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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, posting boards, and through the LU]J Blog.

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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Lakeland University STATEMENT OF MISSION, VALUES AND
EXPECTATIONS

Mission: Lakeland University 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 Lakeland University 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.
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GENERAL INFORMATION

LUJ Faculty & Staff (A Z 8 5)
Allemployees of LU] are considered university officials. Studentsaretocomply 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.
jt?@éﬁé%ﬁ BIRFEIE THY . FETBIREIC L5 GBI RPERITNE S 2 &
BEHFT O TWET, BRIIZENEhORE, £728E LOTEBICE L TRARMER
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R

Communication from the University (X775 DE#S)
Important information and notifications from LU]J will be delivered to students through a
variety of platforms:

KFNDOEBERERIZ, UTOFETEEINET,

LUJ E-mail Accounts

All students are assigned an LUJ e-mail account, and university has therightto communicate
with students through these email accounts and the rightto expectthose communications will
beread and responded in a timelymanner. Students are responsible for checking their
accounts daily, as university officials will use it to send important messages. When
communicating important announcements, the university will only send emails to LU]
accounts. The university’s email system can be accessed on and off- campus and students may
synchronize their email account with their electronic devices.

ETORAET, RENPLEVYTONIA—NAT I T MIE< A — /v EFiA, Bl lZxf
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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 (e.g., cancelations and makeups), and helpful reminders.

BEERE®, EFm, V~vA X —FRFOT e ICBilInE T, PAETHEECI T e %
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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 LUJ
blog.

HEERR AR — L X— |2 & B "Student Resources” (2, 7 T ARV a—)b, WL H— F
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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.
The rules for message boards use are stated in “Posting and Advertising Policy.”
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Phones

Phone calls will be used only in situations that require immediate and/or direct
communication with students. We encourage parents to contact the school by phone
only in the case of an emergency.

Hanld, FAEELEBEDOELITEBIGERKR A RO MLERNH 2GEICOAEH L ET, i
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Communication with Family and/or Third Parties (K& CH =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.

NG IR & P AN OMERIRE DBLRIZ KV | B, RS & & A BT E RIS
KL THEFETHRREND DO TIEH Y £H A, FERADKRFRERRIZTRET S
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Student Identification Cards (4£5F)

Allstudentsare provided a Student ID Card at the time they enroll to the university, and they 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.

FAFETFIZEEAT L, BHRBE DGR DN GE 13, PN F AR ZRR LTI EENY,
FAGEOENE, Th5, §E, STk snTWET, BFHRGRICTAERTEROF
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Student ID Numbers (FZ#ZE5)

Students will receive two ID numbers: a Lakeland University Japan Campus (LUJ) 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.

SAEIZIILU] & LUW(T 4 RT3 v F 2R R)D 2 OO M5 SN 9, LUW
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Personal Information Changes (AN 1§ DZ F)

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.

FAEOWERE, 7 P v 7 SCERT, BEROEREDOTLD, RATFEEDRK
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Personal Items / Lost and Found (#%#) - 75 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.

B - BEMIFICETLTIESY, B ET o566, FAROSNWIRE T
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T EnET,

Receiving Postal Items (Z5{&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.

LA NSE OBED OIZ T TV EF A, ETREAIKESNET,

FACILITIES

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

The Main Building is open (Mon.-Fri.) 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 4th and 5t
floors of the Main building. Closed on Holidays.

Campus Hours are updated every month on the Student Resources page.

- H OBRRERFFIC B L Tl A A & EVVIEFRET 8 I b /P2 9 I & T thod /L (New Valley, SGC,
ELTZ) (3R 8 Bi» bR 7 Bk T T, KPFRE DO T H OAFRT 10 B 6 4% 5 B % T,
AEED 4 BE L 5 M T & £ 97, BIAERFR 13" Student Resources” D~ — UIZH# L TH Y £7°,

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
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.
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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 the “Inside LUJ” tab on the website.
FRNEEANCRBE SN TS 2 B a—F —b— MBIV S THHEMT 5 2 e R TX
9, ERRICEEM SN T D=l > TR LT 72 & W, RF Ol H 26 K UM 2B 25
T RFBARE ~DREATHITEEN O R L0 £,

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.

The library provides information and media literacy courses to improve LUJ students’
knowledge of information, media, and research skills. EAP students take the Research and
Information Basics, or RIBs workshops in their HI and LA writing courses. Academic students
take the EXploring the Information Universe, or XINU, workshops in their Composition I and
Composition II courses.

