Disciplinary sanctions possible for a person found responsible of violating the sexual misconduct
policies include but are not limited to: counseling, Probation, Suspension, removal from campus,
Dismissal.

When determining an appropriate sanction, the TitleIX team will consider the sexual assault or
misconduct complaints as a whole, the disciplinary background of the accused individual(s), and
the totality of the circumstances, including the nature of the conduct and the context in which it
occurred.

TitleIX Case Procedures
1. Persons concerned
- TitleIX team : Assigned members who investigate TitleIX cases
- Mandatory Reporters(*) : Any university employee including faculty and staff
- Confidential employee(s) : Campus Counselor
(*)Mandatory reporters are required to file a report to TitleIX team if told about sexual
misconduct/assault.

2. Reporting line

Student Any LU]J faculty or staff —>| TitleIX Team

Note: If students wish to keep the incident confidential, they need to go to “Confidential
employee(s).” If there is no preference, please report to one of the Student Affairs officials.

Disciplinary Policies

Conduct which is incompatible with the university community and therefore disruptive of the
academic environment shall be subject to disciplinary action. To help students, the university
community has established policies for behavior to ensure that a healthy environment for living
and learning exists. Students are responsible for the policies that are defined in this handbook.
Procedures do not relate to specific types of misconduct but depend on the magnitude of the
offense. All the disciplinary actions will be recorded digitally by Student Affairs.

Prohibited Actions

The following actions are prohibited, and violators may be subject to sanctions:

» Aggravated Assault. Examples include: assaults or attempts to kill or murder; poisoning
including the use of date rape drugs; assault with a dangerous or deadly weapon; maiming;
mayhem; assault with explosives and assault with disease

» Aiding and Abetting. Assisting, hiring, or encouraging another person to engage in a policy
violation.

* Alcohol & Drug Use. Alcohol and drug consumption in and around all LUJ facilities is strictly
prohibited. Entering a LU] facility under the influence of alcohol and/or drugs is also
prohibited. Please refer to the Non-alcohol & Non-drug area map in the “Alcohol & Drug use
Policy Notice” section.

* Arson. Arson is any willful or malicious burning or attempt to burn, with or without intent to

22



defraud, a dwelling house, public building, motor vehicle or aircraft, personal property of
another, etc.

Bodily or Mental Harm. The following behaviors are prohibited: Intentionally inflicting mental
orbodily harm upon any person; taking any action for the purpose of inflicting mental or bodily
harmupon any person; taking any reckless, but notaccidental, action from which mental or
bodily harm could result to any person; causing a person to believe that the offender may
cause mental or bodily harm; and/or any act that demeans, degrades or disgraces any person.
“Any person” as used in this section may include oneself.

Burglary. Burglary is the unlawful entry of a structure to commit a felony or a theft.

Campus Demonstration. The following are prohibited: Participation in a campus
demonstration which disrupts the normal operations of the university and infringes on the
rights of other members of the university community; leading or inciting others to disrupt
scheduled and/or normal activities within any campus building or area; intentional
obstruction which reasonably interferes with freedom of movement, either pedestrian or
vehicular, on campus.

Community Misbehavior. An action or conduct that is considered inappropriate or improper
in a community setting is prohibited and may result in disciplinary action.

Damage to Property / Vandalism. Students are expected to respect the property of others,
including that of the university. Intentionally or recklessly damaging, destroying, defacing or
tampering with university property or the property of any person is prohibited.
Discrimination. Intentional discrimination against a person on the basis of race, color,
religion, national origin, sex, age, disability, veteran status, gender identification, or sexual
orientation except where such distinction is required by law is prohibited.

Disorderly Conduct. Disorderly conduct is disturbing the peace and good order of the
university. Prohibited behaviors include, but are not limited to: fighting, quarreling, disruptive
behavior, indecent behavior, public urination and/or lewd behavior. This includes violating
quiet hours.

Disruption/Obstruction. Obstructing or interfering with university functions of any
university activity to include, but not limited to: the obstruction of teaching, research,
administration, disciplinary proceedings, and other university activities, including its
community service functions on or off campus, or other authorized non-university activities,
when the act occurs on university premises is prohibited.

False Report of Emergency. Causing, making, or circulating a false report or warning of a fire,
explosion, bomb, policy violation, crime, or other catastrophe is prohibited.

