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School : Waseda Edu Japanese Language School
TK Dai-Ichi Bldg. 2F 2-7 Ichigayasadoharacho Shinjuku-ku Tokyo 162-0842

TEL: 03-5206-3333 FAX : 03-5206-3331

http://www.wasedals.com
http://www.facebook.com/WasedaEdu
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2. %% ] School Terms

lﬁﬁé‘,ﬁéq 1st term 4E~6ﬂ April~dJune
Z%ﬁzﬁ 2nd term 7ﬂ N9ﬂ JulyNSept
37‘?25;@ 3rd term 10ﬂ~12ﬂ Oct~Dec
4%#% 4th term lﬂ NSH Jan~March
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Course : Courses for those planning on continued schooling after graduation.
April (2 year course)
July (1 year 9 month course)
Oct (1 year 6 month course)
Jan (1 year 3 month course)
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Days off : Saturday / Sunday, National Holidays, School vacation days.
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Test : (DFinal Examinations, Kanji Test
@Level test,” Test to determine class placement (conducted in 3 month intervals)
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B S iff'% Schedule
%E E:J Morning Classes EF ?% Evening Classes
1RTH 15t Period | 09:00~09:45 | 1§l 1¢ Period | 13:10~13:55
oMM 20 Period |  09:50~10:35 | 2% 2 Period |  14:00~14i45
3SR H 8t Period | 10:50~11:35 | 385fH 30 Period | 15:00~15:45

ARSRTH 4t Period | 11:40~12:25 | 487 H 4th Period | 15:50~16:35
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1. Foreign Resident Card (7F {% 71— F)
You are required to always carry your Foreign Resident Card
1) Please hand in a copy of your Zairyuu Card to the school.
2) If you have a change of address you are required to report it to your City or Ward Office

L <Lk < <Lk
(%A or XA%FT) within 14 days.
When changing to an address in a different municipality, you are required to submit in
advance a moving-out notification to the municipality you will be leaving.
Please memorize the Kanji to write you address.
3) If you change schools or affiliated institutions you are required to report it your City or
Ward Office (if%FT or X&FT) within 14 days.
4) Short term students do not receive foreign resident cards (Zairyuu Card)
(DIf a student is beginning in a short term course but is planning to continue on to a long
term course and has less than 80% attendance during their short term course, they will
need to return to their home country to apply for a new visa.
@If a student is beginning in a short term course but is planning to continue on to a long
term course and has less than 70%, their long-term course re-entry will be refused.
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2. Application for Student Work Permit (ﬁ%%%{%@] GG N
1) Students planning on working will need to go to the Immigrations Office and apply for a

student work permit.
Provided your application is approved you will be permitted to work up to 28 hours per

week.
2) Short-term students are not allowed to work under their visa.

3) You are not allowed to work without a work permit (violation is subject to 2,000,000 yen

fee).
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3. When leaving the country

1) Please notify your homeroom teacher if you will be leaving the country for any period of
time. (You will also need to report the dates to the school office and apply for permission)

Applying for a re-entry permit

(DApply for permission from the school office @Approval from the school Principal »@Hand

in a copy of your ticket—>@Departure

*At time of departure you must present your Foreign Resident Card.

2) Trips abroad during scheduled classes is generally not allowed. Please contact us in cases
of emergency.

3) If your attendance is less than 80% you are not arrowed to go back to your country.

4) You are not arrowed to go back to your country if you have not paid tuition fee.

5) You will get penalized when you break the rules above.
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4. Application for extended stay in Japan (You can apply from 3 months before your visa ends)
1) If applying for a visa renewal, you will need to pay your school tuition within the allotted
time before applying for the visa renewal.

*If your attendance record is over 80% you can apply with the following; application (5 pages
EAVER)

available at the Immigration Office), Passport, Resident Card 7£ ¥ 7— K, and Medical
Insurance Card

*If your attendance is less than 80% you will need to supply a written explanation and in
certain cases other documentation may also be necessary.

*It is necessary to write a letter, a statement of reasons for low attendance record, when your
attendance record is between 75% and 79%. It may be required further documents.
If attendance drops below 75% they will not be able to renew their visa.

2)When renewing the visa period for going to university, the following items may be
necessary.
- Certificate of student status - Graduation certificate - Attendance / transcript
+ Certificate of bank statement of financial sponsor
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1. National Health Insurance (Required for all long-term students)

L %< L
1) Go to your Ward or City Officel;(:- F'ﬁ%&'iﬁﬁ to sign up
2) Bring your Resident Card to apply to Health Department - Medical Insurance and Pension
Division.
3) Please prepare the following documents to submit to the Ward or City Office.

(Passport, Resident Card. )
You will also need to declare your student status and show that you have no income each

year to insure you get the lowest rates.
4) Prices may vary depending on your location, but the National Health Insurance will

generally costs around 1000 yen per month for students.
5) When you are under the National Health Insurance you will only pay 30% of the costs for

your medical expenses.
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Regarding Visas
1) Your attendance record is the most important thing to consider with your Student Visa.
Depending on your attendance records you may be able to receive student loans as well as

special scholarships to aid in paying for your classes and or living expenses.
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2) Important Points

*It 1s best to maintain at least a 90% attendance record.
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*If the trains are delayed be sure to receive a proof of lateness ticket (JEEE: uE %) and hand
it in to the school’s office.

The school may check the time of the trains delay and only credit you in cases where the
train is delayed for over 15 minutes. You can submit a proof of lateness ticket up to 5 times
in a year.