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.

® Ifalibrary 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 or within the
allotted time frame.

® The librarian has information regarding other libraries in Tokyo with English materials.
Libraries with English collections are also listed on the library’s website.
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® 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 (> —=22"t >4 —)
Weekday Hours: Posted on the LU] Homepage and Learning Center schedules in
front of each Learning Center location
Weekends: Closed
Locations: Library, SGC 2rd floor;, and ELTZ

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.
W] F—=v 7k Z—TIIFEDFEMAXIALT v TOHR— F&2ITo> TWET, KHF %
MY FL2ET 2= — IR EFEOHEZRA L TWEY, F—=v 7 7 —3%E
HEWNRWVRAXNT o TEEFHIET D E2AKRELTVWEY, Fa—2 U7t
y¥a AIERTY, Fu s —vaiZHDHA TV a— M A T v T e T HI LT
Ty ar30 DTN TEETA GHF 2—F =IO TR A > TWRITIUTIER
THIELARETT,

Counseling Services (7 7>tV >-2)

LU]J offers a variety of counseling services to students, ensuring everyone has access to such
support.

RFETIE, PAEXBOLDICISEIEFRAIV B V7 EHELTVWET,
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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.

TAFI I T RAL AONTHIRORERDIEL THT Iy 77 FALF =2 L BT K
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General Student Life (224 £TE M%)

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.

AR TCIIFERERZNTRELZAREZEND I I v T a2fTo T E
T, REDOU V=2 (THTI v 7ICET5Z L, flESCEKmICETS &, F4AE0M
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Professional (B:f % ¥ & 7 —)

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 F ARG BN DA 2 T D548 TR < DER e R Z A2 TV D74
WXL T, RFETIEEMFEICLZ Do) U V2L TWET, Ayt T—LEEL
TEWNBIET N CRE ST SAVE T, KRR B AT 11 B2 5414 4 RFE CTOR], AfE 3F
DI THT ¢ ATTHTEIVE T, HIEIOFRNIFAEREZBEL TYTo T EINY,
2EIEUIZESE D Vot T —ICHEK LT EE,

Student Affairs (F4£7F)
Student Affairs is designed to work with all students to support high quality academic, social,

and campus life. As the initial contact point for students, this office provides a variety of
information and services.

FARTIE, ETORENTRELCFEAERLEND LD, RECHET DMk~ 2IFRE Y
—EAZREM L THET,

The following services are available in Student Affairs

® General assistance for all students (ZAEATEV R — 1)

® StudentID issue and renewals (“ZAERIERAT & B HT)

® Student record updates (personal contact information, emergency contacts, etc. (fEfTZ
)

® Visa and housing support for international students (=47 — )

® Sessions for current students (F-flit v 3 )
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Academic Affairs (#£7F)
The following services are available in Academic Affairs.
® Information on course offerings and class registration, including adding, dropping,
withdrawing from a class
® [nformation regarding the student’s personal academic record, including: evaluation of
transfer credit, graduation evaluations and grade-point-averages (GPA).

Student Government Association (SGA)(Z4£BRX %)

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 SGA members are required to be in good academic standing as
per the following:
® Academic students who have a minimum 2.0+ GPA from most recently completed
semester, and maintain an overall 2.0+ GPA.
® EAP students who have passed the level in the most recently completed semester.

For more information, please send an e-mail to our current SGA at sga@japan.lakeland.edu.

SGA [T, RFELEHE L TREI I 2 =7 WOk RBRMEEN 2 320 L TW S EAET80 7
=T TY, ZBRATEO LA, SGA THEHOEH, 7 7 7IHBOFHELIT> TVET,

Student Ambassadors Scholarship (SAS)

The SAS is a service-based leadership scholarship for students currently in LUJ'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 LU]J
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.
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Student Employment (ZA/5+1 F)

On-campus student employment information, job descriptions, and position openings are
available on the blog. To be eligible for on-campus positions, Academic students are required to
have a minimum 2.0+ from most recently completed semester, and maintain an overall 2.0+
GPA. EAP students are required to be in good academic standing. 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.

FNAAL NOFEE, FEEOFEMIZOW I T B ZIZTEN L TWET, AL H - T,
RAEOHAE 2T L TV D BERH ) £, FAECY 200G - FEOBBRREIZ, A
EE PR OIEA ISR & 2 i30A 28 FFfE], IRIRTI30E 40 e LI & 7220 £, ®54
DIBZMITBE L T, FARICHR L TSN,

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.