Falsification of Records. Altering, tampering, forging or knowingly using falsified documents
or records of the university; being party to falsification; giving or providing false statements,
written or oral; and/or providing false information during any university proceeding or to any
university official is prohibited.

Fire Safety. All persons must evacuate the building when a fire alarm sounds. Any person not
complying with evacuation procedures is subject to disciplinary action including a possible
fine.

Forcible Entry or Trespass. Forcible or unauthorized entry to any building, structure or
facility and/or unauthorized entry or use of university grounds is prohibited.

Harassment. Any speech, action, or behavior enacted with negative intent that is focused on
any individual or group based on the individual’s or group’s gender, gender identity, race,
sexual orientation, religion or ethnicity is a form of harassment and will not be tolerated.
Hate Crime: is a criminal offense that manifests evidence that the victim was intentionally
selected because of the perpetrator’s bias against the victim.

Hazing. Defined as an act which endangers the mental or physical health or safety of a student,
or which destroys or removes public or private property, for the purpose of initiation,
admission into, affiliation with, or as a condition for continued membership in a group or
organization is prohibited.

Loitering / Trespassing. Loitering or trespassing on private residential and / or business
properties surrounding the LUJ buildings (including satellite buildings) is prohibited.

Misuse or Abuse of Computers/Electronic Devices. Misuse of any computer, computer
system, electronic device, service, program data, network, cable television network, or
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communication network is prohibited. Also to include but is not limited to: unauthorized entry
into a file, to use, read, or change the contents, or for any other purpose; unauthorized transfer
of a file; unauthorized use of another individual’s identification and/or password; use of
computing facilities to interfere with the work of another student, faculty member, or
university official; use of computing facilities to send obscene or abusive messages; use of
computing facilities to interfere with normal operation of the university computing system.

* Misuse of Identification. Transferring, lending, borrowing, altering or unauthorized creation
of university identification is prohibited.

* Misuse of Safety Equipment. Unauthorized use or alteration of fire-fighting equipment,
safety devices or other emergency equipment is prohibited.

* Sexual Assault/Sexual Misconduct/Harassment. Any violation specified under the
university’s sexual assault or harassment policy is prohibited. (Please refer to the “Sexual and
Gender-Based Harassment and Other Forms of Interpersonal Violence” section for details.)

* Smoking / Littering. All buildings on the LU] campus are smoke and tobacco free. Littering
and smoking on the street are forbidden throughout Shinjuku City in accordance with the
applicable ordinance. Please refer to the Non-smoking & Non-loitering map in the “Smoking &
Loitering policy Notice” section.

* Unauthorized Use of University Keys. Unauthorized use, distribution, duplication or
possession of any key(s) issued for any building, laboratory, facility, room, or other university
property is prohibited.

* Unauthorized Use of Property or Services. Unauthorized use of property or services,
unauthorized possession of university property, or the property of any other person or
business is prohibited.

» Violation of Any LU]J Policy. Violation of any policy outlined in any university publication is
prohibited.

» Violation of Criminal Law. Alleged violation of any criminal law where the student’s conduct
interferes with the university’s exercise of its educational objectives or responsibilities to its
members is prohibited.

Authority of University Officials

All faculty and staff members of LU]J are considered university officials. Students are to comply
with all reasonable directions and requests of all university officials. This includes the request to
present a valid Student ID Card.

Members of the faculty have full authority in their respective classes and any such activities
related to the instructional process. Verbal and/or physical abuse directed toward any university
official will not be tolerated and will be subject to severe disciplinary action.

Reporting Lines
Any alleged cases are to be reported to studentaffairs@japan.lakeland.edu. Once the cases are
reported, Student Affairs will contact the persons concerned for an Administrative Hearing.

Note: TitleIX cases should follow a different reporting line from other disciplinary actions.
Please refer to “Sexual and Gender-Based Harassment and Other Forms of Interpersonal Violence

(TitleIX Policies) for the details.

Hearing and Decision Making Procedures

1. Administrative Hearing
An administrative hearing conducted by a Student Affairs Official is the most common way a
student conduct case is adjudicated. During the hearing, the student will have the opportunity
to hear and present information pertaining to the alleged policy violation. If a student decides
not to schedule a hearing or to attend a scheduled hearing, a determination is made without
the student’s input and the student’s right to appeal is forfeited.

