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The phrase on the university’s official symbol, “PRO DEO ET PATRIA”, is found in the Bible
and means “For God and Country” in Latin. At Rikkyo University, this is taken to mean “to
seek universal and divine truth, for our world, society, and neighbors”.

“‘MDCCCLXXIV” is the year of our founding, 1874, written in Roman numerals. This school
symbol can also be found on your Student ID Card.

|\

Rikkyo University’s Founding Principles

Rikkyo University was founded on the principle of “Education based on Christian
values”.

Bishop Channing Moore Williams, a missionary of the American Episcopal Church, first
founded “St. Paul’'s School, Tokyo™ in 1874. Beginning with just a handful of students,
this small school in Tsukiji, Tokyo where English and Bible studies were taught was
the predecessor to Rikkyo University.

Bishop Williams considered this a “place of genuine education based on Christian
values”, bucking the Japanese tendencies at the time toward a utilitarian education
using knowledge and technology as tools to gain material wealth and get ahead in the
world. A spirit of freedom that urges students to go beyond the superficial and strive to
discover the essence of all things, and human education that emphasizes individuality.
This is the spirit of Rikkyo University based on Christian values.

Rikkyo University's
Mission

To contribute to the advancement of culture by building character based on Christian values.
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Special Handling of Academic Affairs Matters Procedures , \

Classes, registration, and other academic procedures may differ from the usual
methods.

In such cases, the announcement will be made on the SPIRIT Academic Affairs
Division page under “Notice from Academic Affairs”. j

Be sure to check the R Guide (Web) together with
this guidebook.
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Matters that are updated every Academic year, such as
various schedules, and changes and corrections that have
occured after publication, will be posted on R Guide.

This book will be distributed at the time of admission and used until graduation.
Please keep this carefully because this will not be redistributed.
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Communications from Academic Affairs

1 Bulletin Boards

In principle, the University communicates with students using bulletin boards.

Any disadvantage arising from not reading bulletin boards is the responsibility of the student, so please develop the habit of checking
them. Once the University has posted a message on a bulletin board, students are assumed to have been informed of its contents.
Notices and messages from Academic Affairs Office are mainly posted on the Academic Affairs Division bulletin board (Web) on
RIKKYO SPIRIT. If students have any questions about messages, they should contact the Academic Affairs Office.

Types of Bulletin board Contents Locations

Academic Affairs Division Bulletin | Messages to students from their respective

Board Colleges or Graduate Schools concerning
@ College, Graduate college specific subjects/courses
@ University -Wide Liberal Arts
Courses A
@ Certification Courses https://spirit.rikkyo.ac.jp/academic_affairs/
@ Exams, etc. bulletin_board/SitePages/index.aspx
Information Board - Notices of class cancellations on all | lkebukuro Campus

campuses, and of classroom changes (for | (1st floor of Bldgs. 5, 8, and 14)
the upcoming 2 weeks)
* Messages summoning students

Niiza Campus
(Tst floor of Bldg. 1, 2nd floor of Bldg. 4)

2 Academic Affairs-related Web Services

SPIRIT Academic Affairs Division page

@ Bulletin Board
@ Notice from Academic Affairs: Assorted notification (emergency mesures, special mesures) E .‘HE
@ Classes: Academic Calendar, R Guide (Course Guidebook), Syllabus & Class Schedule Search System, Class
Schedule PDF.,, and Class Cancellations etc., 3
@ Course registration / Grade: Course Registration System, Grade Reference System E
@ Certificates / Procedure: Reissue of Student ID card, Change of Address and Name, Leave of Absence /
Withdrawal etc.

https://spirit.rikkyo.ac.jp/academic_affairs/

R Guide, course guidebook, and academic affairs-related guides Be sure to check along with this manual.

Information related to course registration and academic affairs for each college and graduate school
@ Bulletin Board

@ Academic Calendar 1
@ Taking Courses : Registration, cancellation, withdrawing, graduation paper, master thesis and other
procedures, Curriculum revision, Course list, University-Wide Liberal Arts Course, f-Campus, uide

and Rikkyo Minor Program etc..
@ Exam / Grade Information
@ School infectious diseases E E
@ Schedule related to student enrollment: Leave of absence, Withdrawal, and Graduation. .
@ Academic adviser and Office hours etc..
@ Regulations and Information <Guide to Offices for Academic Affairs, Guide for V-Campus, and On-Campus E
PC class room>, List of Instructors

@ Academic Affairs Office Official X (Formerly Twitter)
https://rguide.rikkyo.ac.jp

RIKKYO Mobile

You can check various notifications, lecture information (class cancellations, classroom changes, etc.), MY
schedule, bus timetables (Niiza Campus), status of PC rentals, Rikkyo OPAC, and more from a smartphone or
similar device.

*Note that there may be a delay with the updating of information.

https://spirit.rikkyo.ac.jp/mc/mobile/

ITEEER Rikkyo Jikan

Rikkyo Jikan is a system designed to support students’ education in the RIKKYO Learning Style. Students can
set goals and accumulate their daily experiences and what they have learned, as well as other things they
may have noticed throughout university life, from enrollment to graduation. At any time, students can look
back on their growth while confirming their goals and action plans.

https://portfolio.rikkyo.ac.jp/login
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Learning Management System (Canvas LMS)

The LMS is a web site corresponding to the classes that faculty members prepare on the web to enhance their classes. Students can

download and print materials, and submit assignments if they are assigned by the instructor.

@®Canvas LMS

https://canvas.rikkyo.bownet.cloud/login

3 Emergency Contacts

If the University determines that an approaching typhoon etc. will make it difficult to conduct classes as usual, it takes special

measures such as class cancellations. Consult Rikkyo Emergency Information, SPIRIT Top page or bulletin boards for details of any

special measures.

Rikkyo Emergency Information

https://sites.google.com/rikkyo.ac.jp/emergency

SPIRIT TOP page "Information"

https://spirit.rikkyo.ac.jp/

% The aforementioned measures may also be taken during exam period.
% Information on the University’s counter services and use of facilities is provided on the website and bulletin boards of each office.

4 Guide to Offices for Academic Affairs

College /Graduate School etc.

Contact

Venue ™

Business hours **
(During the Class period)

- College /Graduate school of Arts, Economics, Science, Sociology,
Law and Politics, Business, and Intercultural Communications
(exclud. enrollees of graduate school before AY 2015).

+ Global Liberal Arts Program

+ Graduate school of Christian Studies

Academic Affairs Office
at Ikebukuro Campus

Ikebukuro Campus
1st floor, Tucker Hall

+ College /Graduate school of Tourism, Community and Human
services and Contemporary Psychology, Sport and Wellness

Academic Affairs Office
at Niiza Campus

Niiza Campus
1st floor,
Building No.7

Mon. to Fri.
9:00 a.m.-5:00 p.m.

Saturday
9:00 a.m.-12:30 p.m.

- Graduate school of Business Administration, Social Design
Studies, and Artificial Intelligence and Science

Independent Graduate
Schools Office

Ikebukuro Campus
4th floor,
Building No.11

Mon. to Fri.
12:30 p.m.-8:30 p.m.

Saturday
10:00 a.m.-5:00 p.m.

- Certification Course for Teacher Training,

Ikebukuro Campus

Curator, Librarian and Social Education
Supervisor

Other than above

Academic Affairs Office

Practical Trai 1st floor, Mon. to Fri.
ractical Training, I 4 . c.
. 9 Certification Course Building No.2 | 9:00am.-5:00 p.m.
Nursing care Office N C
practicum lizaLampus | saturday
1st floor, Closed
Building No.7
Ikebukuro Campus
1st floor, Mon. to Fri.
Tucker Hall 9:00 a.m.-5:00 p.m.

Niiza Campus
1st floor,
Building No.7

Saturday
9:00 a.m.-12:30 p.m.

% 1 Temporary contact offices may be set up in locations other than the above due to disasters, etc.
% 2 The special business hours will be announced by website and bulletin board.

5 How to use the course guidebook

as it will not be reissued.

publication, are included in the R Guide.

This book is distributed at the time of enrollment and used until graduation (completion). Make sure to take care of the book,

Any changes to schedules or with the academic year, as well as any changes or corrections that have occurred since

Be sure to check the R Guide along with this guidebook (see the previous page for URLs, etc.).
If anything is unclear with regard to this guidebook, please check at the Academic Affairs Office as soon as possible.
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Introduction

Mission of the Global Liberal Arts Program

Director, Center for the Global Liberal Arts Program

To truly understand and appreciate the Global Liberal Arts Program, you must understand what the study of Liberal Arts
is. Studying the Liberal Arts means that learners acquire the ability to understand the world and to change the world. Here
you will gain knowledge about a number of different disciplines, more than the average student, and you will come to wield this
knowledge in your role as an active member upon issues of importance. In addition, there is globalization—it has connected
people, things, money, and information from an array of fields and has mobilized activity across national borders. Taken

together, we have the Global Liberals Arts Program.

As someone who will advance this new age of globalization beyond just the economy, you must gain the capacity to overcome
challenges through a global understanding as well as from multiple points of view and do so in cooperation with diverse
people. In order to cooperate and create something new with people who possess varying values—even opposing ones—and are
members of differing cultures, you must have a flexible and unshakeable faith that is not shackled to specialized knowledge of
a narrow field, nor by culture limited to one country or region. One path to become such a pioneer and global leader endowed

with this conviction is the Global Liberal Arts Program at Rikkyo University.

Studying in the Global Liberal Arts Program probably differs in many ways from the university studies that you have all
imagined. However, I believe that after you have completed your four-year experience here at Rikkyo, you will have mastered
a rich and profound store of knowledge that can only be found in this program. You will leave university prepared to act as
the twenty-first century pioneers our world needs now. I entreat you to study diligently, supported by your self-awareness and

pride as a student of the Global Liberal Arts Program.
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Global Liberal Arts Program (GLAP) Policy on Conferment of Degrees

GLAP’ s Educational Objectives

The objectives of Rikkyo University’s GLAP is to develop “global leaders” who can think and act independently and live in
harmony with the world.

By “global leader,” we are referring to an individual who can fully utilize their own strengths and work together with those
around them no matter what sort of position or environment they encounter, who possess an abundance of sensitivity and

intellect, who treat others with respect, and who have the skills and character to think for themselves and seek a new path

forward for the world.

Learning Outcomes
Students receiving the Bachelor of Arts degree are:

1.

Students who will have acquired the flexible thinking needed to face issues squarely and to logically investigate the
essence of a problem.

. Students who will possess a broad range of knowledge and cultural awareness and be able to reflect on their own

behavior and act accordingly.

. Students who will be able to form the appropriate personal ties to and collaborate with individuals whose culture and

customs are different from their own.

. Students who will be capable of conducting advanced presentations, discussions, and paper writing in English.
. Students who will be able to think autonomously, continue to learn about various fields and issues, and continue to put

what they learn into practice. Also, students receiving the BA degree will take the following University-wide curriculum
subjects which are designed to be taken by all students at Rikkyo in order to acquire fundamental academic skills.

. Through Language A study, students will be able to communicate appropriately to the circumstances based on their

fundamental skills in listening, speaking, reading, and writing. In addition, with the international knowledge gained
through the use of English, students will be able to understand and handle diverse cultures, not limited to those of
English-speaking countries. Also, they will acquire the foundation for substantive study in English in their area of
expertise.

. Through Language B study, students will be able to carry out basic, everyday communication based on their fundamental

skills in listening, speaking, reading, and writing. In addition, with the pluralistic perspective gained in the process of
studying that language, students will be able to understand and handle foreign cultures, not limited to the culture of the
countries speaking that specific language. For those international students who do not possess the necessary level of
Japanese language proficiency needed for university studies will acquire the basic knowledge of the Japanese language.

Academic Environment
In order to achieve the learning outcomes above listed, the following academic environment will be provided:

1.

10.

As a general rule, the GLAP curriculum will be offered entirely in English and to a small number of students (around 30
students per one grade).

. Some students will live in dormitories together with international students, and opportunities will be provided to learn

independently and in collaboration with people from diverse backgrounds.

. Upon entering the university, each student will be assigned a faculty member as an academic advisor with whom they will

discuss their course of study each semester, their study abroad destination, and study methods regularly.

. The “Tutorial” (Academic Learning Methods) offered in the first year will consist a maximum of five students per class.

It will provide an opportunity to read academic texts, write essays, make presentations, and engage in discussions.

. The courses such as “Liberal Arts in Higher Education” (Introduction to Academic Studies), the “GLP Core Course”

(Leadership Education), and the “GLAP Summer Short-Term Intensive Program Course” taught by visiting faculty from
Rikkyo’s overseas partner institutions, will provide students with the opportunity to acquire the skills that are
fundamental to a liberal arts education.

. The “English Liberal Arts (ELLA) courses” enable all students to take classes in a variety of fields, including the

humanities, social sciences, and natural sciences from the first year.

. GLAP students will participate in a one-year “Study Abroad” program from the fall semester of the second year. The

destination will primarily be liberal arts colleges overseas that are Rikkyo’s partner institutions.

. From the third year through the fourth year, students will primarily select Global Studies Electives from among courses

offered in one of three fields—“Humanities”, “Citizenship”, and “Business”—according to their own individual interests
and will carry out studies and research.

. The class size for courses will be limited and in principle undergraduate students belonging to colleges other than GLAP

and international students may also participate, offering a more diverse environment in addition to the GLAP framework.
Learning opportunities are offered that include not only the formal curriculum but extracurricular activities as well, such
as learning from interaction with international students in the dormitory setting and elsewhere, learning in the form of
teaching support (SA activities), and so on, as well as various learning opportunities outside the classroom.
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I. Curriculum Structure (RIKKYO Learning Style)

Thefollowing isthe curriculum Structure of the whole university, but Global Liberal Arts Program develops
a characteristic curriculum, such as the overseas study period being the majority of the Development Phase
period. For details, please check the” Global Liberal ArtsProgram Registration Regulations’.

u Curriculum Structure (RIKKYO Learning Style)

Students must be enrolled at a college of the University for 4 or more years (2 or more years when transferring to
the University or changing college/department/course in the 3rd year, and 3 or more years when changing college/
department in the 2nd year) and earn the specified number of credits to graduate from the University. For details,
please refer to the list of credits required for graduation from each department/course.

The curriculum of the University is designed to encourage learning in three phases — an “Introduction Phase,” a
“Development Phase,” and a “Completion Phase” — for university-wide liberal arts courses and specialized courses
at all colleges.