IS 2 PR E U B 3 AR L T2 a0y,

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.

FAD WiFi 782 T — FIFPARICBMWEbEIZS 0,

Certificates / Documents (ZEH#72)

Transcripts (FAEEHAE)

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 .

RAGERZFEONFIIRE SN TV D7, FEOEmMI L HFER LICIFHEE GTH =
FIARSINAZ LDV EHA, VATV RRFEAROY =2 7H A NEODA T A2
ZRAA LU THITHBEN TE X T, FEHEC OV TITRGER, AAGERO~ =27 40k
U7 L VBISATRETY, KW LYy = ROHZ LRV ETOTIEEL L
S,
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The Documents (FEEAE)
The Following documents are available upon request at Student Affairs.

Type of Certificate Number of Cost
Issuing Days

1F5FFBH 2 Verification of Enrollment Status 1 day ¥200
TEFHAMIREN] Z Verification of Enrollment Period 1 day ¥200
ARZE FIAGERA &
Verification of Expected Date of Graduation 1 day ¥200
FE AN AGERA E Certificate of Payment 10 days ¥700
A% 5| FEBAE Student Traveling Discount 1 day ¥200
Certificate
A REFE1T Student ID Card 1 day ¥700
P/ RIEEL 1 o — /L Back Sticker of Student ID 1 day ¥200
7 73 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. Any outstanding
payments must be cleared prior to the order of transcripts and/or other documents.

A CHHAWEITY, BB FAT A rIREZR ERA D A4 2 B £ TITHFEN dIUTIBM 200 [
TXHELET, PDF ~D A% ¥ o BEEFRITOLAITHE 200 RS ET, Lid
PSNDE D, & D WITFERINZ DWW TEFAETRICHR L T IE S0,

RIT DFANE 8 DY BT RF L FATT D82 BFDOHFEN TE 8 A,

POLICIES AND PROCEDURES

Enrollment Policies (FFE5 )
Please refer to Academic Handbook and EAP Handbook for each program’s original policies.

Payment & Refund Policies (ZZ#IN)

The payment of tuition and fees helps 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 set in invoices. Failure to
do so may result in Administrative Drop of courses, restriction of class registration for the
future term, loss of enrollment status, and the withholding of student records. In case the full
payment cannot be completed by the deadline, students need to contact Financial Affairs in
advance. Tuition and fees are non-refundable.

R, kA e, TOEFL 7 A MU, B OMANITFRNSFRAMEZ XM L, FRES H
(B ERAENDIRE L E S, E3RIRFFIC LY AR RS TERWIGE DI,
KEFHRE DIIT ABEA~DIRIAL ZZ TT £ 7, B TOSHMIZTHIT T A,
BWHETOIRA, BIENRTET SNRWES, JEEEUHETAR TIXER A THIE, HRRIET
TBEREOIVE LM TOIE T, HHICHICEDRWGEITLN T SERR~ R L TS
EEV, R OFEN B 25T RF LV BT T 24 REHORFE N TE A,
FIIBOBRIRIT W2 LE A, ED BRI FEFEOMAZES | HE S 20
A I RF 0 b OEFmMBME, EEEZR0 D REFHITH > THREL T,
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Textbook Distribution

EAP students will receive the textbooks in class. Please check the EAP Handbook for details.

Academic students can buy textbooks on campus at the beginning of each semester. Please
check LUJ blog and bulletin boards for details.

Textbook return policy for Academic students

* Textbooks can be returned within the first week of the semester they were purchased
only if they are in their original conditions.

* Textbooks with their shrink wrap removed or access codes revealed cannot be
returned.

* For dropped courses, textbooks must be returned within 7 days of dropping the course.
Students who fail to return unwanted textbooks during the textbook distribution
period will still be required to pay for those books.

Textbook Exchange (TX)
For Academic students, LUJ’s Library does provide a textbook exchange service known as TX
to allow students to sell and purchase used Academic textbooks. Please contact LUJ’s Library
for detailed information.

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.

FAMBMAOFERIL, IELREER RIS W HFHIZIR Y FAEORE 2 LICSRFRE &
ORF: & ZHIBRIZ D DN E T TR SN E T,

TR it & PR AN OMERIOBLRIC X D | B, R 2 S M AT FEIR IR L
THERETHRIND DO TIED Y FEA, FAERARKFRELAICTHRET 55 =
FHADRRGHERZ LI2HE I 0BRSS NET,

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.lakeland.edu/images/acadprog/FERPA.pdf)

Parental Notification

University reserves the right to contact the parent(s) and/or legal guardian(s) to disclose
information aboutany violation of civil law or any university policy governing the use or
possession of alcohol or drugs. The decision to contactaparentorlegal guardian willbe based on
theschool official’s review of an incident(s) for pattern or severity.
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Classroom Behavior

No student may unreasonably interfere with another’s right to read, study, or learn in the
classroom environment. 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.