2. Judicial Board
In cases where the sanction for the offense may result in dismissal from the university or the
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student has legitimate claims that the hearing officer may be biased toward the accused or the
accuser, a Student Affairs Official may decide it is in the best interest of the student or the
community to have the case heard before a judicial board. The LUJ judicial board consists of
the General Manager, one faculty member and one staff member. Student Affairs will act in an
advisory capacity. If a student decides not to schedule a hearing or to attend a scheduled
hearing within 5 working days of notification, a determination is made without the student’s
input and the student’s right to appeal is forfeited.

Judicial Board Hearing Procedures
The following procedural guidelines shall be applicable in disciplinary hearings:

All charges shall be presented to the accused student in written form.

The hearing may be recorded. The recording will be kept in the sole possession of the chief
judicial officer. Outside recording devices will not be allowed. The chief judicial officer will
retain all tapes and materials until the case is finalized. Under normal circumstances, materials
are destroyed and the tapes erased following the completion of all processes.

The board will impose sanctions if a violation is determined to have occurred.

Written notification of the decision will be sent to the student.

A petition to appeal the decision must be submitted to the designated student affairs
representative within seven days of the official notification of the decision.

The proceedings of the judicial board and all facts related to the case are considered
confidential.

Possible Sanctions and Outcomes

The purpose of the sanction(s) is to facilitate change in the student’s behavior so he/she can
function positively within the LUJ community. The purpose of a sanction is to educate and
communicate that such behavior is not tolerated by the LUJ community. Recorded previous
violations may influence the imposition of the following sanctions:

1.

Official Warning. An official warning is a written description of the student’s misconduct with
the understanding that this type of behavior is inappropriate and violates the basic
expectations of students as set forth by LUJ. Furthermore, that further misconduct will result in
more severe disciplinary action. The official warning will be placed in the student’s file and will
be taken into consideration should there be any further behavioral violations.

. Suspension from School Events and Activities. Students may not attend any school events or

activities such as SGA, clubs, Arts Day, International Food Festival, Graduation Ceremony and
SO on.

. Discretionary/Educational Sanctions. Discretionary sanctions are actions required by a

student as outlined by a Student Affairs Official. It may include referral to professional
counseling, special seminars, community service or participation in appropriate educational
programs.

. Restitution. Restitution is compensation required of students who engage in theft and damage

to or loss property on or off campus. The amount of restitution is dependent upon the extent of
damage as well as what is determined to be the best method for the student to make amends
for the damage caused. The amount, form and method of payment is determined by the judicial
board.

. Loss /Cancelation of any scholarship provided by LU]J. Scholarships provided by LU]J will be

terminated following a conviction by the judicial board/appeals officer at their discretion.

. Disciplinary Probation. Disciplinary probation is imposed after a student has made a serious

violation or has repeatedly violated campus policy. Probation allows the student to remain at
the university on the condition that he or she complies with university policies and the
conditions of his or her particular probation. Further violation of campus policy, to include
violating the terms of the probation, may result in suspension from the university.

. Disciplinary Suspension. Suspension is the involuntary, temporary loss of student status for a

specified period of time after which the student may return. A suspended student may not
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attend classes or any university-sponsored event. The student will be required to leave campus
and may not return until the time period of the suspension has ended. If a student is suspended
prior to the end of the semester, the student will lose credit for the classes carried that term.

8. Disciplinary Dismissal. Dismissal is the permanent termination of student status. This
sanction is one of immediate involuntary separation from the university.

Reimbursement Upon Suspension or Dismissal
If suspended or dismissed, a student will not be reimbursed for loss of tuition or school fees.

Appeals

If a student wishes to appeal the decision of the Judicial Board, a petition to appeal must be sent to
the Student Affairs Official within seven days of written notification of the judicial board decisions.
The petition must state specific reasons as to why the individual believes an appeal is in order.
Upon receipt of a petition to appeal, the Dean and the EAP Coordinator will review all written and
recorded information pertaining to the case, and based on gathered information, has the right to
grant or deny an appeal hearing. The only grounds for an appeal are insufficient proof of
responsibility, violation of student rights or if the sanction is inappropriate for the violation.

If an appeal hearing is denied, notification will be sent to the student. If an appeal hearing is
granted, written notification will be sent to the student and an appeal hearing will be scheduled. If
an appeal is granted, the appeal officer will review the case after meeting with the student. The
Dean and the EAP Coordinator will review all appeals with the Dean before making a decision, and
may confer with the judicial board as well. The decision of the appeal officer will be final and sent
to the student.