In addition, course numbers is set for each subject to indicate which academic period is appropriate for studying.
The university provides an e-portfolio (a system that allows students online confirmation of learning progress
according to their own vision) to all students. This will allow you to accumulate what you have learned in your
student life, including extracurricular activities, as well as teaching lessons, and confirm your goals at any time to

reflect on your own growth.

Completion Phase

4th year
Select diversified seminar subjects to
integrate 4-year studies.
Clarify career development and life prospects
in anticipation of future self-fulfillment.

3rd year

Development Phase
Obtain knowledge to lead to self-fulfillment
from a variety of learning opportunities

including lectures and studying abroad with
2nd year specific goals and a sense of purpose in

hand. Also, broaden interdisciplinary
learning opportunities in diverse ways.

Introduction Phase
Rikkyo First Learn the significance of studying at
university, a new environment. Also,
acquire fundamental study skills
required for 4-year learning.

Q
S
S
~N
()
)
)

1st year

Term
Program

Rikkyo Minor Program

This program is designed to acquire cross-sectoral knowledge under a theme and the

ability to command foreign languages in addition to the expertise of each college.

Please refer to "IX. Rikkyo Minor Program " for details.

Rikkyo First Term Program

This program is offered in all colleges in the first year. It is designed to acquire fundamental skills required for varied

learning at university and composed of "Academic Learning Methods" and "Introduction to Academic Studies".
"Academic Learning Methods” : This is composed of subjects intended to improve skills necessary for learning at
university. The programs are conducted to improve student skills and study skills,
understand information literacy, and develop career plans, etc. in a small-group
seminar style in accordance with the fields of specialization of colleges.
"Introduction to Academic Studies “: This is composed of subjects intended to understand the significance of learning
at university or Rikkyo University. Students enjoy diverse selections of subjects to
take, such as religions, human rights, university, with keywords of expertise

unigue to Rikkyo University.
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G Course Numbering

Rikkyo University introduced a course numbering system in all colleges and graduate schools from
the academic year 2016. Course numbering is a system through which the steps or order of learning is
made clear, with the organization of the curriculum being shown by means of the alphanumeric
classification of courses. Students can use course numbers as a search tool to find the fields they wish
to study and thus take courses systematically. In addition, the course numbers of the courses a student
has learned are stated on the academic transcript (only for students who enroll in academic year 2016
or after) to provide external proof of systematic learning.

1. The composition of course numbers
Course numbers are composed of three |etters of the a phabet and four numbers.

% Thethree |etters indicate the college/department or graduate school offering the course.
The four numbers indicate the level, academic field, and other information.

Letters 1000s 100s 10s 1s
A B C 1 2 3 0
! ! ! | !
Department/major etc. Level Field Other Information Language

For example, the University-wide Liberal Arts Course “Introduction to Academic Studies’ has the
number “CMP1100".
Please refer to the course guidebook of the relevant college, for course numbers.

2. Numbering of University-wide Liberal Arts Courses
(DThe three letters that indicate the college/department (course) or graduate school offering the

COuUrses are:
University-wide Liberal Arts Courses Codes
English LNE
German LNG
French LNF
Spanish LNS
Chinese LNC
Korean LNK
Language Russian LNR
Japanese LNJ
Portuguese LNP
Japanese Sign Language LNH
Indonesian LNW
Thai LNW
Tagalog LNW
Viethamese LNW
Comprehensive CMP
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(2)The four numbers that indicate the level, academic field, and other information are as below:

(1) University-wide Liberal Arts Courses: Language courses
€ 1000s column (level)
Language courses are classified as below:

Codes Definition of language courses

0000 | Remedial level: Not offered.

1000 Introduction Phase Courses: [English/ Language B] Language Compulsory classes
(including courses to be retaken) [Language B] Language free electives: courses in
Study Abroad Preparation Courses

2000 Development Phase Courses: [English], Language free electives: Courses in the
Global Communication Category and Global Studies Category. [Language B],
Language free electives: courses in Project Courses.

3000 Completion Phase Courses: [English], Language free electives: courses in the Global
Career Category. [Language B], Language free electives: Courses in the Career
Courses and Academic Courses.

@ 100s column (course field)
For language courses, since the letters already indicate the class is language category, the 100s column

is set to “0”.

@ 10s column ( class type)
Language courses are classified according to class style as below:

Numbers Class types
00 Courses that emphasize communication in a very small group of 10 or less students
10 Courses for which seminars are conducted in a small group of 20-40 students
20 e-learning
30 Overseas Training Program

@ 1s column ( language used)
Language courses are classified according to the language used in class as below (It may differ from
the language studied.):

Numbers Languages
0 Classes conducted in Japanese
1 Classes conducted in English
2 Classes conducted in a foreign language other than English/ Japanese
3 Others (such as bilingual classes)

(2) University-wide Liberal Arts Courses: Comprehensive courses
€1000s (level)
Comprehensive courses are classified as below:

Numbers Comprehensive courses

0000 Remedial courses: Not offered

1000 Introduction Phase Courses: “Introduction to Academic Studies”, Entire period:
“General Sports Studies”
Development Phase Courses: “Cross-disciplinary Studies” (excluding “Seminar for

2000 |Senior Students of Rikkyo University” and “Seminar for Senior Students of Rikkyo
Service Learning”)
Completion Phase Courses: “Seminar for Senior Students of Rikkyo University”,

3000 | “Seminar for Senior Students of Rikkyo Service Learning” (offered as “Cross-disciplinary
Studies”)
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@ 100s (course field)
Comprehensive courses are classified as below:

Numbers Comprehensive courses
100 Study of Human (“Cross-disciplinary Studies”), Introduction to Academic Studies
200 Social Perspective (“Cross-disciplinary Studies”), General Sports Studies
300 Invitation to Arts and Cultures (“Cross-disciplinary Studies”)
400 Attention to Mind and Body(“Cross-disciplinary Studies”)
500 Understanding of Nature (“Cross-disciplinary Studies”)
600 Fields of Knowledge (“Cross-disciplinary Studies”)
@ 10s (class type)
Comprehensive courses are classified according to class styles as below:
Numbers Class types
00 Introduction to Academic Studies, and lecture course excluding the following
10 Collaboration course
20 Sports Program, Sports Studies
30 Comprehensive Studies course conducted in foreign languages
40 Seminar course, Seminars for Students of Rikkyo University, Seminars for Senior
Students of Rikkyo University, Seminar for Senior Students of Rikkyo Service Learning
50 Practicum course
@ 15 (language used)
Numbers Languages
0 Class conducted in Japanese
1 Class conducted in English
2 Class conducted in a foreign language other than English/ Japanese
3 Other (e.g. bilingual class)

3. Course numbering of specialized courses of the Global Liberal Arts Program
(DThe three letters that indicate the college/department (course) or program offering the courses are:

College etc. Code

Global Liberal Arts Program GLA

(2@The four numbers that indicate the level, academic field, and other information are:

€ 1000s (level)
Numbers Specialized courses
0000 Remedial course
1000 Introductory course
2000 Core course
3000 Development course
4000 Final year seminar, Graduation Paper
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@ 100s (course field)

Numbers Course fields
000 Academic Skills
100 Liberal Arts
200 Global Studies (Humanities)
300 Global Studies (Citizenship)
400 Global Studies (Business)
900 Others
@ 10s (class type)
Numbers Class types
00 Lecture
10 Seminar
90 Others
@ s (language used)
Numbers Languages
0 Class conducted in Japanese
1 Class conducted in English
2 Class conducted in a foreign language other than English/ Japanese
3 Other (such as bilingual classes)
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a Curriculum and Notifications When Changes Occur

1. Curriculum
For curriculums of colleges, departments, etc., make sure to check with the “Course Regulations and
Curriculum of Global Liberal Arts Program” as well.
Refer to the course list in the R Guide for the instructors in charge of subjects and the semesters in
which classes are held for each academic year.

2. Revisions and Changes to Curriculum
If parts of the curriculum are revised or changed, details will be provided in the R Guide.
Be sure to check at the beginning of each academic year.
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Il. Classes (Academic Life)

c Student ID Card

1. Student ID Card
The Student ID Card is proof that a student is enrolled at Rikkyo University. It is made of and comes
with a student commuter pass certificate. Students must always carry their card so that they can
show it on request.

2. Student ID Number
The Student ID Number is unique and does not change while enrolled or after graduation. As it is
necessary for various procedures, please memorize it correctly.

24 AA 1237

College, department and program when enrolled

(Graduate School and course)

Year of admission Individual number

3. Term of validity
The Student ID Card is valid for the whole period of enrollment. However, the card and the student
commuter pass certificate must be returned in the following cases:
(1) Students cease to be enrolled due to graduation, completion, withdrawal, or dismissal from school.
(2) A new Student ID Card has been issued to replace a lost original. If the old card is found, it should

be returned to the office.

4. Prohibition against lending or giving a student ID card to others
The Student ID Card is very important as a means of proving the identity of a student. Lending or
giving your Student ID Card to anyone is strictly prohibited; violators are course to disciplinary
action. This also applies to lending or giving a reproduction or facsimile of your card to another.

5. When a Student ID Card is lost or damaged
Report to the Academic Affairs Office immediately if your Student ID Card is lost or damaged, or if
the picture becomes unclear due to deterioration.

A Student ID Card will be reissued (reissuance fee: 2,000 yen*) within two days (excluding days on

which offices are closed).

Note: If the picture becomes unclear due to deterioration, the Student ID Card is replaced without
charge.

G Semesters and Classes

Semesters:
Rikkyo University has two semesters per year: spring and fall semester.
In addition, there are quarter (spring 1, spring 2, fall 1, fall 2), which each semester divided into the
first and second halves.

Classes:

The following types of classes are conducted at the University:

Full-year courses Classes conducted throughout both the spring and fall semesters.
Fixed term full-year courses Classes conducted for a fixed term over the year by each college or department.
Spring semester courses Classes conducted for the whole of the spring semester.
Spring semester 1 courses Classes conducted in the first half of the spring semester.
Spring semester 2 courses Classes conducted in the second half of the spring semester.
Spring semester fixed term courses |Classes conducted for a fixed term in the spring semester by each college or department.
Summer Session Classes conducted at defined period outside the spring semester period. (registration is later than usual)
Fall semester courses Classes conducted for the whole of the fall semester.

Fall semester 1 courses Classes conducted in the first half of the fall semester.

Fall semester 2 courses Classes conducted in the second half of the fall semester.

Fall semester fixed term courses  |Classes conducted for a fixed term in the fall semester by each college or department.
Winter Session Classes conducted at defined period outside the fall semester period. (registration period is later than usual)
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a Class Schedule

The University’s class schedule is as follows:
<Period and class schedule>

Period 1 2 3 4 5 6
Class 8:50 a.m. 10:45 a.m. 1:25 p.m. 3:20 p.m. 5:10 p.m. 6:55 p.m.
t t t t t t
Schedule © © © © © ©

10:30a.m. | 12:25 p.m. 3:05 p.m. 5:00 p.m. 6:50 p.m. 8:35 p.m.

m However, Periods G5 and G6 of the Graduate Schools are conducted as follows:
| Period G5 6:30 p.m.-8:10 p.m.  |Period G6 8:15 p.m. -9:55 p.m.

a Class format

The class format for each course shall be determined by the college, etc. providing the course based
on university policy. The class format is described in the syllabus, so students should check when they
are creating their course plans. In addition, regarding the number of credits acquired through remote
classes, extra credits over 60 cannot be included in the college’s credits required for graduation.
Whether or not the credits are included in the 60-credit limit for remote classes is specified for each
class format. Students should check the following list. Because there may be changes in
categorizations and notes, refer to “About the classes” in the R Guide for the latest information.

Class format classifications (As of AY2024)

Notes
i Remote classes
Category Class format Number of classes Specified | Classroom .
. . maximum of 60
(Face-to-face: Online) | Day/period | allocated .
credits
Face-to-face
© 14 times: 0 times
Face-to-face |(all classes face-to-face) .
Yes Not included
course (2 Face-to-face 7 or more classes:
(partially online) 7 classes or fewer
- Yes —
(3 Online In principle,
. 0 classes: 14 classes
. (all classes online) none
Online course -
® Online 6 classes or fewer: Ves
(partially face-to-face) 8 or more classes
On-demand |(%) On-demand 0 times: 14 times Included
None None
course (All classes on-demand) (On-demand)
High-flex (® High-flex Students themselves
9 (Concurrent face-to-face | choose the class format Yes Yes
course . .
and online classes) for each class session
Face-to-face . . .
© 14 times: 0 times Yes Not included
) (all classes face-to-face)
Mixed-type (® Online ves In principle
. 0 classes: 14 classes P pie; Included
(all classes online) none

(1) Quarterly courses
Quarterly courses shall consist of (D all seven classes taught face-to face, (2) four or more classes
taught face-to face and three or less classes online, (3 all seven classes online, (4) three or less
classes taught face-to face and four or more classes online, or (5) all seven classes in on-demand
format.

(2) Classroom allocated
In the case of class format with “Yes” in the classroom allocated, a classroom is allocated as a place
to conduct face-to-face classes and to take online classes. For classrooms that have been allotted to
courses, check the syllabus and the course registration status screen.
In the case of class format with “Non” or “In principle, none”, no classrooms will be allotted per
course. Students who take classes on campus should use the classrooms for online classes at each

34 campus. Refer to “About the classes” in the R Guide regarding online classrooms for the academic

year.
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(3) Remote classes maximum of 60 credits
The upper limit applies to credits required to graduate from colleges. Certification Courses (courses
beginning with G***) and graduate courses are not subject to the "60-credit limit for remote
classes'.

If undergraduate students take graduate school courses and their credits are included in the
regquirements for college graduation, they will be subject to the 60-credit limit for remote classes
depending on class formats, just like for college courses.