Alcohol & Drug Use Policy Notice

Alcohol and drug consumption in and around all LUJ 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 LUJ 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 community. Students are expected to uphold the following policies:

1. Students are prohibited from smoking or littering within the designated areas of any LU]J
campus buildings. This includes the Main building, SGC, New Valley, and ELTZ.
*Please refer to “Non-Smoking, Non-Littering map”

2. Students are prohibited from trespassing or loitering on private residential and/or business
properties surrounding the LU] campus buildings.

Note: Students who are within a 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]J 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. In certain cases, students may be required to remain at home until the full
recovery.

FRARMEZ VBT E D DIV EYEIC A LTz & IXEFER T2 L, oI Y #
ARG LTS IZE W, EROFERICHEWVHE 245 1E L, ®IRRICRERRO FhtE 217
STLKES, XPWEFEAEHEREPLEIRL55606H0 £,

PR L VB TED HTZIEYYE (Infectious Disease as defined in the School Health Law)

Name ;ﬁfgsease Standard period of Suspending attendance(Approximate)

At least 5 days since the onset of symptoms and 2 days since the

Influenza fever subsided.

TN W FIE L7214 5 HARGE L, Mo, MREVL7-1% 2 H 2 fH3 %
ENS

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

cough) the appropriate treatment of Antibacterial products for 5 days.

HH% FifF OWEDNHEAT 2 F TXIL 5 A Mo E 2 i o B A
IR DWREPKTTHET

Measles 3 days since the fever subsided.

LA (1T L2 FRENL 7= 3 AT 5 F T
5 days since the onset of swelling (of the glands), or the

Mumps patient’s overall condition (and glands) have returned to

TATIHEE FRRZ (725 | normal.

<) H IR IR SUEE TRROMEARS B L7245 H Al L,
PO B IRIEN RAFICR2DET
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Rubella(three-day

Until rashes have subsided.
measles)

LA (ZHIELAY BIEPHRT HET

Chicken pox Until all rashes scab over.
KIECKIED Z 9) TRTORZVHPIET 5 FE T
Pharyngoconjunctival

fever (Pool fever) 2 days since the major symptoms have subsided.

T (g | EEEROSHAR LI 2 A AT 5 £ T

Not able to return to campus until it has been determined that there is no further risk of
infection by a Doctor.

PUFOFRUZE LT, RIS D BRIV TR OB ZN R RN ERO L E T,

Tuberculosis #&#%

Meningococcal meningitis #x7% FH VEBEE S

Cholera == L7

Bacillary dysentery i 4R i

Enterohemorrhagic Escherichia coli (0-157 etc.) & Hi i KRG RGE (0157 fth)
Typhoid i3 7F 7 A

Paratyphoid /X7 F 7 A

Epidemic keratoconjunctivitis Jiitf T4 5

Acute hemorrhagic conjunctivitis(Pink eye) 724 H i P 5 0¢

Other infectious disease (Epidemic diseases, diarrhea, Streptococcus hemolyticus infection,
Mycoplasma pneumonia, Hand-foot-and -mouth disease, EV virus infection and so on)

Z DMDIRGE (UG, WEERGIE, ~ A 277 A~ figk, FREH, EB 7 4 /L Ak
QuiEra &)

/|

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 LUJ blog
and/or sent to students’ LUJ email accounts as early as possible. Students are urged to check
the blog and LU]J e-mail accounts to stay updated.

BARKE (BE - KE - HEE) SZBEREDO 2 N7 A % RO 52 OBRH I XV &2k
BN REDEGE T, FEPBFRTIRVIRGL, FIFPENBREEZ LSRN TH D
ERFDHWT LG ARG S LET, SMmiEr e 7 £33 A — 1 TIibhvE 0T,
Bl RS 2 L C< 7230, IRMED THREIN D20, RTEBRVGE ZBRE RPE~DER
HRIIREEZ TS0,

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.