Honesty

Each participant in the administrative hearing process, either as an accuser or the accused, must
present the facts of the case with honesty. Individuals who are dishonest are subject to their own
judicial action which could result in dismissal as a sanction.

Disciplinary Procedure Flow Chart

Incident
*TitleIX case follows TitleIX procedures

Administrative Hearing

Sanctions Decided
*Notified in a written form

a) Sanctions resulting in dismissal

b) Legitimate claims from students

Judicial Board Hearing

Appeal from the student (in written form)
*within seven days after notification

Appeal Review

Appeal denied

Appeal granted

Cancelation or Change of Sanctions
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INTERNATIONAL STUDENTS

Visa Sponsorship Information

The university sponsors student visas for international students upon enrollment. Students must be
enrolled “full-time” and abide by all rules and regulations set by the university and the Tokyo
Regional Immigration Bureau.

Visa Status Change

Students wishing to change their visa status to a student visa should make an appointment with
Student Affairs to complete all required paperwork. Students must understand that the Tokyo
Regional Immigration Bureau makes the final decision regarding visa eligibility. Students can
confirm with Student Affairs staff regarding required documents. After an application documents
are in order, students need to submit them to the Tokyo Regional Immigration Bureau.

Visa Extensions

Requests for extending visas should be made through Student Affairs at least 3 months prior to the
visa expiration. An extension handling fee (6,000 yen) must be paid. In case expedition is needed,
an additional charge of 2,000 yen is required. Student Affairs will contact students via e-mail if
their current visa is close to expiration. The Students must schedule an appointment to begin the
visa extension process. A second appointment will be scheduled to confirm all paperwork and
complete payment. Finally, students need to submit their application paperwork to the Tokyo
Regional Immigration Bureau.

Job-Hunting Visa

Students looking to get employment in Japan after graduating LU]J are eligible to apply for a
Job-Hunting Visa. This visa will allow you to continue working, or search for full-time employment
from six months to one year. Students can confirm with Student Affairs staff regarding the
required documents and steps necessary to apply. Be advised that you should notify Student
Affairs before your last semester at LUJ, in order to prepare the transition with Tokyo Regional
Immigration Bureau.

Additional Visa Policies

Personal Contact Updates

International students must provide updated contact information to Student Affairs. They also
need to inform Student Affairs of changes in such documents as: new passports, visas, residence
cards, health insurance cards, addresses, telephone numbers, and especially legal name changes.
Updates should also be provided for financial sponsors and emergency contacts.

Traveling

International students are required to inform Student Affairs when traveling outside the Kanto
area. Travel Information Forms are available at Student Affairs and must be submitted before
departure.

Part-time work

Student visa holders are allowed to work a maximum of 28 hours per week during the semester
and 40 hours per week during semester breaks (no more than 8 hours per day). This includes any
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type of paid work (on/off campus). The 28-hour limit applies to all work undertaken by students;
in other words, the hours worked at all jobs must not exceed 28. Students working part-time are
required to fill in the contact information and work details on the Visa Recipient Agreement form.
Submission of a work permit form to the Tokyo Regional Immigration Bureau is required.

Leave of Absence

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

Graduation

A student’s visa will expire one month after graduating from the university. Students will need to
leave Japan within that time frame. Any additional time needed must be requested directly by the
student to the Tokyo Regional Immigration Bureau. Students may not stay later than a month
after graduation status is confirmed. Immigration laws do not permit students to extend their stay
to attend the Commencement Ceremony.

University Transfer (in Japan)

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

Withdrawal / Fallen Out of Enrollment

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

Suspension

If you are suspended, You are not eligible to enroll in LUJ coursework on a full-time or part-time
basis for a period of at least one semester. Additionally, the Tokyo Regional Immigration Bureau
policy does not permit visa sponsored students to engage in work or other paid activities unless
registered as a full-time student. Due to these conditions, it is necessary for you to leave Japan and
return home until a request for readmission to the university has been submitted and approved.
Your student visa will not be terminated by LUJ during the duration of this suspension; however,
LU]J is required to report the change in your status to the Tokyo Regional Immigration Bureau
immediately after the completion of your current semester. This report informs the Tokyo
Regional Immigration Bureau that you will not be registered in LU]J courses for the duration of
your suspension.