(4) Other precautions

m HyFlex courses (courses taught face-to-face and online at the same time) are subject to only
Certification Courses (courses beginning with G****) and graduate school courses.

m The mixed type refers to, as a variation of class formats, in which (D face-to-face classes (all
classes face-to-face) and (3 online classes (all classes online) are offered simultaneously. It is
subject to only free elective courses in the comprehensive courses and the language courses of the
university-wide liberal arts courses. Students shall select one of the courses (class format) in
advance and register to take the course, then take the course in the class format selected throughout
the semester.

m When taking online courses, ensure a sufficient internet connection and take the courses in a quiet
environment. Refer to “ About the Classes’ in the R Guide for details.

a Class Cancellations

Class cancellations mean that a class is not offered on the day and period when the class is usualy
held. Classes may be cancelled in unavoidable circumstances involving the University or instructors.
Class cancellation on bulletin boards
Information on class cancellations is displayed on bulletin boards (information boards) as soon as the
cancellation occurs.
<Location of bulletin boards (information boards)>

Ikebukuro Campus: 1st floor of Bldgs. 5, 8, and 14
Niiza Campus: 1st floor of Bldgs. 1 and 2nd floor of Bldg. 4

Information on class cancellations
Information on class cancellations can be found on the RIKKYO Mobile system and SPIRIT
Academic Affairs Division Page.

m |f the instructor teaching a course does not appear within 30 minutes of the start time and no
information on class cancellation appears on the bulletin boards, contact the Academic Affairs
Office (Ikebukuro: 1st floor of Tucker Hall / Niiza: 1st floor of Bldg.7) and follow their instructions.

m |f amgor earthquake aert isissued or a typhoon is expected, refer to the inside page of the cover
and the guidelines at the end of this booklet for class cancellation procedures.

a Makeup Classes

Makeup classes are given when lectures are rescheduled due to class cancellation(s).
Makeup classes can occur (1) on a predetermined makeup class day (specifically on or after 3rd period
on specific Saturdays), or (2) when set by an instructor on Saturday from 3rd period onward or on
Monday through Friday from 5th period onward during the class period except for (1).
For the schedule regarding (1), details can be checked in the “Annua Schedule’ section of the R
Guide.
In the case of (2), follow the instructions given by the instructor.

If a makeup class is being held, an announcement will be made approximately one week before the
makeup class day on the SPIRIT Academic Affairs Division page under “Bulletin Board” and at the
following locations.

<Location of bulletin>

Classes held at Ikebukuro Campus: Under the Building No. 8 information board (lkebukuro Campus)
Classes held at Niiza Campus: Bulletin board for academic affairs next to the Health Center (Niiza Campus)

3% Makeup classes may be changed or added after an announcement has been made, so be sure to confirm for
updates.
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Absence from Classes

Students are not exempted from attending classes except for the following reasons. designated school
infectious diseases, or requirement to serve on saiban-in (lay judge) duty during the saiban-in
selection procedure or during atrial. (There is no system of “authorized absence”).

a Procedure in the event of students contracting a designated school infectious disease

Students who have contracted a designated school infectious disease (listed below) are instructed to stop attending
school and immediately contact the Academic Affairs Office.

% Be sure to check the latest information on R Guide.

1. Applicable diseases

Names of diseases

Class 1 |Ebola hemorrhagic fever, Crimean-Congo hemorrhagic fever, smallpox, South American hemorrhagic
fever, Plague, Marburg virus, Lassa fever, Poliomyelitis, Diphtheria, Severe acute respiratory syndrome
(SARS), Middle East Respiratory Syndrome Coronavirus (MERS), Specified Avian influenza

*In addition to the above, pandemic influenza, designated infectious diseases, and new infectious
diseases stipulated in Article 6, Paragraphs 7 through 9 of the Act on the Prevention of Infectious
Diseases and Medical Care for Patients with Infectious Diseases.

Class 2 |Influenza (excluding Specified Avian influenza), whooping cough, Measles, Epidemic parotitis virus,
Rubella, Chicken pox, Pharyngoconjunctival, Tuberculosis, Meningococcal meningitis, New corona
virus infection (COVID-19)

Class 3 |Cholera, Bacterial dysentery, Hemorrhagic coliform infection of the intestinal tract, Typhoid fever,
Paratyphoid, Epidemic keratoconjunctivitis, Acute hemorrhagic conjunctivitis, Other infectious
diseases (Only if the student is instructed by a doctor to refrain from attending school and the school
doctor determines that action is necessary as a Class 3 infectious disease from the viewpoint of
preventing the spread of infection in the event of a serious outbreak on campus)

*The school doctor’s decision will be based on the submitted “Certificate of Permission to Attend
School (University Format)” or a “Medical Certificate”

2. Handling absences from class:

Students absent from class due to contracting one of the above diseases, designated under the School

Health and Safety Act as a school infectious disease, will be exempted from absence provided they

follow the procedure below.

(1) Students absent from class due to the diseases, which designated School Health and Safety Act as
school infectious diseases, will be exempted from absence by following the procedure.

(2) The procedure for applying for Exemption is as follows. Procedures must be performed after a
visit to a medical institution. The results of a commercial antigen test kit, etc. cannot be used to
prove the school suspension period, and therefore cannot be applied for.

(D No later than 7 days from the date when the student recovered (or the following day if the
deadline falls upon the office closing day), the student must present to the relevant Academic
Affairs Office a “ Certificate of Permission to Attend School”™** prescribed by the University on
which the medical institution has written or a “Medical Certificate” "** issued by the medical
institution stating the school suspension period and date when the student is able to attend class.

*1A “Certificate of Permission to Attend School” form can be downloaded from the SPIRT
Academic Affairs Division page. Please read and follow the instructions on the “ Certificate of
Permission to Attend School” carefully when visiting a medical institution.

*2|f the medical institution which diagnosed the disease is not that which treated the disease, the
student may not receive a “ Certificate of the school suspension period”. In this case, both a
“Medical Certificate” stating the infection period and issued by the medical institution which
diagnosed the disease and a “Medical Certificate” stating the date the student was free of
infection and the date when the student was able to attend school, issued by the medical
institution which treated the disease, are required.
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*3 As for the “ Certificate of Permission to Attend School” or a“Medical Certificate”, please submit
the one issued on the date after healing. However, for influenza (excluding specific avian
influenza) and new coronavirus infections, applications may aso be accepted with a* Certificate
of Permission to Attend School” or a “Medical Certificate” by medical ingtitution issued at the
time of theinitial consultation.

(2 Applicants should receive a document addressed to the course instructor at the academic affairs
office and submit it to the instructors of the classes which the student is registered for and was
absent form during the class hours.

3. Handling absence from exams
See “VI. Exams and grades’ for matters related to regular exams.

a Procedures in the event of lay judge duty

1. Handling absences from classes

Absences by students who have attended court to serve on jury duty during jury selection procedure

or during atrial should be handled asfollows:

(1) Students absent from class who have attended court to perform lay judge duty during a lay judge
selection procedure or a trial will be exempted for absence provided they follow the procedure
below

(2) Application procedure

D If selected as alay judge
The student must complete and submit a “ Student absence for lay judge duty” form (available
from the Academic Administration Office) and present it to the Academic Administration Office
along with a “Certificate’* showing the duration of the lay judge duty and a printout of the
course registration status screen within 7 days from the day after the trial ends. If the deadlineis
not aworking day for the office, it will be postponed to the next working day.

* A “Certificate” can be obtained from the court.

(2 If attending lay judge selection procedure but not selected as alay judge
The student must complete and submit the form “ Student absence for lay judge duty” (available
from the Academic Administration Office) and present it to the Academic Administration Office
along with a “Notice of Selection Procedure Period (Summons)” containing proof* of the court
appearance date and a printout of the enrollment registration status screen within seven days
from the day after the selection procedure period. If the deadline is not a working day for the
office, it will be postponed to the next working day.

* Proof of the court appearance date can be obtained from the court.

(3 The student must present the “Student absence for lay judge duty” form stamped by the
Academic Administration Office to the instructors supervising the classes from which they were
absent, during class hours.

2. Handling absence from exams
See“VI. Exams and grades’ for matters related to regular exams.
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llI-1. Course Regulations - Credits

u Credit System

1. Credit system
All courses at the University are based on the credit system. A certain number of credits is given for
each course. Students earn credits following successful completion of course requirements. Students
are eligible to graduate when the total number of credits earned meets the total number of credits
required for graduation.

2. How to calculate credits
The standard number of hours of study required to earn one credit is 45 hours. However, the number
of hours of study varies depending on the course type and is determined on a course by course basis
within the following guidelines. Confirm the number of credits for each course in the Course List.

(1) For lectures and seminars, one credit shall consist of between 15 and 30 class hours.

(2) For colloquiums, experiments, practicums, and practical training, one credit shall consist of
between 30 and 45 class hours.

(3) For specific courses such as Graduation Theses or Senior Research and Thesis, credits are typically
granted on the basis of performance in these studies, with the number of credits being related to
the amount of study considered necessary.

G Credits Required for Graduation

(1) The number of credits required for graduation shall be determined by colleges and departments.
Note that it varies depending on the year of enroliment.
= Refer to the Course Regulations and Table of Credits Required to Graduate for the year of
enrollment.

(2) Courses designated as “optional courses” cannot be included in the credits required for graduation.
@& There are two types of optional courses: (1) courses designated as optional courses, and (2)
courses not initially designated as optional courses but which are not included in the credits
required for graduation based on Course Regulations as a result of taking a course more than once
or taking courses designated as Teacher Training Courses.

(3) Up to 60 credits earned in courses taught more than half of all classes via remote learning may be
included in the graduation requirements (60 credit limit for remote learning), but credits in excess
of 60 credits are optional and cannot be included in the count of credits required to graduate.

You can check the number of the credits for remote learning courses you have earned or are taking
on the Grades Reference System.

(& The target courses for the 60-credit limit for remote learning are determined by the class
format. As for class format, refer to “II. Classes (Academic Life) ; Class format ”
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llI-2. Course Regulations - Instructions on Taking Courses

c Designated Year

(1) Students shall in principle take courses in the designated semester.
(2) Students in the upper years can take courses assigned to lower years (/semesters).
(3) Students in the lower years are not allowed to take courses designated for upper years (/semesters).
However, this does not apply to courses with certain eligibility requirements.
* Note: Some courses have preconditions besides the semester assigned in order to determine
digibility.
¢ Rules on taking courses that apply to students who have been on leave of absence.

The year of students who have been on leave of absence advances automatically until 4th year
regardless of the number of semesters enrolled. In this case, such students are alowed to take
courses assigned to the year (/semester) they have advanced to, unless the college/department/
program specifically determines otherwise.

G Maximum Number of Registered Credits

(1) The maximum number of credits which can be taken in a year is shown in the following chart.

Students are not allowed to register for courses exceeding this maximum number.

(2) The maximum number of registered credits varies by both the enrollment year and the student’s

year.

(3) (WFor credits obtained from full year courses, half of the number of the credits are included in the
maximum number of registered credits of each semester (spring semester/fall semester), and if
students take quarterly courses (spring 1, spring 2, fall 1, fall 2), one-fourth of the number of the
credits are included in the maximum number of registered credits of each quarter.

(2For credits obtained from spring semester courses/fall semester courses, half of the number of
credits are included in the maximum number of registered credits for each quarter if students
take quarterly courses.

(3)For credits obtained from summer session and winter session are included in the maximum
number of registered credits for the year (excluded in the maximum number of registered credits
for a semester).

(4) Courses for which students registered but did not earn credits are included in the tally of number

of registered classes.

April Entrants September Entrants .
- " - - - " Maximum range
Maximum number of registerd credits | Maximum number of registerd credits
Semester Full Year Full Year
Spring semester | Fall semester | Spring semester | Fall semester Included in the maximum Not included in the maximum
Spring 1 \Springz Fall 1 \ Fall 2 | Spring 1 \Springz Fall 1 \ Fall 2
44 44 @University-wide Liberal Atrts
1~6 22 22 22 22 ’g"”“,esl, g _—
pecialized courses in the e
C fferd by Certificat
12 ‘ 12 12 ‘ 12 12 ‘ 12 12 ‘ 12 Global Liberal Arts Program @ Courses offer Y .er thication
Courses(those with course
48 48 @Courses of other colleges . R
. codes starting with G)
78 24 24 24 24 @®Courses registerd under the
Five-University Credit Transfer
12 12 12 12 12 12 12 12 System (f-Campus)

* Note: Credits earned through the credit approval system excluding “credits earned at other colleges etc. after
enrollment” are not included in the maximum number of registered credits.
<Maximum number of registered credits of University-wide Liberal Arts Courses>
- The maximum number of registered credits for comprehensive courses is 6 in the spring/fall semester for all
years. However, there are cases where the registration limit count may differ depending on the courses conducted
overseas, so check the R Guide course list.
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a Retaking

Taking a course with the same course title (including the number) and credits again in a different
semester or academic year after students have already earned the credits is called retaking the course.
<University-wide Liberal Arts Courses>

(1) Compulsory language courses and “English R” cannot be retaken.

(2) Comprehensive courses and free elective language course courses can be retaken in a different
semester. In this case, the credits earned from taking a course for the first time can be counted as
credits required for graduation, but credits earned from taking a course for the second time
regarded credits from optional courses and cannot be included in the credits required for
graduation.

<Specialized courses>

Courses for which students have already earned credits cannot be retaken unless specified by Global

Liberal Arts Program.

(& Refer to the GLAP registration regulation page.

a Simultaneous Taking

If multiple classes of the same course (with the same course title and credits) are offered in the same
semester, taking them simultaneously is not allowed.

a Taking Courses in the Same Period on the Same Day of the Week

Students cannot take two or more courses in the same period on the same day of the week. Students
cannot take courses of which classes are conducted in an intensive style if they overlap with other
courses in day and time.

a Measures for Moving between Campuses

Registration for consecutive classes offered on different campuses on the same day is not allowed in
general. However, this does not apply if there is a lunch break between classes.

Please carefully check the time for moving between campuses before course registration. It is the
student’s responsibility to be in time for the class regardless of the actual commute time.

Offered Courses

Each course is offered every year in principle, but please note that some courses may not be offered
for certain reasons. Please note that the offering course semester may be changed by year.

a Taking Courses of Any Colleges

1. Instructions
(1) Registration to the courses offered by any college, ie., other than University-wide and Global
Liberal Arts Program courses, may not be possible depending on your assigned year, (Regardless
of prerequisite requirements). Note that attempting to register for the class will result in an error.
(2) Predetermined “non-permitted subjects for other undergraduate students” cannot be taken ever if
the assigned year is correct. For “non-permitted subjects”, check the Course Registration System.
2. Course registration/whether or not course registration is approved
(1) Regarding the course registration method, please confirm the R Guide of the relevant college.
(2) Students are officially allowed to take registered courses in other colleges after completing the
course registration.
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3. Handling of Earned Credits
The credits earned for courses of other college may be used as requirement for graduation within the
scope of the Global Liberal Arts Program. (% See Registration Regulation of Global Liberal Arts
Program)

a Courses Taken by Exchange Students and Students Studying Abroad at Approved Schools

Students who are scheduled to study abroad as exchange students or study abroad at approved
schools* should receive guidance on taking courses for the academic year of departure from and
return to Japan at the Academic Affairs Office immediately.