Accommodation 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
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or submit an online application form. 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. LU] 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 or the LUJ website. All students
are given equal access to the programs, services and activities of the university.
RPIEEDH D % i))k?é?ﬁ%%ﬁi R TEDIODYAR— FERUEL TWET,
ZORHNIBARZZ T DT, HETFAENEZDOFEERFICHRE L, RFHE L CTHER
%ﬁ%ﬁ%f@tb®MF%k% R LET, [FRFICHEY O IR E F /23R LD
v T = BEEIHERL LOMEER A LA 7 T v FRPEEEREEZ BRICR %,
ZDOREMENRRD LNTEHEOHRGUIE U TR EITO L) O TY, FELITFAE
%if%ﬁwébﬁ<té%oi%ﬁﬁﬁﬂ%ﬁﬁﬁ?ﬁwiﬁo%%i%%%ﬁéié
RO LD AN EETEZ DT, (RTEFE ICHE T2 2 EOREHIRE T2 &
BRDONES, HEEEH %%§®ﬁ7421xfﬁéﬂ FUTA R ET DI LN
TEET,

Social Networking Website Policies

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. Students should refrain from using social media to belittle or bully other students.
TxA AT 7 VA v Z—FEDSNS IZTRHESN TODIERIZRFADHFEIMM DD Z
ERHY ET,

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.

7 A RN 7 OFIIIRFPIGER A — A=Y X ZH I CnET, B4 TORRED
RETT 28, LV BRRYZ AR LV MO IRICEN 5720, TE DR oblE %

%%wawiﬁo

Parking Policy

LU]J 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 - BRI IRE SN TWET A, BESHE, 4 — A 23 HEE O RPN, KT
B DEEHL - Hiﬁﬁ% IFEEESNTWET, BEXR LG EITEEIOXR L7220 £,

Posting and Advertising Policies
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.
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® 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.

FARRE DA X Mk, R ORRRE T TR O AR TE ST R T D
TEMTEET, B N7, B, HEN, mLR_R—F—N, FOMPAERINKR LN
T~ O, BRI BB O/IFE., 52 - BURHIKRICEET 5 H 0D, 73— L0EE T4
BT b0 —UEE LS TUVET,

Disclaimer of Liability

LU]J 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 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. LUJ students who fail to read this handbook will not be
excused from compliance with the policies and requirements herein.

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.
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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.

Policy Application and the University Community

This policy affects all relationships within the university community to include:
Faculty and staff conduct towards students;

Student relationships with other students;

Supervisor conduct towards employees;

Student conduct toward faculty or staff;

Conduct between members of different sexes;

Conduct between members of the same sex; and

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:
the prohibited conduct occurs on university grounds or other property owned by the
university;
® 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;
® 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, LU]J 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 exploitation. Reporting individuals should be

re the university’s confidentiality and mandating reportin ligation in order
make informed choices. “Confidential employee(s)” such as the campus counselor offer

confidentiality without 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.
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Reporting Your Assault to LU]J

To report issues of sexual misconduct, please inform any faculty or staff members the student
is comfortable with. Following the initial contact, the faculty or staff members will inform a
member of the Title IX team.

Reporting Sexual Misconduct
If you 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.

® Ifsexually 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. The 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 LU]J 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 the Title IX team if told about.
sexual 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.

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.
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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.

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 Chief Operating Officer
(C00).

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
(*JMandatory reporters are required to file a report to TitleIX team if told about sexual
misconduct/assault.

2. Reporting line

Student Any LUJ faculty or staff ——>0  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. The university community has
established policies for behavior to ensure that a healthy environment for living and learning
exists. Students are responsible for avoiding the infractions of 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.
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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 an LU]J 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
defraud, a dwelling house, public building, motor vehicle, personal property of another, etc.
Bodily or Mental Harm. The following behaviors are prohibited: Intentionally inflicting mental
or bodily harm upon any person; taking any action for the purpose of inflicting mental or bodily
harm uponany 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.

Illegal 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 locations such as the library.

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
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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 Offense: is an 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 LU]J 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
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 LUJ 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 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 LUJ 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: TitleIXcases 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.
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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
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 COO, one faculty member and one staff member. Depending on the case a student
representative may be included. 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 Dean 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 LU] 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 for infraction of rules. 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

27



for the damage caused. The amount, form and method of payment is determined by the judicial
board.

5. 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.

6. 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.

7. 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
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. In serious cases, the
student may 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 Dean 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.

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.