Dismissal

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

Health Insurance

Upon arrival in Japan, student visa holders are required to sign up for National Health Insurance
at their local city hall office and must carry the insurance card with them at all times. Foreign
students must submit a copy of their health insurance card to Student Affairs.

Financial Sponsors

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

Tuition Payments

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

Student Visa Agreement Form

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

EMERGENCY AND FIRST AID

Emergency Contact Numbers

LU]J (Student Affairs) 03-3225-0427

Fire, ambulance 119

Police 110

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

First Aid Procedures (&2 DX L)

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

All first-aid and emergency contact procedures and instructions (below) are reviewed with
students during their New Student Orientation. Students are also made aware that PDF copies of
the manual, as well as additional emergency contact numbers, are provided on the LUJ website.
RamMFx > b TREROMISHIE~Y =27V (FAER) | BBHEOFE 7 7 ITREINTEY |
AED (A B ARSI BRMEN #8) (TSI E SN TV E T, v = =2 7/ & BRAERKEEHIT LU O 5%
RIS — At— DI TS FTRE T, FROBARF ORI & — b~ SOMEH I DU
TIEHAEMTA ) =T =23 U THRERNENLTVET,

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

IF YOU ARE IN NEED OF FIRST-AID & 727- F By i@ AL s L B 7 45 A
If you are the victim and in need of first-aid care, you should follow these steps:

1. [Ifthe surrounding environment is unsafe and you are able to move, immediately do so and
call for help. If you have access to a phone, immediately call Student Affairs
(03-3225-0427) and give your name, exact location, and current condition.
JABRZEZTIE R WS, EBIZEOHFHNGHENIIT ZFATIZEW, b LI
BN D DAL, TICFAER (03-3225-0427) ICHERGA L, K4 - BIEH - BRI
LT 72E0,
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If you are not able to contact Student Affairs, attempt to call out for help. Another classmate,
faculty or staff member may come to help assess the situation and contact the necessary
respondents. There are first-aid kits prepared in every building throughout the LUJ

campus.

FABRICEK N TERWGE, BT 2RO T ESn, otk - el - 22y
TREE LD, TOREORDLUC K o THREZHK - gz LES, RSy I
F ¥ AN (CREE L OBIEHE) ICRESNLTWET,

IF YOU FIND SOMEONE IN NEED OF FIRST-AID A5 X373 % L TWH A& BDF 256

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

R OUTANR 2 ST e BB DN BE T D £ T, RREREZI NS RN E I L TR

SV,

HDISRILEICHEN D 2 NE, T ICREZ RO TS IZE0,

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

T, B E L TRFHBZELEPETIEEN

1.

Check the scene. Is it safe? If the scene is unsafe, DO NOT attempt to enter. If the scene is
safe, check the victim for life-threatening conditions. Check for: breathing, other signs of
life (movement, etc.), and for visible signs of injury. DO NOT attempt to move the victim.
JHY OREREHER LTSIV, b LAERZE LR LT LRVEIICLTLEE
W, FIHNLZETZLHE LD, RATERE ZBNS RN E I L b, <1
T ORE (B2 LTWD0 - Bl H 570, 20 - BFROKIER E) i LT
TEEVY,

Immediately call Student Affairs (03-3225-0427). Give your name, exact location, and
current condition of 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 additional help.

AR (03-3325-0427) (TG A L, Bor L ERAE DK - BAEM - BUKPLA B
LT IZEW, JJY 0BT Z2FAT BRICHBDE DR VL5613 7 — ANLLERE
WHEDZITICND L HIc LTI EENY,

The LUJ campus is equipped with first-aid kits on all floors of each building, as well as an
Automatic External Defibrillator (AED) in each building. First Aid manuals, located next to
the first aid kits, provide basic illustrations and instructions for various emergency
situations. Perform them only to the extent you are capable and comfortable with

while you wait for medical or trained personnel. Keep the victim comfortable, and DO
NOT move or transport the victim(s) unless the surrounding environment is unsafe.

BmAx Y MIFEOEKE 7 e TICHREINTEY . AED (HEMA/EREhE) (3454
ICRE SN TWET, v =2 7L ROLE FERTRH SN THET, amkE-
LA 2 2 T - BARE DRI T2 F CHERBZDOAICEN S RN LTS
W, BODOSRMEIZAERSH D ANE, TICREEZBD T I,

Fire and Earthquake Evacuation Procedures HifE « JZEHF DBEBE L%

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 base of the fire, not at the flames.