* “Studying abroad as an exchange student” refers to the following programs. 1. “Student Exchange
Program” based on an inter-university agreement, 2. “Tuition non-exempt study abroad program” based on
inter-university agreements and 3. Overseas Training Course/Study Abroad Program based on an inter-
departmental agreement. “Studying abroad at approved schools” refers to 4. System for Studying Abroad at
Approved Schools. Students who study abroad through program 1-3 are called “Exchange Students’, and
students who study abroad by program 4 are called “Students studying abroad at approved schools”. Please
note that “Study Abroad 1 - 2" are excluded. Regarding the Study abroad program “Study Abroad 1 - 2" see
“Course registration regulation of Global Liberal Arts Program”.

Only courses taken at university by exchange students and students studying abroad at approved
schools qualify for the special measures described below. Courses taken at other study abroad
programs are excluded. “Study Abroad 1 - 2" are eligible for special measure of 2. Continuation of
full year courses below.

1. Taking courses and earning credits for the academic year of departure
Students cannot take subjects (including online subjects) at the University and earn credits while
studying abroad while enrolled or studying abroad on leave of absence, but courses offered the
semester before the study abroad begins are permitted as follows. Note that the courses that can be
taken and have credits earned will differ depending on the start date for the study abroad.

(2) If the study abroad start date is after the end of the exam period for the spring semester (or fall

semester) as specified by the University:
Regardless of whether you choose studying abroad while enrolled or studying abroad on leave of
absence, you can take spring semester 1 and 2 (or fall semester 1 and 2) and spring semester (or fall
semester) courses offered in the year of departure and earn credits. For information on registering
for full year courses, see “2. Continuation of full year courses’.

(2) If the study abroad start date is from the day following the last day of the exam period for spring
semester 1 (or fall semester 1) as specified by the University to the last day of the exam period for
the spring semester (or fall semester):

If you are studying abroad while enrolled, you can take spring semester 1 (or fall semester 1)
courses offered in the year of departure and earn credits (you cannot take courses offered in spring
semester 2 or the spring semester (fall semester 2 or the fall semester)). Students who wish to take
spring semester 1 (or fall semester 1) courses should receive an explanation on the procedure, etc.,
at the Academic Affairs Office of their campus as soon as possible after they decide to study abroad.
* Check the R Guide for exam periods.

* Check the R Guide course list and syllabi for information on when courses are offered.

& For further details, refer to the recruitment guidelines for outbound exchange students issued by

the International Office.

2. Continuation of full year courses
For exchange students or students studying abroad at accredited schools, if taking full year courses
poses a problem due to differences in the academic year, full year courses taken in the spring semester
of the academic year of departure can be continued in the same full year course taken in the fall
semester of the academic year of their return to Japan, and it will be deemed that the courses have
been taken for afull year, if the course is approved at a Faculty Meeting. Students who are scheduled
to study abroad as exchange students or study abroad at accredited schools, and wish to continue full
year courses as above should obtain guidance on the procedures from the Academic Affairs Office.

Notes

(1) “Continuation of full year courses’ is limited in principle to continuing the course only in the

academic year following return, not subsequent years.

(2) “Continuation of full year courses” is not permitted for students who take a leave of absence due

to personal reasons.
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3. Course registration for the academic year of return to Japan

(2) If students submit a Notification of Returning to Japan and complete course registration by the last
day (If the last day is one where the office is not open, up to the day before) of May (last day of
October for the fall semester), they can take spring semester and full year courses (fall semester
courses for the fall semester) of the academic year in which they return to Japan (excluding spring
semester 1 courses and fall semester 1 courses). However, it may not be possible to register for
some courses, such as those covered by lottery registration, so please be sure to confirm this at the
Academic Affairs Office.

% Notel: Course registration for the academic year of return to Japan is based on the assumption that

the student has submitted a Notification of Returning to Japan.
% Note2: For lottery registration of courses that are part of the University-wide Liberal Arts Courses,
students can take only courses which have been switched to code registration courses.

(2) For the GLAP Summer Intensive Program, for which registration takes place after June, students
can register as long as they submit their “notification of return” by the application period.

(3) Thefollowing are not applicable to this program.
For students who choose to * study abroad while enrolled”, even if their study abroad period endsin
June or later, they may be allowed to take “graduation thesis (production)” and “graduation thesis
(production) supervised seminars’ for the full year course on a special basis they complete their
study abroad period and submit their notification of return before the start of classes in the fall
semester and receive permission from the college.

(% Please refer to the Application Guidelines for exchange students published by the International

Office for other details.

a System of Withdrawing from Taking Compulsory Courses

1. What is the System of Withdrawing from Taking Compulsory Courses?
If students who lack prerequisites due to leave of absence or their credit earning status are registered
automatically for compulsory courses that should ideally be taken later, they may not receive the
expected educationa benefit from studying the courses. In such a case, taking compulsory courses in
the preferred order or taking other courses may be more effective, so withdrawal from taking
compulsory courses in the relevant academic year may be allowed at the student’s request if the
Center for the Global Liberal Arts Program judges it necessary.

2. Applicable courses
Compulsory coursesin the Global Liberal Arts Program

3. Application method
Students who wish to withdraw from taking compulsory courses should submit a “Withdrawal from
Taking Compulsory Courses Form” to the Academic Affairs Office within the prescribed period after
deciding which courses to withdraw from, under the instructions of the Academic Advisor.
The Center for the Global Liberal Arts Program screens withdrawal applications based on the
submitted forms, and decides whether students are permitted to withdraw.
Check R Guide for the acceptance period of each semester.

4. Notification of results
The results are notified individually after the Center has evaluated the application. Registered courses
for which withdrawal is approved are cancelled by the University.

spring semester courses: Early April
fall semester courses: Middle of September

5. Additional registration of courses other than compulsory courses
If withdrawal from taking compulsory courses is alowed, the periods scheduled for them become free
time. Students may register for other courses, within the maximum number of registered credits in
accordance with the university-wide registration schedule.
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IlI-3. Course Regulations - Credit Approval

In addition to credits earned from taking regular courses, some credits can be approved as shown below. Note
that school regulations set the maximum number of approved credits at 60 (refer to “Item 1, Article 10-2, to
Item 3, Article 10-4, Chapter 2 of Rikkyo University School Regulations.”” However, approved credits earned
from transferring to the University, changing colleges/departments during the third year, those credits earned
before enrollment, and credits approved as optional courses are not included in this limit. See below for
details.

G Credit Approval through the Student Exchange Program

Credits that students of the Global Liberal Arts Program earned at overseas universities as exchange
students (studying abroad while enrolled) in the international exchange program* are handled as follows:
% “Study Abroad 1/2" are excluded

(& Refer to “Item 1, Article 10-2, to Item 3, Article 10-4, Chapter 2 of Rikkyo University School

Regulations’ for the maximum number of approved credits.

(1) If students studying abroad while enrolled wish to apply for approval of credits for courses taken
at overseas universities, they should submit the following documents (1D-(6) to the Academic
Affairs Office within one month of the completion of the student exchange program. Note that
applications submitted more than one month after the completion of the student exchange program
will not be accepted at all.

(D Rikkyo University Student Exchange Program Credit Approva Application Form
(2) Academic transcript issued by the overseas university or institution at which the student attended
(Original form)
(3) Academic Calender for the university attended (documents detailing class start/end dates,
examination periods, no classes day)
(4) Documents that indicate criteria for academic achievement evaluation (those for which pass/fail
criteriamust be clearly stipulated)
(5) Description of course contents, e.g. syllabi
*For language courses, since no credits can be recognized unless a syllabus is submitted, if thereis no syllabus,
make sure to explain the situation to the instructor for the course and have them create one for you (must
include subject name, goal, contents, performance evaluation criteria, texts, and the language to be used in
class). It isdesirable that there is a signature of the instructor in charge.
*|f you wish to have language B credits recognized, in addition to a syllabus, you must submit the texts, notes,
etc., used in class that clearly represent the details of the classes.
(6) Documents detailing the total number of class hours for each course
*|f the information is not listed in the syllabus, etc., documents should list the number of classes excluding the final
exam, the class time for each lesson, and the days of the week classes are held (course schedule, timetable, etc.)

Based on the documents submitted, screening will be conducted by the Center for the Global Liberal

Arts Program and the Center for University-wide Curriculum. After screening, some credits may not

be approved as aresult.

Students must submit all the documents before the end of May to be considered for graduation in

September. The deadline to apply for March graduation is end of October.

% Note that applications submitted remain valid even when the enrollment status of the student after the completion
of the student exchange program is “on leave of absence”.

*Note also that if students withdraw from school before credits they applied for are approved, their outstanding
applications for Student Exchange Program Credit Approval become ineffective.

Application for Student Exchange Program Credit Approval by mail (registered mail)

If all the following conditions are applicable, students can apply for Student Exchange Program Credit Approval
by registered mail.
(D Students are continuing their research or studies at overseas universities after the completion of the student

exchange program and are unable to return to Japan within one month:
(2 Students report (1) to the Academic Affairs Office prior to the completion of the student exchange program:
(® Students keep in contact with the University: and
(@ Students accept the following conditions:

- Application must include all the required documents, and the required information

- Applications for the Student Exchange Program Credit Approval may be invalid if the above documents or

information are incomplete

(2) Basically, calculate the number of credits according to the following criteria.
Lectures: 11.25 hours=1 credit
Language/practicum/Physical Education practice: 22.5 hours=1 credit
European universities using ECTS*": Calculate 1/2 credit number of ECTS credits.
Only Spanish universities are converted according to the number of class hours.
%1 ECTS: European Credit Transfer System
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(3) Credits for courses approved as Specialized Courses of the Global Liberal Arts Program can be
included in credits required to graduate as studying abroad approval courses as part of “Free
Elective Courses.” However, credits earned in the outbound exchange programs specially
designated by the Center for Global Liberal Arts Program, such as ACE Program, etc., may be
approved as those for “Study Abroad 1 & 2”, if the student has not earned those credits yet.

(4) Courses approved as University-wide Liberal Arts Courses may count toward the required credits
according to the regulations of the university-wide liberal arts course and the department/ program
to which the student belongs. The Course category is decided on the basis of the content of the
course at the overseas university.

(5) Studying abroad, through the international exchange program, approved courses will be graded as
“approved”.

G Credit Approval through the Study Abroad during Leave of Absence System

The credits earned at the host university by students who choose to take a leave of absence to study
abroad based on an inter-university agreement, study abroad as part of the “Study Abroad Program
without Tuition Waiver” based on inter-university agreements, and study abroad programs at accredited
universities, based on inter-university agreements, will be recognized as follows upon submission of
transcripts to the International Office and deliberation by the Center for University-wide Curriculum.

Course title for certification: Long-term Study Abroad Accredited Course
Course Category: University-wide liberal arts subjects “Cross-disciplinary studies”
Approved Credits: 2 credits regardless of the number of credits earned at the host university
(Only if the student has earned credits)
Handling of credits: Optional (Moluntary) courses
(Not counted toward requirements for graduation)
Grade display for approved courses: “Approval”

a Credit Approval through the System for Studying Abroad at Approved Schools

Credits that students of the Global Liberal Arts Program earn from taking courses at an overseas
university while enrolled through the System for Studying Abroad at Approved Schools are handled
on the basis of credit approval for exchange students through the international exchange program.

a Approval of Credits Earned before Enroliment
1. Approval of credits earned at Rikkyo university or the other academic institutions before enrollment

Credits that students of the Global Liberal Arts Program earned at Rikkyo University or other
academic institutions (including credits earned as a non-degree student) before enrollment may be
approved as described below:
(1) Application periods and procedures
To apply for approval of credits earned at other academic institutions before enroliment, submit the
following documents (1-(4) to the Academic Affairs Office by the designated date. (However, for courses
taken at Rikkyo University, submit document (1) Credit Approval Application Form only.) Applications
for approval of credits earned before enrollment are accepted only at the time of enroliment.
(D The Credit Approval Application Form (distributed at the Academic Affairs Office and also
downloadable from the SPIRIT website of the Academic Affairs Division)
(2) Academic transcript issued by the academic institutions at which the student has earned credits
(3) Description of course contents, e.g. syllabi
(@) References for academic performance evaluation standards and statement of total teaching hours
(if the school at which a student earned credits is a junior college, an advanced course of a
technical college, or an overseas institution)
Based on the documents submitted, screening will be conducted by the Center for the University-wide
Curriculum or the Global Liberal Arts Program. Faculty members may hold an interview with students as
part of the screening. Some credits may not be approved depending on the result of this interview.