28



Disciplinary Procedure Flow Chart

Incident

*TitleIX case follows TitleIX procedures

J

Administrative Hearing

l

a) Sanctions resulting in dismissal
b) Legitimate claims from students

Judicial Board Hearing

I

Sanctions Decided
*Notified in a written form

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

Appeal Review

l

Appeal denied
Appeal granted

Cancelation or Change of Sanctions

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.
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Designated Activities Visa

Students seeking employment in Japan after graduating LUJ are eligible to apply for a
Designated Activities Visa. This visa will allow you to seek full-time employment for six
months to a maximum of 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 LU]J, in order to prepare the transition with Tokyo
Regional Immigration Bureau.

Note: Immigration regulations are subject to change.

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 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 Student Affairs. During the Leave of Absence
period, international students are required to pay a ¥40,000 (+ tax) 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, LUJ will cease being the
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 becomes fallen out of
enrollment. In such cases, students must leave Japan within two weeks. A letter of visa
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cancellation will be sent to (a) the student’s current Japanese address registered with the
school and (b) the Tokyo Regional Immigration Bureau.

Suspension

If students are suspended, they 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 the students to leave Japan and return home until a request for readmission
to the university has been submitted and approved. The student visa will not be terminated
by LUJ during the duration of this suspension; however, LUJ is required to report the change
in student status to the Tokyo Regional Immigration Bureau immediately after the
completion of the current semester. This report informs the Tokyo Regional Immigration
Bureau that the suspended student will not be registered in LUJ courses for the duration of
their 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 the
Student Affairs office within the first month of the semester. If there are any
subsequent changes in their health insurance, they should also inform the Student
Affairs office. Delays or failure to do so will result in the cancellation of your student
visa and jeopardize your ability to study at LUJ.

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
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 and Fees Payments

Students must pay all tuition and school fees by the specified deadline set in invoices. Please
refer to the payment policy in Payment Policy & Refund Policy section. Tuition invoices will
be sent to the student’s current Japanese address registered with the school. Additional
copies of invoices can be sent by mail or electronically.

Student Visa Agreement Form

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

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 due to a
natural disaster or other major emergency (i.e., earthquake, structural fires, etc.), the
university will provide updates to students via the LU] website and LUJ email accounts.

If you are away from the university during/after such an emergency, please inform the school
of your safety and whereabouts by email and/or phone.

Email: emergency@japan.lakeland.edu
Phone:

- 03-3225-0425 (Weekdays from 9:30 a.m. - 6:00 pm)
- 080-4175-8393 (Weekdays before 9:30 a.m. or after 6:00 pm)
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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

Emergency Contact Numbers

LU]J (Main Office) 03-3225-0425 or 080-4175-8393
Fire, ambulance 119
Police 110

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

First Aid Procedures (= - CEZFFD I )
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
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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 LU]J
website.
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Students are instructed to take the following actions in the case of a first-aid emergency:
BRARHT, ROFBRIZE> T TZENY,

IF YOU ARE IN NEED OF FIRST-AID &727- B & Z S RULE S LB 72 556
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 the Main Office
(03-3225-0425 or 080-4175-8393) and give your name, exact location, and current
condition.
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2. Ifyou are not able to contact the Main Office, attempt to call out for help. Another
classmate, faculty or staff member may come to help assess the situation and contact
the necessary respondents. There are first-aid kits prepared in every building
throughout the LU] campus.
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IF YOU FIND SOMEONE IN NEED OF FIRST-AID i XX 3% LT\ D A& B2 2856
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.
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First, calm yourself by breathing deeply. Then, proceed as follows:
FT. T’IPFREZ L TR L EBELEPETIZSD

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 OLREHRLTLIEIVN, b LAEREEHBLIEOEFLARAWNE I TES
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2. Immediately call the Main Office (03-3225-0425 or 080-4175-8393). 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.
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3. 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.
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Fire and Earthquake Evacuation Procedures & « X ZEWFDHBEEE 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.
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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.
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Take precaution when leaving the campus and do not return to the building for any
personal belongings.
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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.
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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.
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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.
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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.
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Fire / Earthquake Drills
LU]J 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.
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LUJ staff and faculty members will lead students to these evacuation areas if available. If you
move to an evacuation area without the supervision of an LU]J staff and faculty, it is
recommended to stay there until contact is made. A map of the nearby evacuation areas is
provided below.
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For international students who cannot read Japanese, show this map to a Japanese person
who can direct you to the evacuation area. In the event you are away from campus and not
able to receive English support immediately, it is recommended to follow the movements
and directions of the Japanese people around you. When you reach a safe place and
conditions improve, please contact the university for updates.
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