*3 tardiness count as an absence.

(If you are late up to 15 minutes after the start of class it counts as a tardy. Beyond 15
minutes is counted as an absence. If you are excused from class for special reasons 15
minutes before the end of class it is recorded as an early dismissal)

*When you forget your textbooks, you need to make photocopies of it before your lesson starts.
In this case, you are counted as being late.

*You are counted as an absence when you fall asleep during lessons.

*You will not be allowed to change classes because of scheduling issues caused from part time
jobs.

*A transfer between daytime class and afternoon class is available only once. Requirements for
transfer are 95% attendance and good scores. However it is available only when the class
requested is not full.

*The qualification for test of advanced placement are attendance over 95%, average score rate of
final exam over 80% and good attitude. And after scoring 80% of advanced placement test,
you will be able to change class.

*If a student is absent 3 days in a row a card will be sent to their address and if they continue
to be absent without contacting the school their home country will be notified that they may
be deleted from the school records as an attending student.

*Students with less than 80% attendance records are displayed on the announcement board
each month.

*You will be objected of punishment when you are continuously absent from school without
leave.
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Regarding Tuition
1) Please make your tuition payment every 6 month enrollment period.



2) Partial payments are no allowed. (Your visa will not be renewed if there is an unpaid
balance.)

3) You cannot receive documentation from the school if your balance is unpaid
(Proof of enrollment, Attendance record, etc.)

4) You cannot attend your lessons when you do not pay school fee by deadline.
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Regarding Part Time Jobs

1) Part time jobs not allowed for foreign students
(Snack bar, Cabaret, Mahjong, Pachinko slot, Club, Este beauty salon, Love Hotel)
If a student is found to be distributing unlawful flyers the school will need to notify
the immigration office and the student will most likely be deported.
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School Life

1) Please notify the front office immediately after any change of address or contact
information.
The school holds no responsibility for students whose address or other contact
information is changed without notification.

2) When requesting documentation from the school, please allow a week for processing.
The school cannot provide documentation on the same day it is requested.
*There is a 200 yen processing fee.

3) The school is not able to act as a guarantor for housing or school transfers, etc.

4) Food and drink is not allowed in class.



5) There will be strict penalties for disruptive behavior such as answering cell phones in
class, etc. (using a cell phone in place of an electronic dictionary is also not allowed)

6) Please do not leave trash in the class rooms. All students are responsible for throwing out
their own garbage.

7) Be sure to contact the school when you miss a class due to illness or similar circumstance.

8) Please check the announcement board regularly.

9) If a student has low attendance and doesn’t seem willing to study the school may decide
to have them returned to their home country.

10) Students may only smoke in designated smoking areas. (Smoking on the street is not
allowed in Shinjuku.)
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5. Daily Life

1) Please pay your various utility bills on time (Heating and Lighting, Insurance,
Phone Bills, etc.)

2) Be sure to throw your garbage out on the appropriate days and separated in the designated

way. (Burnable, Non-burnable, etc.)

3) Please notify the school in event of an accident or injury.

4) Carry your student ID and Resident Card with you at all times.

5) When you buy a bicycle you need to register it in proof of your being the owner of the
bicycle. You can ask the shop for its registration. If you buy a secondhand one from a
friend or somebody, make sure that it is registered. If it is registered, ask your friend to
write the proof of transferring of ownership. Take this certificate and Alien Registration
Card to the nearest bicycle shop to ask the registration transfer.

6) Do not use cash cards or commuter tickets registered to another person’s name.

7) Please check the evacuation area in where you live for disaster like earthquake and

Tunami. You can find the evacuation area via the Internet website below.
(http://map.bousai.metro.tokyo.jp/en/pc/)
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Long term courses :

(DGraduation certificates are awarded to students with over 80% attendance, a passing grade
on their final examination, and all school work completed.

@Students who complete all their school work, pass the final examination and have over 70%
attendance receive a certificate of completion.

(@Other students can apply to have a proof of enrollment document produced.
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Loans and Scholarships : For students with 100% attendance financial aid may be given as
QUO card deposit

1 year—10,000 yen

At the end of your course.

1 year 3 months—13,000 yen 1 year 6 months—16,000 yen

1 year 9 months—19,000 yen 2 years—22,000 yen
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*Let’s be good representatives to Japan as students from various countries, and maintain a high
status here at Waseda EDU while keeping our various school rules.
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@ Get to School

+ There is no place to park for bicycles in a new building. Under this circumstance, you are not able to come
to school by bick.

- Students cannot use an elevator (a lift) in a building.
+ You need to enter your classroom straight away when you arrive at school. Do not hang around 15t floor.
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@ Administration Office



+ Administration office of our school is on the 214 floor. It will be displayed your name on the TV monitor or
called you via PA announcement, when administrator needs to talk to you.
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@ Regulation for Smoking
+ There is a smoking room on 4th floor. You are not arrowed smoking any other rooms and around this building.
Also there is a ban on smoking on a street in Shinjuku-ku. You may ask a fine if you break this regulation.

Follow the rule below while you are in a smoking room.

@ Shut a door.

@ Dispose of cigarette butts into an ashtray. Do not drop cigarette butts.

@ Do not spit into an ashtray.

@ Pleas bin an empty box of cigarette. And do not leave it on an ashtray.
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- Do not touch electric power supplies on each floor. (there is no electric power supplies in each classroom)

+ Please have a good manners. Do not chat around entrance on the 1st floor. There are different companies
on the 1st, 6th, and 7tk floor of this building.
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