Application period |Refer to the SPIRIT website of Academic Affairs Division
April Entrants . Latein April
September Entrants :  Late in September

Notification of result




I-3 BERE (BHERE)

(3) JB—=1N- URFNT—Y - TOTFLEFHEHRNBE L TOREEZ T ARBOBEMIZ, BEE
X5 [BEBE#E] NOBZRIEMB & U TEEEFBEMICEATE S, 720, JO-/1NIL - UXT
VT —y - 7075 LEMHREREB [Study Abroad 1 - 2] OBEAMREBDIRET, ACETZOY T A
B2RE, JO-NIL URNFLT—Y - TOTSLEELL 2 —»EICIEE T 2 EZFHIE &7
BAUZB2%1T-> TB1E L/-BALIE, [Study Abroad 1 - 2] OEAME L TRBEIND I ENH B,

(4) 2FHBEMBEE L TREEZHAREBE, £2FHBHESSUMBEER - 7077 LEDRERTE
ICIREWEEEBHBEMAICEAIND, BIEXDE, BREEKRFOREANABRED EISRET 5,

(5) BFIC&2HMBERE ORENMIE [F3E] &¥ 5,

G REBRHIEC KD

SRERE

KEFEEBEICEDICTGER Y, BEREBE, AFRBEICEDIC [FEBIERGEEFE IOV IL] T
[AZFE2| BV AZEDPBFEAZTEE LB, BBt 2 —~"OKEITRAENRE S
PHBHAVFX L1 TLEBEEC L Z—DEZICLVUTOESWBEEIN S,

RERB R - REBHNEZREME

BEXS : @FHLEME [ZHLEV]

MEHME - BEEMBIC» P DS T —E 28U (B 2E5 L I5EICERS)
BEORK - FEERE (FRBAHEMICIEASI ALY

ARERBE DRAETR ¢ [F8E ]

FHIEICKDEBEAERTE

ATOT I LOFENBERBFHEICL N EFEEPICHEORFETER L ARBOEMMI, EER
RREEICSL B REZBFEDHMBEICEL TR,

] A#HIlCEE U BinRE

1. AZFHiIC
AEFICBE
FLNT
1818 UTc B
DRE

AFRNCRZE - 3ARZLUADKE - FHAPETER LB RESREEEE L TEEB L B
250) SLUVEPRAT SEFMAZKOFRRTOREICOVWT, BEELFETIHEE, UT0E
BUBETEZENH B,

(1) EREERSHA - A&

AZFRNBEB U ZBUOBEZR LB Z5HE, TiO~ONEHEEZ, EHSNZHAE TICFIEX v
DINZOEBRONRET 32 & (2L, ARETEBBLAMBICOVW TR, OBMREHFENH,
RETHIEELN) . AZFOBRBEMBEREIEAZEICLLR T L0,

O HUBRTEHRFE FIEX v /N XOHHBFEOTERNM, SPIRIT BB —I LS54 0— KH

BE)

@ HAUBBEORXFZENRITL KIEXAS

® YINRE, BERBI» DL ZESE

@ FERETMOLES SUEERBHRERTEE (BELY, BHAFESLSUEEEMEROE

WHES L < 13BAOHEDIEE)

REHSNAZBHEICEDZ, 22AFHVF15LEE L 2—FA@FTO—NIL - URNFILT —
Ve TOVILEEELE-DEEETI, BEICSVTE, AN UXFNT—Y - TOT
TLEBEECA-—DHEEDAROERT I EN H D, TORRBEURBTEEZ IO AN EDHDH
3,

FREEHIA SPIRITHFEEE~— U SR
4ARA¥E  4RTH
fERE A
9RAEE 9RTH

SN IS AUNOW - E=NSDC - ==5—-0\ I

55



(2) Range of approval
<University-wide Liberal Arts Courses>

Globa Liberal Arts Program does not approve credits for the university-wide liberal arts course with this
system. However, university-wide liberal arts courses earned at Rikkyo are excluded. Credits for
compulsory language courses can be approved in some cases through the course exemption system if
students demonstrate an adequate level of capability and learning experience. Refer to “2. Special
Measures for compulsory courses, Language Courses, University-wide Liberal Arts Courses’ for details
of the course exemption system.
<Specialized Courses>

If credits are assessed as being for courses equivalent to Specialized Courses, the credits will be approved.
(3) Approved coursesdregistration categories
<University-wide Liberal Arts Courses>

The Global Liberal Arts Program does not approve the credits for University-wide Liberal Arts Courses
through this system. However, university-wide liberal arts courses earned at Rikkyo are excluded. In such
acase, the courses taken at Rikkyo will be approved based on the title under which they are held.
<Specialized Courses>

Courses with “GLAP-approved course XX” (where XX is the total number of approved credits) in the
name are categorized as “Free Elective Courses’. Note, however, that courses taken at Rikkyo will be
approved based on the title under which they are held.
(4) Calculation of the number of approved credits

The number of credits for approved courses will be determined by taking into account class hours of the
earned courses.
(5) Credit for Approved Courses

Credit for approved courses may be counted toward graduation requirements.
(6) The maximum number of approved credits

Approval of credits earned at other institution before enrollment is included in the upper limit of 60
credits specified in the University regulations (Chapter 2, Artide 10-2, Paragraph 1 to Artide 10-4,
Paragraph 3).
(7) Record of academic results of approved courses

Grades for approved credits earned before enrollment are designated as “ approved.”

a Approval of Credits Earned at Other Universities after Enroliment

Approval of credits earned at other academic institutions after enrollment
Students of the Global Liberal Arts Program may apply for the approval of credits earned at other
academic ingtitutions after enrollment in some cases as specified below. Students in their 1st to 3rd
year are eligible to apply for such approval while students in their 4th year are not eligible.
Other academic ingtitutions shall be limited to those that are stipulated in Articles 10-2 and 10-3,
Chapter 2, Rikkyo University School Regulations. However, for the approval of credits earned at
overseas universities etc., the credit approval systems for the Student Exchange Program and the
System for Studying Abroad at Approved Schools are applied, in place of these rules.
(1) Application period and procedures
Applications for approval of credits earned at other universities etc. after enrollment must be made after
obtaining academic results from the other institution. Applications prior to that are not accepted. Students
can apply for credit approval only for the academic year in which they earned the credits. Credits earned
in the previous academic year are not eligible for credit approval. However, for courses whose
performance evaluations are announced after the academic year (April of the following academic year),
students must apply by the day the spring semester classes of the following academic year start.
Submit the following documents (D-(3) to the Academic Affairs Office.
(D Credit Approval Application Form (distributed at the Academic Affairs Office)
(2) Academic transcript issued by the university/junior college at which the student has earned credits
(3) Description of course contents. (e.g., the course syllabi)
Based on the documents submitted, screening will be conducted by the Center for the University-wide
Curriculum or the Global Liberal Arts Program. Some credits may not be approved depending on the
result. Students are notified of the results as soon as the approval procedures are completed, and will be
notified of the results for the courses whaose performance evaluations are announced after the end of an
academic year by the first day of the course change period.
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(2) Range of approval
<University-wide Liberal Arts Courses>

In Global Liberal Arts Program, we do not approve credits for university-wide liberal arts courses with
this system.
<Specialized Courses>

If credits have been approved as equivalent to those earned for Specialized Courses, the credits will be
approved.
(3) Approved courses/registration categories
<University-wide Liberal Arts Courses>

In Global Liberal Arts Program, we do not approve credits for university-wide liberal arts courses with
this system.
<Specialized Courses>

Course name “Courses with “GLAP-approved course XX” (where XX is the total number of approved
credits) in the name are categorized as” “Free elective courses.”
(4) Calculation of the number of approved credits

The number of credits for approved courses willl be determined by taking into account class hours of the
earned courses.
(5) Credit for Approved Courses

Credit for approved courses may be counted toward graduation requirements.

Bear in mind when planning courses that credits for any approved courses are included in the calculation
of the maximum number of registered credits for the academic year in which the credits are earned.
(6) The maximum number of approved credits

Although it is included in the maximum number “60” credits as stipulated in (Articles 10-2~10-4,
Chapter 2), Rikkyo University School Regulations, there is no upper limit for “approved credits earned at
other academic institutions after enrollment”.
(7) Record of academic results for approved courses

Grades for approved credits earned at other academic institutions after enrollment are designated as
“approved.”



I-3 BERE (BHERE)

(2) BBEMROEE
(&FHEMEB)

TJE=NL - URZWT =Y - TOT S LTEAFIEICL22ZHERBOBNRERTHEL,
(EMHEREB)

—EQOEEIZEDE, EMHUEHBLA—OHEZRELAZLERDOOSNIHEE, TOBEMNERATE
T3,

(3) REMBE - BiEXKS

(2FHBHB)

TR=NL - URZWT =Y - TOTFLTREAFIEICSL 2 2FHERBOBNRERTHE L,
(EMHERB)

MEE [GLAPREMBL] (RRBESh-E5EUE) &L TEERS [BEMEB] ISBE

EHMBDIE

RBEEZV-HMEOREME, BEEOEEXEEBHEZERL TRET %,

EFB OEMDFN

BEEZVHER, VESNEBBRAICH > (ERXRERHEMUICEAT S, /4, BEEZZ LR
B, BEUZEELALAFECHIIAZOBFEEERLREMHBDHAREICEENSIDT, BESEZILT
BERICHMIRT B &

(6) EBTED _LRREAIE

LERREOBMIICEE N2, [AFRICHBRFETER L AEMULDORBE] &L TOLREEL,
(7) BEFE DORIERT
BiERHE I [BE] £ %,

SN IS AUNOW - E=NSDC - ==5—-0\ I

59



IV. How to Create a Learning Plan and Advisors

u How to Create a Learning Plan

One feature of university learning is that students create course plans on their own, choosing which
courses to take, and how to obtain the credits required for graduation. For that reason, class schedules
vary among students.

In order to raise the outcome of learning, for example, it is necessary to allocate 2 hours to prepare
and review per 1 hour of lecture. Naturally, this means that there is a limit to the number of course
credit that can handle in a year. Therefore, the upper limit is set for the course registration.

For course planning, the following methods should be referred to for each goal with regard to
planning which courses to take.

(1) Confirm the rules of the course = Read the course guidebook (this book)

(2) Check the schedule and registration method = Check the R Guide.

(3) Get information on a course = Check the Syllabus & Class Schedule Search System.

Be sure to bring a Course Guidebook to the guidance session. Class courses, earning credits, and
course registration etc. are explained in each guidance.

G Academic Advisors and Office Hours

1. Academic advisors
The Academic Advisor System is a system by which a full-time faculty member is assigned to each
student in order to give advice and guidance, and provide information on overall learning at the
University. Academic advisors provide good resources for students, so if you have any concerns about
or wish for advice on your learning, feel free to consult your academic advisor.
From the fall semester of the 3rd year after Global Studies field selection, full-time faculty in the
selected field will become sub-academic advisors. The consultation time of the academic advisor shall
be the time of office hours of each advisor.
Details will be announced at the R Guide.

2. Office hours
“Office hours” is a system in which full-time faculty members™ are standby at a fixed time during
class hours every week with the aim of answering questions about the classes they teach, or giving
general advice on studies. If students have questions about the contents of a class, they can meet their
instructors during their office hours.
The office hours of individual faculty members are posted on the R Guide.
% Note that the office hours of University-wide Liberal Arts Language Course adjunct lecturers
are posted on the R Guide at the beginning of each semester.
% Note also that students can use the time after class to ask questions about classes taught by
part-time lecturers.
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V. Course Registration

u What is Course Registration?

Course Registration is the process of registering for courses that students plan to take in the academic
year or semester. Students should be aware that all the exams for university-wide liberal arts courses,
specialized courses in the Global Liberal Arts Program and Certification Courses are conducted during
the same exam period from Period 1 to Period 5. Please keep this in mind when making your course
plan and registering.

Students are responsible for choosing which courses to take and for completing registration
procedures within the prescribed period. A student cannot earn credits for a course for which he or she
has not registered, even if the student attends classes or takes the exam for that course. Students need
to register for courses twice a year: in April for spring semester and full-year courses; and in
registration status screen. After the confirmation, if you do not have to change courses, the registration
is completed.

Course registration period
<Course registration period/ target courses>

Aotil Spring semester, spring 1st semester, spring 2nd semester, full-year, and
P other courses specified for registration for the spring semester
September Fall semester, fall 1st semester, and fall 2nd semester courses

% Check the R Guide for each registration schedule and registration system operation time.
*For Summer Session and Winter Session, other registration periods apply. Please check R Guide.
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G Course Registration Procedure

2% Check R Guide for each registration schedule and system operation time.
SPRING / FALL Semester

Registration and
Step.01 Confirm grades by Grades Reference
Announcement System (web)
of grades

v Confirm registration rule - Confirm registration schedule and method  Obtain information on courses to be registered Get the information you need
v v v v

Course Guidebook Syllabus and Class Schedule Various Guidance

: R Guide .
SO (8= (R e
Creating a of enroliment Release : middle of March the College

Learning Plan

Course Registration

Register courses to take by System (web)

(Automatic & “Other” Registration) ( Lottery Registration ) ( Course code registration )

Step.03 Automatic Registration Primary Registration Period Course Code
Course No registration required because Registration
registration the university registers Primary Announcement of permitted students Period

“Other” Registration Secondary Registration Period
Confirm R Guide

Secondary Announcement of permitted students

Registration and

Confirm courses are registered as planned by Grades Reference
System (web)

Step.04
Confirm the
registration
status

v v

Courses are not Courses are
registered as planned registered as planned

v Completion of
Registration

Step.05 ol Change course during

Change of System (web) the course change period
courses

Step.06 Confirm courses are Registration and
Grades Reference

Confirm the registered as planned by System (web)
registration
status

v
v

Completion of Registration
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a Course Registration Methods

There are various course registration methods depending on the course: automatic, “other”, lottery, and
course code registration. Methods differ each other, so please be careful and follow instructions. Students
should perform lottery registration and course code registration on the course registration system (URL:
https://r.rikkyo.ac.jp/). This system can be accessed through on-campus computers or from home, etc. but be
aware that it may not be compatible with all browsers or versions.
1. Automatic registration
(1) Target courses
Compulsory language courses (Check the information on compulsory courses that are within the University-wide
Liberal Arts Language Courses.)
Courses with “automatic registration” as noted in the remarks column of the Course list of R Guide.
(2) Course registration and instructions

(D The courses are pre-registered by the University. No procedure for course registration is required.

(2 If students are unable to earn credits for the compulsory courses that have been automatically registered in the
assigned year, and the courses are automatically registerd to retake in the following academic year.

* Note: For compulsory language courses, please refer to section “4. and 5. Methods of Earning Credits after the

Specified Year or Semester” that are within the University-wide Liberal Arts Language Courses.

(3) Cancellation of courses that are automatically registered is not allowed.

@ If the same course is taught by more than one instructor, please check who is the relevant instructor on the
registration status screen before classes start.

2. “Other” registration
(1) Target courses

Courses noted as “other” in the remarks column of the Course list of R Guide.
(2) Course registration and instructions

(D The University registers a student on a course as soon as the student is accepted on the course.

(2) Once accepted for a course, in principle students may not cancel that course.

(3) Methods of submitting documents, required for screening/selection for a course, during the submission period,
whether there is selection or not for a course, and the announcement of results vary depending on the course.
Please refer to R Guide “List of other registration”

(@) The maximum number of credits to be applied for “other” registration and lottery registration of
comprehensive course is 6 each semester. However, the method for counting the upper limit of registration may
differ for classes held overseas, etc., so please check the R Guide course listings.

3. Lottery Registration
(1) Target courses

Courses with “|ottery registration” indicated in the remarks column of the Course list of R Guide.
(2) Course registration and instructions

(D Whether students are accepted or not on a course is announced on the course registration system, the
University registers a student on a course once the students is accepted on it.

(2) Courses which students are accepted cannot be cancelled in general (However, for University-wide Liberal Arts
Comprehensive Courses, students can cancel/change courses which become courses under course code registration
after the secondary application ends in the course code registration period and the course change period).