AREER L OBIEEICRRIE SR 2 M LT HAEREZITo T EE0,

To sound the alarm, press hard to perforate the seal and press the button beneath it. If you
hear the fire alarm, evacuate the building immediately. Do not wait for your floor to be
evacuated by staff members. Touch the door to make sure the fire is not in the hallway. If
the staircase is not available as an exit, you may need to use the “emergency ladder” located
on the each floor.

30



KEVERALZ 2L TSIZE W, KKERPF > OBRIER LV IFHEL TES
W, ZORR, BB EZHOLEITDH Y A, AEEPMEHATER2WEREA 7T O
FUHIZHD FEERIILI) 2HLTIZE0,

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

belongings.
DO IEEE L2 S APHICERE L Lt T 7230, IRLTEPNICEL RN TS
AN

4. Instructors at the satellite buildings will notify students if there is a need to evacuate. If there
are no instructors available during an emergency, please evacuate to the nearest exit.
AREELSRDREDIZ N DA ITBE O RIIE S T TE SV, BB REDOL AT OIFER
MR DBEEEL T<7ZEN,

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 objects. Stay away from windows. Open the door to
secure an exit before it becomes bent or jammed. Do not rush out of the school building; there
is danger from vehicles as well as falling objects.

ISRt T HERERH D £ 0T, BHAKREL T, ILOTICHERLTIEZS
W IRLTIRTTRAMCH RN TS ZE W,

2. Once the earthquake is completely over, start evacuating. Students should evacuate as a group.
Be aware of your surroundings and walk in a calm fashion to the pre-arranged evacuation area.
If the emergency stairs are not available, please climb down the “emergency ladder” located in
on each floor. DO NOT USE THE ELEVATOR UNDER ANY CIRCUMSTANCES.

RPN E-T2 b, BEEHEAPA L ET, FMICER L, BHEW LT ~ZE) L T<
EEV, FEIUCE D RT OB ETHENNSINNRNE D RIS D 2 fEfk L
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ZEMALTLLZS N, RLTZLA_R=F— I LR2NTIZIN,

3. When you evacuate, pay attention to both debris on the ground and falling objects such as
window glass. If the inside of the building is considered safer than outside, stay in the building.
If instructions are announced over the Public Address system, please follow them. Carry only
minimum necessities except for bag if it can be a protection for your head. Do not return to the
campus to collect other items.

BEER I SRS E RN H D T 0T, BEIOBIZHAEE LT EE N, =L, &Y
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Fire / Earthquake Drills
LUJ regularly holds fire and earthquake drills throughout the year.

Evacuation Area
The appointed evacuation area for LUJ is Tenjin Elementary School
Location: About 300m from LU]J, four minutes on foot
Evacuation route : Exit out of LU]J’s front or side entrance. Turn right and proceed up the hill (with

the Family Mart on your left-hand side). Continue to the first 4-way intersection. Turn left and
proceed straight. The elementary school is on your left side.

BEFESSET « RAVNERE K 300m &4 4 47
BERERRR - RORERRFEY 27 7 2 U —~— M~
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LU]J staff members and faculty will lead students to these evacuation areas if available. If you move
to an evacuation area without the supervision of an LUJ staff and faculty, it is recommended to

stay there until contact is made. A map of the nearby evacuation areas is provided below.
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For international students who cannot read Japanese, show this map to a Japanese person who
can direct you to the evacuation area. In the event you are away from campus and not able to
receive English support immediately, it is recommended to follow the movements and directions
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of the Japanese people around you. When you reach a safe place and conditions improve, please
contact the university for updates.

Important Communication in the Event of Emergency

Contact with the University

In the event the university campus is evacuated for an extended period of time, the university will
provide updates to students via the LUJ website and LUJ e-mail accounts. If you are away from the
university during/after the earthquake, please inform the school of your safety and whereabouts
by e-mail and/or phone.
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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 telephones and computers in the university will be available for use.
If your mobile phone is inactive, please use a public telephone.
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Other Free Hotlines / Websites for Information and Contact Updates

The following link provides basic safety procedures, networking sites, English support hotlines,
Embassy listings and contact information (in multiple languages): http://nip0.wordpress.com/
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