(3 Applications for courses during the secondary application period are received only for courses for which the
number of students did not reach the course capacity in the primary application period.

(4) Students should not apply for courses under course code registration on a day of the week or in a period that
overlaps with courses they have aready registered for such as compulsory courses or courses for which they
are planning to register after the lottery registration application period.

(5) The maximum number of credits applied for in the primary application period of lottery registration for
comprehensive courses is 6 in each semester. In the secondary application period, it is 6 credits including the
number of creditsfor courses registered for in the primary application period.

Students can confirm or change the courses they have applied for as many times as they wish within the period of
lottery registration.
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4. Course code registration

(1) Target courses

<University-wide Liberal Arts Courses>
Comprehensive courses that did not reach their capacity (3 excluding certain specified courses) as a
result of lottery registration. The maximum number of application credits is 6 units each semester
including “ Other” registration and lottery registration.

<Specialized courses in the Global Liberal Arts Program>
Courses with “course code registration” as noted in the remarks column of the Cource list of R Guide.

¥ Note: Courses taught by other universities taken through the Five-University Credit Transfer

System cannot be registered for under course code registration.

(2) Course code registration and instructions

(D Applications for course code registration and lottery registration must be submitted in the same
period. The course code registration period for university-wide liberal arts comprehensive
courses starts after announcement of secondary permitted people. Courses that fall into the
course code registration category are identified on the course registration system.

(2 If, for unavoidable reasons such as hospitalization, students cannot register on the specified
days, please be sure to contact the Academic Affairs Office on your campus before the days
specified for instructions. In addition, if you have any questions, please consult the Academic
Affairs Office on your campusin advance.

(3) Once you have chosen the courses you wish to register for, please be sure to click the “Registration
Content Transmission” button, and check the registered content and any error messages.

(4) Please complete registration and deal with any errors within the course code registration period.
Refer to [Error Messages and Actions on Errors] if an error message is displayed.

(5) To check if registration has been processed normally, please log in to the “Course Registration”
screen again to confirm the registered content, within the course code registration period.

(6) The “Course Registration” screen is only available during the course code registration period
and course change periods.

(7 The results of your course applications are displayed on the “course registration inquiry screen”
after the course change period, so please be sure to confirm your registrations on this screen.

In case that students need not to register any course, please access the screen and after
confirming that your contact information reported to the university is correct, click the
“Registration Content Transmission” button within the course code registration period.

Students can confirm or change the courses registered under the course code registration category as
many times as they wish within the course code registration period.
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a Confirming Registered Courses

1. How to confirm registered courses
The courses you have registered for can be confirmed on the course registration status screen.
Students should check whether or not there are any errors in the displayed content, which will be
officially registered.
Please check the schedule for updating through the course registration status screen.
In addition, students should also confirm the updated result on the grades reference screen, which
shows credits recalculated after course registration along with the courses which have been registered
for. Please check the grades reference system for details of the updating schedule.
Please note that the class schedule on other than the course registration status screen cannot be used to
officially confirm registered courses.

<Contents displayed on the course registration status screen and dates of updating>

The course registration status screen can be used as evidence for the Academic Affairs Office.

Checking the Course Registration Status Screen

On the course registration status screen, registered courses are displayed in order of the day of the week and class

period. Registration of courses displayed at the bottom as “error courses” is invalid and has failed (excluding error

messages “exceeding the maximum number of xx”).

If there is any error in the displayed content, or error messages such as “exceeding the maximum number of xx”

appear, please refer to Changing Course Registration and Confirming Changed Content in Course Code

Registration and follow the procedures within the specified period.

[How to display]

1. Access the course registration system.

2. Click the “Course registration status screen” on the menu ([A]-(D).

3. Click the [= “Course registration / Grades reference screen” login] ((A-(2)).

4. When the login screen is displayed, log in with V-Campus ID (Student ID Number) and password (same as
V-Campus. This is given to new students when Student ID Card etc. is issued.).

5. The course registration status screen is displayed. ((B])

A
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A Important : Please be sure to check whether or not there is any error in the contents displayed on
the course registration status screen and grades reference screen.

DI : Please take action if there are mistakes in course registration or error messages on the course

registration system within the course change period.

2. Completion of registration
If there is no need to change (subjects scheduled to be taken are all registered correctly) after checking
the course registration status screen, registration is completed.

3. Invalidated registration
If students do not change the course registration of courses displayed with an error message on the
course registration status screen within the specified period, the registrations of those courses will be
invalidated and course registration for that course will not be available during that academic year. Any
record of class attendance or the taking of exams for such a course will also be invalidated.

In addition, if students do not take corrective action in response to the error message “exceedin
the maximum number of xx” within the specified period, the University will randomly cancel

courses to bring the number of credits down to the maximum number.
© Changing course registration outside the course change period is not possible.

a Changing Course Registration and Confirming Changed Content in Course Code Registration

1. Changing course registration
Courses that can be changed are limited to courses registered under the “course code registration”
category. Additional courses under “course code registration” may also be added.
Please check the content displayed on the course registration status screen and make any required
changes to the registered content on the course registration system (course code registration) during
the course change period.
Course registrations displayed as in error are not valid (except where the error message is
2. Instructions on changing
(1) For course registrations which are displayed on the status screen as invalid, please check the
reason for the error and take corrective action. Refer to [Error Messages and Actions on Errorg].
(2) Please complete course changes during the course change period and confirm that errors do not
repeat.
Students can confirm or change courses registered under the course code registration category as
many times as they wish during the course change period.
(3) Any change after the course change period is not possible. If, for unavoidable reasons such as
hospitalization, students cannot change courses on the specified days, please be sure to contact the
Academic Affairs Office on your campus before the days specified for instructions.
3. Checking the result of changes in course registration
(1) Students who change registered courses during the course change period should check the course
registration status screen to see if course registration has been changed correctly. Courses
displayed on the course registration status screen are deemed the officially registered courses
of a student who has changed course registration. Please be sure to check whether or not there is
any error in the displayed content.
(2) If any errors displayed for a course registration are not corrected, the affected courses are regarded
as unregistered and canceled. In addition, if students do not change courses with the error message
“exceeding the maximum number of xx,” the university will randomly cancel courses to bring the
number of credits down to the permitted number. Please confirm the registered status at the time
you complete changes on the course registration inquiry screen in the course registration system
before the deadline at the end of the period for reporting such errors.
4. Reporting period
If students have any questions about the content of their course registration, they should ask them
during the reporting periods. However, they cannot add new courses or cancel registered courses at
thistime. Check R Guide Annual Schedule for reporting deadline.
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Please present the following two items when reporting to the office.

(D A copy of the course registration status screen

(2) A copy of the course registration inquiry screen in the course registration system

On the “course registration inquiry screen”, the registered status at the time when the student
completed course registration is displayed until the reporting deadline of each semester.

5. Invalidated registration
If students failed to confirm the course registration status screen and the courses they deemed

registered were not registered properly, the registration of the relevant courses will become invalid
and they will not be able to take the courses in that semester or the that academic year. Therefore, any
record of taking such classes or any associated exams will be invalid.
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a Course Cancellation System

1. What is the course cancellation system?
This system allows students to cancel registered courses by applying for cancellation during the
period specified by the university.
Students cannot attend classes, take exams, or earn credits for courses for which they applied to cancel
their registration during the relevant semester. Further, additional course registration to make up for
the number of credits cancelled is not possible.

2. Handling of courses that are cancelled

Courses for which courses are cancelled are handled as follows:

(1) Performance evaluation: The courses are not subject to evaluation. Neither the course title nor
performance evaluation are written on the transcript.

(2) Maximum number of registered credits: The courses are included in the count to the maximum
number of registered credits.

(3) Additional registration: Additional registration for courses offered in the relevant semester is not
allowed.

(4) GPA: The courses are not included to this calculation.

3. Courses not eligible for application for cancellation
Out of the registered courses, applications for course cancellation will not be accepted for the
following courses. For course titles of (4)(5), Check R Guide. However, this does not apply to
University-wide liberal arts courses and specialized coursesin the Global Liberal Arts Program only if
they are found to be legitimate after examination due to reasons such as long-term medical treatment.
When presenting the circumstances, submit proof of fact.
(1) Compulsory courses.
(2) Courses offered by other universities (example: f-Campus etc.).
(3) Courses offered in intensive lecture style.
(4) Courses for which the costs of conducting the class, such as practicums, are separately collected.
(5) Specially specified courses

4. Application deadline
(1) Application periods
Application periods vary depending on the courses students wish to cancel. Please apply in the
prescribed periods.

If students cannot apply during the application period due to hospitalization etc., contact the Academic
Affairs Office before the application deadlines. When communication has been made with the student,
the Center for the Global Liberal Arts Program conducts a screening. Submit documents that can
confirm the facts in accordance with the submission of the application for makeup examination.
(2) Application procedures
Please access the course cancellation application screen in the course registration system and apply
to cancel the course.
<Procedures>
Courses for which applications for cancellation may be made are displayed, so please click the
“Cancel” button for courses you wish to cancel and check if “Applying for course cancellation” is
displayed in the “ Course cancellation application status’ column.
(3) Confirming the results of course cancellation
Cancelled courses can be confirmed on the Grades reference system on the following dates. “Q” is
displayed in the evaluation column of the course for which course cancellation was successfully
processed.
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VI. Exams and Grades

c Exam Rules

At Rikkyo University, the curriculum is established based on the policy on conferment of Degrees, and grade
evaluations are carried out in each course. Exams are an important part of the measures in terms of reflecting the
study outcomes in student grades. In order to ensure fairness among students and evaluate grades impartialy, the
university’s exam system is carried out in accordance with relevant regulations.
Be sure to confirm the exam system in the course guidebook (this booklet), the R Guide (* Classes/Enrollment
Status/Exams”), and the Exam Method Announcement bulletin board (See “2. Announcement of exam methods,
Exam Methods ). Any disadvantages resulting from not checking these information is the responsibility of the
student, so please develop the habit of checking them. The matters indicated in the course guidebook (this booklet),
the R Guide, and the Exam Method Announcement bulletin board shall be deemed to have been informed to all
students. Please also read the “Rikkyo University General Regulations for the Conduct of Examination” in the R
Guide for more information on exams.
Students taking exams for any colleges and certification programs courses should study the course guidebooks, R
Guide and bulletin boards of the colleges offering the courses.
1. Types of exams and exam periods
(1) Regular exams
Regular exams are held in the designated period after lectures end.
(D Spring semester final exams: Exams for spring semester courses
% Note: Written exams are not held for spring 1st semester courses.
(2) Fall semester final and academic year end exams. Exams for fall semester courses and full-year
courses
% Note: Written exams are not held for fall 1st semester courses.
* Note that exams for full year courses may be held at the end of the spring semester as regular
(mid-term) exams.

OUniversity-wide regular exam periods have been determined as follows:

m All exams for specialized courses, university-wide liberal arts courses, certification program courses are held
during the same regular exam periods. o

B Exams are held during five periods each day, and exams for all courses start at the same time in each period.
(The finishing time of each period varies depending on the college offering the course.)

[®Exams are not necessarily held on the same day of the week or in the same period as the class.
Students should carefully study the announcement of exam methods (See “2. Announcement of exam
methods, @8 Exam Methods *).

<Regular exam periods (university-wide)>
Spring semester final Fall semester final and academic year end
Middle-End of July End of January - Early February

(2) Examsin the last class at the end of the semester
Some exams are held in the last class at the end of the spring semester and at the end of the fall
semester or in the last class at the end of the academic year.

¥ Note: Written exams are not held for spring 1st semester courses and fall 1st semester courses.

(3) Makeup exams
Makeup exams will be given to students who are unable to take exams in the last class at the end of
the academic year, or during the regular exam period, due to “hospitalization or other unavoidable
reasons’ specified by university (makeup exams are limited to those announced as written or ora
exams at the time of the announcement of exam methods (see “2. Announcement of exam methods,
Exam Methods "), and when the courses are specified as being eligible for makeup exams).
@ Please see “ @@ Makeup Exams "

(4) Time Conflict Special Exams
Subsitute exam periods will be arranged for students who have two or more exams scheduled in the
same exam period, and students who have insufficient time between exams held at the Ikebukuro and
Niiza Campuses to travel between them.
(% Please see “ @ Time Conflict Special Exams ”.
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(5) English Credit Approval Test
The English Credit Approval Test is held on the following dates with the aim of providing students
who lack sufficient credits for the compulsory courses, Language A. Details are outlined separately
(see “@M Methods of Earning Credits after the designated year or semester-If Students Fail
Compulsory Courses (English) ”, University-wide Liberal Arts Language Courses).

<Schedule of English Credit Approval Test>

Spring semester Fall semester
Early June Early November

2. Qualification to take exams, loss of qualification to take exams, and suspension from school
(1) Qualification to take exams
Only students who are enrolled and have completed course registration for a course will be
qualified to take the exam (including submission of reports).
(2) Loss of qualification to take exams
Students who fall into any of the following categories will lose their qualification to take the exam
(including submission of reports), and if they take the exam, their exam papers or reports, etc. will
beinvalidated.
(D Students who do not have their student 1D card or temporary student ID card**
(2) Students who are on leave of absence or suspended from school for the relevant exam period
(3 Students who do not meet the requirements for taking exams outlined beforehand by the
instructor of the relevant course, such as attendance
(4) Students who are studying abroad as exchange students or at approved schools*2

*1: This applies only to exams announced as written exams or oral exams at the time of the
announcement of exam methods (see “2. Announcement of exam methods, Exam
Methods ").

*2; Students who are assigned to study abroad or approved schools are ineligible to take all
courses offered during the semester, regardless of when they return.

(3) Prohibition to take exams due to suspension from school for an infectious disease.

Students who are suspended from school for the reasons given below cannot take exams announced
as written exams or oral exams at the time of the announcement of exam methods (see “2.
Announcement of exam methods, Exam Methods ). If students wish to take makeup exams, they
should apply for them. If they take exams during the period of suspension from school, the results will
be invalidated.

Please see “ 2. Submission Methods, @M Reports ” for the exams announced as report-based exams at
the time of the announcement of exam methods (see “2. Announcement of exam methods, Exam
Methods ).

Students who are infected with a school infectious disease (infectious diseases that require
preventive measures by the school) specified by the School Health and Safety Act such as influenza
or measles (Refer to R Guide for details on school infections that are targeted).

a Exam Methods

1. Exam methods
(1) Exams are administered in written, report-based, or oral forms. There are courses, however, where
performance will be evaluated by in-class points, not exams.

/\ The performance evaluation method and criteria of each course vary according to the contents of the
syllabus. However, they may have to be changed depending on conditions such as the number of
students taking the course or classroom availability. Students should check the bulletin board of each
college or the syllabus on the website for changes in the syllabus.

/\ Students must check “2. Announcement of Exam Methods” for details of exams (written, report-
based, or oral exams) since this announcement is the final instructions for exam methods.

A\ If students are absent from written exams announced in the announcement of exam methods (see “2.
Announcement of exam methods’) or if they do not submit reports for classes announced as having

80 “report-based exams” (see “@M Reports "), the grade given will be “absent” regardless of the exam's
or report’s percentage of overall evaluation stated in the syllabus.
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(2) Some courses may not be listed in the Exam Information Announcement since that course is
evaluated by other means than exams. For details, check the R Guide “Classes/Enrollment Status/
Exams’.

(3) The following tests are treated as in-class points.

(D Written or oral quizzes, mid-term tests, and semester final tests (administered at the end of the
semester, but not listed as written exams or oral exams in the Exam Methods Announcement -
see “2. Announcement of exam methods’) held at any time during the semester

(2) Reports assigned at any time during the semester or reports assigned at the end of the semester
(those that are not announced as reports in the Exam Methods Announcement but are assigned at
the end of the semester - seeitem “2. Announcement of exam methods”)

(3 Oral exams held at any time during the semester or oral exams held at the end of the semester
but that are not listed as oral examsin the Exam Methods Announcement ( “2. Announcement of
exam methods”)

(@ All written tests and oral exams, etc. held for language courses within university-wide liberal
arts courses are treated as in-class points.

2. Announcement of exam methods
Exam methods will be announced on the Exam Methods Announcement bulletin board on the
prescribed schedule. The announcement of exam methods shall be posted on the Web, and the place of
posting shall be the “Exam” page of the Academic Affairs Division bulletin board.
<Announcement of exam methods>

Spring 1st semester final Mid-May
Spring semester final and spring 2nd semester final | Early July
Fall 1st semester final Early November

Fall semester final, fall 2nd semester final, and
academic year end

a Written Exams

Written exams include those held in the regular exam period and in the last class at the end of the semester.
1. Exam schedule and exam time
(1) Regular exams for specialized courses in the Global Liberal Arts Program and within University-
wide Liberal Arts Courses last 70 minutes. Note thisisdifferent from regular class periods.
<Exam time of written exams in the regular exam period>

Mid-December

Period 1 2 3 4 5
9:10 a.m. 11:00 a.m. 1:20 p.m. 3:10 p.m. 5:00 p.m.

Exam time to to to to to
10:20 a.m. 12:10 p.m. 2:30 p.m. 4:20 p.m. 6:10 p.m.

Note 1: The exam time may change depending on the course.

Note 2: Students should consult the course guidebook of the relevant college etc. and the Exam
Methods Announcement for the exam times of courses offered by each college, university-
wide subjects, and courses in the certification programs.

<Time of written exams in the last class at the end of the semester>

They are held within normal class hours (see “ @€ Class Schedule , 11. Classes (Academic Life)”).

* Note 1: The exam time may change depending on the course.

* Note 2: Students should consult the course guidebook of the relevant college etc. and the Exam
Methods Announcement for the exam times of courses offered by each college, university-
wide subjects, and courses in the certification programs.

& Incidents and unavoidable circumstances such as transportation delays may lead to delays in the
start or end of exams. Students should keep this in mind when planning their schedule for exam
days

(2) Exam methods, etc.

(D Exam methods, exam dates, exam schedules, and venues are announced on the Exam Methods
Announcement bulletin boards. (See “2. Announcement of exam methods, Exam Methods ")
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(2) The preliminary exam days are scheduled during exam days. The “preliminary day” is used
when, for unavoidable reasons, such as a natural disaster, written exams cannot be conducted in
the regular exam period or in the last class at the end of the semester. In that case, missed exams
will be rescheduled for the preliminary day. If an exam is rescheduled for the preliminary day,
information will be posted on the notice board and on the SPIRIT Academic Affairs Division
page. Be sure to check for exams scheduled on the preliminary day.

(3 Students must take exams in the designated classrooms.

() Students should note that exams may be held in different classrooms than the classrooms where
they take lectures.

2. Bringing your student ID card to written exams

(1) Students who do not have their student ID card (or temporary student 1D card) will not be allowed
to sit their exams under any circumstances.

(2) During an exam, the student ID card (or temporary student ID card) must be placed on the desk
and be visible to the proctor.

(3) If your card is lost or damaged or if the card is worn out and the photograph is unclear, apply for
reissuance immediately at the Academic Affairs Office on your campus.

(4) Students who do not bring their student ID card on the day of the exam will be issued with a
temporary student ID card at the Academic Affairs Office on their campus.

\ Temporary student 1D card \ Issuance fee: 500 yen. Valid for two days. No photo needed.
* Note: Students who are unable to pay the fee on the day of the exam should inquire the Academic
Affairs Office.
3. Entering and leaving the exam room

(1) Students who take written exams for specialized courses in the Global Liberal Arts Program in the
regular exam period should enter the exam room no later than 10 minutes before the exam starts.

(2) Students who take written exams for University-wide Liberal Arts Courses in the regular exam
period should assemble in the hallway in front of the exam room at least 15 minutes before the
exam starts and be seated in the seat designated at the entrance of the exam room.

(3) Students who take written exams in the last class at the end of the semester should enter the exam
room by the time the class starts.

(4) Students who arrive late but within the first 15 minutes after the exam starts will be allowed to sit
their exam with permission from the proctor.

(5) Students who arrive late due to transportation delays but within the first 15 to 30 minutes after the
exam starts may sit the exam with permission from the proctor if they present a certifcate of delay
from the relevant railway or bus company.

(6) For (5) above, students who do not have a valid certificate of delay issued by the relevant railway
or bus company may take the exam with permission from the proctor after completing a
“Application for examination permit due to Transportation Delay Form” at the exam venue.
(Students must then present a valid certificate of delay by the date specified by the proctor.)

(7) Students will not be allowed to leave the exam room during the first 30 minutes after the exam
starts. In addition, as a rule, they will not be allowed to leave the exam room during the last 10
minutes before the exam finishes.

(8) In the event of an emergency (e.g., significant transportation delays, an incident or an accident) on
the day of the exam, students should immediately contact the Academic Affairs Office on their
campus for instructions.

4. Others

(1) Students should use a pen or ballpoint pen when filling in the college, year, student ID number,
and their name on the Answer Sheet and the Exam Attendance Form unless otherwise specified.

(2) Answer sheets without a student ID number and name will be invalid.

(3) Students not registered for the relevant course are not qualified to take the exam. If student take
the exam, the result will be “invalid”.

(4) The Answer Sheet, the Exam Attendance Form, and the exam paper of the course for which a
student took an exam should be sure to fill in their name and Student ID and submit them.
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(5) Using computer, electronic dictionaries, smart phones, mobile phones, and wearable devices
during an exam is strictly prohibited. The use of these items is not permitted even if the exam
instructions state otherwise. Use of an electronic device as a watch or a calculator is also not
permitted.

(6) Students should take writing implements out of their pen cases. Except for writing implements,
erasers, glasses, a watch, and the student ID card (or temporary student ID card), and any other
items permitted for the relevant course, students should put all other items in their bags etc. and
place them as instructed before the exam starts.

(7) Students are prohibited from talking with each other, or lending or borrowing items during exams.

a Oral Exams

There are two types of oral examinations.

(D Oral examinations conducted for graduation theses, master’s theses, etc.
Students should check the relevant pages of the graduation thesis, master’s thesis, etc. and the R
Guide.

(2) Oral examinations (other than (1) above) held at final classes or at any other time during the
semester. Students should follow the instructions of the course instructor.

a Reports

Students should refer to the “Rules for Preparing Reports and Academic Papers’, to be hereinafter
described, for instructions when preparing reports.

1. Reports
(1) There are two types of reports.

(D Reports that are listed as “report exams” in the Exam Methods Announcement (see “2.
Announcement of exam methods, Exam Methods ") and are submitted in the report
submission period

(2) Reports that are submitted in different ways and in different periods than the aboveD), such as
those submitted in the last class at the end of the semester

(2) Date and time of submission, submission location (online system), and topics for the report in (1)-

(D above.

Submission date, location (online system), and topic shall be announced simultaneously with the
exam method on the exam methods announcement notice.

(3) The date, time, place, and other details for submitting the reports in (1)-2) above should be in

accordance with the directions of the course instructor.
2. Submission requirements

(1) Report Exams
Students should submit the report by the deadline at the location (online system) designated in the
Exam Methods Announcement (see “2. Announcement of exam methods, Exam Methods ").
Please be sure to confirm the details of the exam method on the exam methods announcement notice.

(D Please note that any report submitted after the designated date will not be accepted.

(To be hereinafter described, “Notes on How to Submit a Report and Academic Papers, etc.”.)
*Late submissions for reasons such as communication issues (e.g., Internet connection failure),
issues with electronic equipment (e.g., Slow processing speed), garbled text, or file corruption
will aso not be accepted.

(2) Students who have not completed the course registration for the course are not eligible to submit
reports.

(3) Please note that no other method of submission will be accepted.
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* 3k sk Notes on Submission of Reports, Academic Papers, Etc. 5 sk
Hl Online submission

Reports, academic papers, etc., will not be accepted after the designated submission deadline, so be punctual and
keep to the deadline. Attempting to submit your documents after the submission period due to communication
issues (such as being unable to connect to the Internet) or problems with equipment (such as slow processing
speeds) will not be permitted. As such, ensure you have sufficient time to submit your documents. However, on
the day of the deadline, if you are unable to submit the report, academic paper, etc., by the deadline due to
unforeseen or unavoidable circumstances, contact the Academic Affairs Office of your campus before the deadline
and follow their instructions. Unforeseen or unavoidable circumstances include accidents, etc.
*Note that these unforeseen or unavoidable circumstances do not include the malfunction of devices or

equipment (such as a PC), communication issues, loss of data, etc.

Submission of Reports, Papers, etc. by Students Suspended from School due to School Infectious Dis
Even if you are unable to come to school, submission can be carried out from home, etc., so no alternative
measures will be allowed. Make sure to submit your report, academic paper, etc., within the submission period.

Il Physical (paper) submission

Reports, academic papers, etc., will not be accepted after the designated submission deadline, so be punctual and
keep to the deadline. Ensure you have sufficient time to submit your documents, taking into account possible
delays in transportation, etc. If you are unable to submit the documents yourself, find someone reliable who will
submit them on your behalf. However, on the day of the deadline, if you or the person you have entrusted are
unable to submit academic paper, etc., by the deadline due to unforeseen or unavoidable circumstances, contact
the Academic Affairs Office of your campus before the deadline and follow their instructions. Unforeseen or
unavoidable circumstances include accidents, major delays in transportation, etc.

Submission of Graduation Thesis, and Master's Thesis by Students Suspended from School Due to School

If any of the above apply to you, follow the instructions below.
1. If you are unable to come to school during the designated submission period, ask someone to act as your
representative and submit the documents on your behalf within the designated submission period.

You are responsible for any deficiencies/failures on the part of the representative.

2. If you are unable to find someone to act on your behalf in the case of 1., contact the Academic Affairs Office of
your campus before the deadline and follow their instructions.
| <Submission may be allowed at alater dateif all of the following are met> |

(D You meet condition 2., above.

(2) You should present to the Academic Affairs Office a “ Certificate of Permission to Attend School” prescribed
by the University on which the medical institution has written or a “Medical Certificate” issued by the
medical institution stating the school suspension period and date when the student is able to attend class. In
either case, you must be able to prove that you were unable to come to school on the due date due to a school
infectious disease.

(3 You submit the report, academic paper, etc., on the first working day after the day you are allowed to return
to school.

(2) Reports other than report-based exams
(D For paper submissions, the coversheet should be stapled to the report with the required information (name of
course, name of the course instructor, college, year, student 1D number, and name) on it.
(2) The above required information should be given when submitting the report in electronic form.
(3 For other submission requirements, follow the instructions of the course instructor.
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Rules for Preparing Reports and Academic Papers

In the course of your studies, you will have to write reports or academic papers in various classes. Reports differ
in character. They include reports you are required to write in class, reports written instead of final exams,
academic papers prepared for debates, and graduation theses. However, there are some common rules for reports
and academic papers. One of them is that you must never pretend that you were the original writer of what
others wrote by copying it.

This applies to original material, sentences or charts, from books, data from web sites, or your friends’ reports.
The same goes for texts for which the copyright is no longer in force and which have are available without
restriction. The characteristics of the original text is irrelevant. The important thing is that you must not pretend
that other people’s work is yours. This act of copying the work of others is called “plagiarism”.

Obviously, this does not mean that you must never use research results other people have accumulated in your
reports or academic papers. Clearly , you will learn a great deal from existing research results. So you may use
ideas from other people’s work and provide explanations using the sentences or charts they have produced.

There is, however, a rule for such use. The rule is that you must indicate clearly that you are using the work
of others (ideas, writings,charts etc.) and whose work it is If you neglect to do so, it will be considered
“plagiarism” whether you intended it or not.

The exact methods for doing this are taught in class, but the general rules are as follows:
- If you quote a sentence, enclose it in quotation marks to distinguish it from other text.
- Indicate the source of the quotation.

[Example]

[For a book] Name of the author, “title of book”, Publisher, date of publication, and page

[For a journal or other article] Name of writer, “title of paper”, “name of journal”, volume number,
date of publication, and page

[For a website] URL and date of acquisition

[For a newspaper article] Name of newspaper, morning or evening edition, issue humber, and page

In addition to these, there are a wide variety of methods to indicate material in your report is from another
source. For details on these and other issues, such as how much you should quote journal papers or reports,
follow the instructions of your instructor.

Plagiarism is a very serious offence. A researcher who plagiarises may ruin his or her research career.
University-wide, instructors have agreed to instruct students properly so that they do not plagiarize when writing
reports or academic papers, and to take strict measures against plagiarism.

Reports or academic papers should not be prepared by copying, or cutting and pasting other people’s
works or by just paraphrasing their ideas. They should be completed by discussing and arguing your own
ideas while using various research results and data in compliance with the rules. Show respect for other
people’s work and observe the rules in preparing reports or academic papers.
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a Makeup Exams

Makeup exams may be permitted after screening to students who were unable to take the spring semester final
exams or fall semester and academic year final exams due to hospitalization or other unavoidable reasons (see the
separate table of required documentation) specified by the university, and who can prove the fact by objective
certification documents specified by the university and have submitted a“Makeup Exam Request Form.”

From the viewpoint of ensuring fairness among students and evaluating grades impartialy, those who wish to take
makeup exams are required to properly go through the strict makeup exam request procedure, without omission
under their own responsibility. Students who fail to do so properly, shall not be permitted to take makeup exams
under any circumstances.

The applicant shall be responsible for any inadequacies, deficiencies, or errors in the request procedure regardless of
the reason. Therefore, due care shall be taken to prevent the request from being rejected. The university will not
respond to any inquiries regarding the fact that the request was rejected and the makeup exams were not permitted.
(& Please refer to the “ Rikkyo University General Regulations for the Conduct of Examination” in the R Guide.

1. Target courses

The following courses are eligible for makeup exam. That is, the course specified as makeup exam

target courses in both exams in the last class at the end of the semester and the regular exams. These

course are specified as makeup exam target courses at the time of announcement of exam methods

(see* 2. Announcement of exam methods, Exam Methods ).

* Note 1: Courses that are not specified as makeup exam target courses at the time of the
announcement of exam methods (see “2. Announcement of exam methods, Exam
Methods ") are not eligible for makeup exams.

* Note 2: Other small tests (e.g. quizzes), mid-term tests, and final tests held voluntarily during a
class by the course instructor are not eligible for makeup exams. If students are absent on
the day these tests are held, they should follow the instructions of the course instructor.

2. Application Procedures

Submit a “Makeup Exam Reguest Form,” with a printout of your class registration page and the

required documentation attached, to the Academic Affairs Office of your campus within one week

from the day after the exam date (including the same day of the week in the next week; If the deadline
isaday on which the officeis closed, submit it by the day on which the office is open again).

Makeup Exam Request Forms are available at the Academic Affairs Office on your campus.

(Makeup Exam Request Forms can be downloaded from the SPIRIT website of the Academic Affairs

Division.)

* Note 1. Students unable to submit a Makeup Exam Request Form due to hospitalization etc. should
contact the Academic Affairs Office on their campus for instructions during the submission
period. Students diagnosed with a school infectious disease, in particular, should contact
the Academic Affairs Office on their campus immediately for instructions.

* Note 2: Students should submit a Makeup Exam Request Form for courses taken on a campus other
than their own to the office of the campus offering the relevant course. This may not be the
case if students apply for courses taken on their own campus at the same time, so contact
the Academic Affairs Office on your campus in advance.

3. Announcement of eligible students, exam methods, and exam schedules

Eligible students, exam methods, and exam schedules are announced on the bulletin boards. The

announcement of exam methods shall be posted on the Web, and the place of posting shall be the

“Exam” page of the Academic Affairs Division bulletin board.

<Announcement of eligible students, exam methods, and exam schedule>

Spring semester final Fall semester final and academic year end
Late August Mid-February
* Note: The announcement on the bulletin board will be made at the each campus where the courseis

offered.
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4. Makeup exam periods
Makeup exams are held in the following periods.
<Makeup exam periods>

. . Fall semester final and
Makeup exam methods Spring semester final .
academic year end
Written exams Exam period: Exam period
Oral exams Early September Early March
Submission period: Submission period:

Report exams

Early September Early March

** Note: Makeup exams will be held at the campus where the course is offered.

5. Instructions on taking makeup exams (written exams)
Exam guidelines are the same as those explained in “@J Written Exams ”.
Please note that no special measures will be taken for students who fail to take makeup exams. In
addition, if it is found that the applicant has committed a dishonest act, such as falsifying an
application or falsifying a certification document, the student will not be allowed to take makeup

exams. Such acts may also be considered misconduct and subject to disciplinary action.
< Required documentation: Documents to be attached to Makeup Exam Request Form>

Reasons for absence from exam

Certifying documents to be attached
Rikkyo University may prepare forms in certain circumstances.

Students are hospitalized or unable to attend school for
reasons equivalent to hospitalization (excluding minory
diseases such as colds or diarrhea). Refer to the marginal
notes* for compulsory courses and prerequisite courses.

Hospitalization Certificate issued by the institution at which
the student was hospitaliized*".

Students are unable to attend school because they are
infected with a school infectious disease (those that the
school must take preventive measures against) specified by
the School Health and Safety Act such as influenza or
measles*?,

“Certificate of Permission to Attend School” *¥ 9 prescribed
by the University on which the medical institution has
written or a “Medical Certificate” *#9 stating the school
suspension period and date when the student is able to
attend class, issued by the medical institution.

Condolence (limited to guarantor, spouse, and relatives by
blood and marriage within the third degree of relationship)
(excluding Buddhist services) *©

Document signed and sealed by the student and his/her
guarantor (free form, with the relationship to the student
specified on it) and documentary proof (official certificate
stating the death or a letter of thanks for attendance at the
funeral, etc.)

certification programs

(4) |Transportation delays of 30 minutes or longer Certificate of delay issued by the railway or bus company
(5) Students are unable to attend school due to a massive | Disaster-victim certificate issued by the government or
natural disaster municipal offices
Practicum/experiences etc. that form part of of the o . . .
(6) /exp P Certificate of practicum/experience period*”,

Exam for employment (limited to exams for which the dates
cannot be changed; excluding seminars, joint seminars by
several companies, and alumni/ visits, etc.)

Certificate, issued by the institution for which a student
took an exam, that proves the student took the exam (with
the location of the exam for employment and the date
written on it, and the seal of the company affixed)

Entrance exam for another university’s graduate school

Copy of exam card

Participation in an official sporting competition as a
national representative

Official document sent from the organizing body to the
University

(10)

Requirement to serve as a lay judge during the saiban-in
selection procedure or during a trial

“Notice of Selection Procedure Period (Summons)”
containing proof of the court appearance date, obtained
from the court if the student served as a lay judge during
the saiban-in selection procedure, or “Certificate” showing
the duration of the jury duty if selected as a juror

(1

Reasons equivalent to above *®

*k Note: For compulsory courses and prerequisite courses, illness or injury shall be accepted as a reason for

absence if a certificate is issued by a doctor. In this case, it is necessary to have a medical certificate

proving the disease or injury, for which the student saw a doctor and had it issued on the day of absence
Jrom the exam.

Prerequisite courses are courses for which students are required to take credits in advance as a precondition of
taking another course. For details, see the regulations of the college offering the course.
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* 1

*2

*3

*4)

* 5

* 6,

): In the case of (1) above, a Hospitalization Certificate/Medical Certificate issued by a doctor will constitute proof of
hospitalization, illness, or injury for the day the student was absent.

. In the case of (2) above, contact the Academic Affairs Office on your campus immediately for instructions. Please note that if a
student takes an exam while infected with a disease, it will be invalidated.

: Students should download a “ Certificate of Permission to Attend School” form in the case of (2) above from the SPIRIT website
of the Academic Affairs Division.

: For aMedical Certificate issued by a doctor in the case of (2) above, if the medical institution which diagnosed the disease is not
that which treated the disease, note that a student may not receive a “ Certificate of the school suspension Period” at the medical
institution which treated the disease. If the student changes medical institutions, he/she should be sure to get a Medical Certificate
stating the infection period, issued by the medical institution which diagnosed the disease. Having both a Medical Certificate
received when the disease was diagnosed and a Medical Certificate stating both the date the student was declared free of illness
and the date when the student was allowed to attend school, issued by the medical institution which treated the disease can replace
a“ Certificate of the school suspension Period”.

: As for the “ Certificate of Permission to Attend School” or a“Medical Certificate”, please submit the one issued on the date after
healing. However, for influenza (excluding specific avian influenza) and new coronavirus infections, applications may also be
accepted with a*“ Certificate of Permission to Attend School” or a“Medical Certificate” by medical institution issued at the time of
theinitial consultation.

: Relatives by blood and marriage within the third degree of relationship are listed below.

Relatives by blood: parents, children, grandparents, brothers and sisters, grandchildren, great-grandparents, uncles/aunts, nieces/
nephews, great-grandchildren

Relatives by marriage: parents of a spouse, spouses of children, children of a spouse (children from a spouse's previous marriages),
grandparents of a spouse, brothers and sisters of a spouse, spouses of grandchildren, grandchildren of a spouse (grandchildren from
a Spouse’s previous marriages), spouses of brothers and sisters, great-grandparents of a spouse, uncles/aunts of a spouse, nieces/
nephews of a spouse, spouses of great-grandchildren, great-grandchildren of a spouse (great-grandchildren from a spouse’s
previous marriages), spouses of nieces/nephews, and spouses of uncles/aunts

*: To be issued at the Certification Courses Office.
*8): Generally, screening is conducted to assess equival ent reasons, so contact the Academic Affairs Office on your campus in advance.

Time Conflict Special Exams

Exams are arranged for those with exam conflicts for example where students have two or more exams scheduled

in the same exam period or have insufficient time between exams to travel between the Ikebukuro and Niiza
Campuses. As arule, students should take the exam for the course offered by the college/school other than their own
in the regular exam period, and arrange to take the exam for their own college/school during the period for those
with exam conflicts.

1. Application Procedures

Students who wish to take an exam in the period for those with exam conflicts should submit an
“Exam Conflict Application Form”, together with a printout of their class registration page, after the
announcement of exam dates and times but one week before the start of the exam period to the
Academic Affairs Office on their campus. However, in the event a schedule conflict arises due to a
change in exam times, submit the “Exam Conflict Application Form” to the Academic Affairs Office
of your campus within two days of taking the first exam (If the deadline is aday on which the officeis
closed, submit it by the day on which the office is open again).

2. Announcement of eligible students, exam methods, and exam schedule

Eligible students, exam methods, and exam schedule are announced on the bulletin board at the
prescribed schedule. The announcement of exam methods shall be posted on the Web, and the place of
posting shall be the “Exam” page of the Academic Affairs Division bulletin board.
<Announcement of eligible students, exam methods, and exam schedule>

Spring semester final Fall semester final and academic year end
Late August Mid-February
* Note: The announcement on the bulletin board will be made at the each campus where the course is

offered.

3. Exam periods

Time conflict specia exams are held in the following periods.
<Time Conflict Special Exams>

Exam Methods Spring semester final Fall semester final and academic year end
Written Exam Exam Period: Early September Exam Period: Early March
Oral Exam
Report Exam | Submission Period: Early September Submission Period: Early March

* Note: Time conflict special exams will be held at the campus where the course is offered.
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4. Instructions on taking time conflict special exams
Exam guidelines are the same as those found in “@Jl Written Exams ”.
Please note that no special measures will be taken for students who fail to take makeup exams.

a Cheating

The purpose of exams is to evaluate students’ accomplishment after studying a particular course. Therefore, any
behavior that works contrary to this purpose is regarded as cheating.
1. Order to leave the exam room
If an act regarded as cheating is discovered during an exam, the student will be ordered to leave the
exam room immediately.
2. Loss of qualification to take exams

(1) Students who cheat during an exam will lose eligibility to take any subsequent exams or to submit
reports for university-wide liberal arts courses and courses in any colleges, etc. for that semester,
including the course in which the cheating took place.

(2) Students who cheat during the English Credit Approval Test will lose their eligibility to take any
subsequent written exams in the relevant exam period (For exams held in June: until spring
semester final exams finish/ For exams held in November: until fall semester final and academic
year end exams finish) including any exams held on that same day, and will receive a failing grade
for written exams in all courses.

3. Grades for the relevant exam period

The grades of students who cheat in the relevant exam period will be as follows:

(1) For courses with written exams taken in the regular exam period and courses with written exams
in the last class at the end of the semester, the student will receive a failing grade for all such
courses including those for which the student has already taken the exam.

(2) If students cheat during the spring semester final, fall semester final, and academic year end
exams, they will retrospectively lose the qualification to take the English Credit Approval Test held
in June or November. This will lead to cancellation of any credits approved during this period even
if the test was passed.

(3) For courses in which student performance is evaluated by means other than written exams in the
regular exam period and written exams in the last class at the end of the semester (e.g. courses with
report exams, in-class points evaluation, and oral exams) any grade given before the act of cheating
will stand as earned.

4. Determination of punishment

(1) The punishment for a student who cheats is determined at a faculty meeting of the student’s
college.

(2) There are three kinds of punishment: reprimand, suspension, and dismissal. In principle,
punishment for cheating will be suspension.

(3) After the punishment is determined, the student will lose eligibility to take all exams held
subsequent to the cheating.

a Grades

1. Evaluation
Grades for class courses will be based on the criteria shown in the table ‘Evaluation” below. “S”, “A”,
“B”, and “C” indicate a passing grade while “D” and “Absent” indicate a failing grade.
Note that evaluation for courses for which credits have been earned cannot be changed under any
circumstances.
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<Evaluation>

Grade GP*" Evaluation Criteria Grade showr'm on
the transcript
S 4 Masters the required goals of the course S
(90-100 pt.) to an excellent standard.
A 3 Achieves the required goals of the A
Pass (80-89 pt.) course to a satisfactory standard.
B 5 Learns key elements among the required B
(70-79 pt.) goals of the course.
C : Achieves a bare minimum knowledge of c
(60-69 pt.) the goals required by the course
D 0 Does not achieve minimum knowledge
Fail (0-59 pt.) of goals required by the course. £
Evaluation not possible due to reasons
Absent 0
such as absence from the exam*?2.
Course Cancelled the course by the designated
cancellation*? Q ~ | deadline*¥ Not shown
*1): See“4. GPA”.

*2): If students were absent from written exams or oral exams, or they did not submit the report for a
course announced as a “report exam” (see @M Reports , V1) in the Exam Methods
Announcement, the grade shall be “ Absent” regardless of the percentage of the overall evaluation

stated in the syllabus for the exam not taken or the report not submitted.
*3): See “@@l Course Cancellation System , V. Course Registration”
*4): Including leave of absence and studying abroad before grades are given.

For some courses, grades are indicated as follows. (Not subject to GPA*? calculation)

Grade Transcript
Pass P
Fail H
Approval G
*1: See“4. GPA”.

2. Announcement of grades

Grades are announced on the Grades Reference System on predetermined dates. The university does
not reply to inquiries about grades by telephone or email. Students should consult the Grades
Reference System for details such as the time of announcement.
<Announcement of grades>

. Students enrolled for the academic year
Spring semester