Kanazawa University Tutor Manual

Second Semester 2024

International Student Exchange Division, International Relations Department

Introduction

About Tutor System

Kanazawa University provides support for international students to be able to achieve their individual goals
to study at the University. Major services are not only related to offering a suitable education and research
environment on campus, but also a tutor system to assist the entirety of international students’ lives in Japan.

The aim of the tutor system is to assist international students in adapting themselves to the local
education and research environment. Tutors are assigned to each international student by the university,
and they prepare appropriate living and learning styles for their students. International students tend to have
difficulties with learning and research activities as well as language communication. They may also face
various social and cultural challenges in adapting to a new life as a foreigner. Such difficulties and
challenges vary from person to person. Tutors play an important role in helping each student build a living
foundation in a new environment, in addition to offering learning assistance on campus. For many
international students, tutors represent their first on-campus personal supporter. Tutors should work to
provide advice and support suited to individual students, and for this purpose, tutors should develop an
appropriate international mindset.

Additionally, the above processes will be beneficial in promoting cross-cultural understanding—creating
opportunities for tutors and international students to deepen their understanding of each other’s cultural
backgrounds, look into their own cultures and explore effective approaches to cultural inclusion.
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1. Tutor’s Roles
What does a Tutor do?
Tutors undertake a range of different roles to support international students to be able to duly
engage in learning and research activities. The tutor’s roles change depending on the changes of
the international student’s needs at each phase between the beginning of their new life and the end
of stay.

In addition, tutors may be asked by their international students to help with interpersonal
relationships with other students or teaching staff.

This manual provides an outline of the primary roles of tutors. You are not required to perform
everything described below. Use it as necessary to create tutoring plans while discussing with your
international student and his/her academic advisor. In addition to the face-to-face activities, online
activities are also accepted.

Note: The online activities are available even before the international student enters Japan.

Areas of support
1-1 Starting life in Japan
1-2 Living in Japan
1-3 Learning and research activities
1-4 Interpersonal relationships

1-1 Starting a life in Japan
(1) Support to provide immediately after arrival in Japan
New international students arrive in Japan in April and October.
There are many procedures for new international students to complete immediately after they
arrive in Japan, for which they need careful and attentive assistance.
m Checklist for support to provide immediately after arrival in Japan

Required/

heck
Chec Optional

Procedures to be completed by international students

[]

Required Address Registration*

Required Sign up for National Health Insurance*

Required Sign up for National Pension*

Optional Purchase an impression seal

Required Open a bank account

Required Move-in procedures (dormitory, apartment)

Required Procedures to start using public utility services

Optional Purchase a mobile phone and subscribe to the related service

Required Change the initial password for KU student ID

Sign up for a network account using free Wi-Fi access (at the General

Required
equire Education Lecture Hall entrance)

Required Set up an Internet connection

Check the schedules of orientation sessions related to on/off-campus

ional
Optiona life, and attend the sessions with the tutor

Sign up for insurance for students (Gakken-Sai, Inbound futai

Required
equire gakuso)

L]
[]
L
L
[]
L]
[]
L] Required Undergo a health checkup at the Health Service Center
L]
[]
[]
[]
[]
[ ]

Required Course registration

Note (*): Procedures related to Address Registration, National Health Insurance and the National Pension may have
already been completed at the time of starting tutor service if the international student has used the proxy
application service offered by the University.



(2) Provision of basic daily living information
Give your international student basic daily living information to prepare them to lead an easy
student life in Japan. Specifically, give your student a campus tour and explain how to use public
transportation and how to access public services, including the city government office and
regional immigration bureau.

Additionally, in order to prevent international students from causing or becoming involved in
trouble with local people, it is essential to explain general rules for living in Japanese
communities (warn them against the possibility of: creating a noise problem; having a hand in or
becoming a victim of fraud; and joining suspicious religious groups, etc.) as well as local rules of
household waste sorting and disposal.

B Checklist for provision of basic daily living information

Check Tasks to be completed by tutors

Give a campus tour

Explain how to use public transportation

Explain how to access the city government office and Kanazawa Branch Office of the
Immigration Bureau of Japan

Explain general rules for living in Japanese communities

Explain local rules of household waste sorting and disposal
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1-2 Living in Japan
The following is a list of common tasks tutors are expected to help international students while
living in Japan.
(1) Completing utilities payment procedures
(2) Application for National Health Insurance premium reduction/exemption
(3) Renewal of the Special payment system for students of National Pension Plan
(4) Apartment search
(5) Part-time job
(6) Preparation of applications for graduate school
(7) Submission of a Notification of Moving Out before returning to the student’s home country

(1) Completing utilities payment procedures (target: all international students)
Even Japanese students may find it difficult to sign up for utility services (gas, water and
electricity) and pay related fees. Please teach your international student where/who to contact
and how to complete necessary procedures.

(2) Application for National Health Insurance premium reduction/exemption (target: international
students who will stay over one year)
International students with National Health Insurance receive a set of application documents for
insurance premium reduction/exemption sent by the Kanazawa City government around April
every year. Advise your international student, if applicable, to complete application procedures
by the deadline.




International students may have difficulty processing the procedures, or even understanding
what the documents are about, particularly due to language barriers. So, tell your international
student to expect the documents to be delivered from the city hall around this time of the year,
and consult with you after receiving them.

If the application documents are not delivered to applicable international students, it will be
necessary to contact the Kanazawa City Hall Medical Insurance Department (TEL: 076-220-
2255) to inquire about the issue. Help your international student with contacting the service, as
necessary.

Medical expenses exceeding a certain amount are eligible for a tax refund. Application for
refund requires submission of receipts for medical bills. Explain to your international student
about this requirement and advise him/her to retain the receipts.

(3) Renewal of the Special payment system for students of National Pension Plan (target:
international students 20 years old and above)
International students who have participated in the National Pension Plan receive a notice (return
postcard) at the beginning of April every year from Japan Pension Service (local Branch Office) to
confirm whether or not the application for the Special payment system for students will be renewed.
Advise your international student, if applicable, to complete application procedures by the deadline.
International students may have difficulty processing the procedures, or even understanding
what the documents are about, particularly due to language barriers. So, tell your international
student to expect the notice to be delivered from Japan Pension Service (local Branch Office)
around this time of the year, and consult with you after receiving it.

(4) Apartment search (target: all international students)
If your international student is planning to move out and find a private apartment to live in, help
him/her to find an appropriate room, for example, by accompanying the student to the Kanazawa
University Co-operative office that offers related service and real estate agencies, as necessary.

(5) Part-time job (target: all international students)

(5-1) Obtain permission to engage in unauthorized activities
When international students obtain a part-time job in Japan, they must in advance obtain
permission to engage in unauthorized activities, as required by the Immigration Control Act.
If your international student is planning to obtain a part-time job, explain about this
requirement, and advise him/her to complete the necessary procedures at the Kanazawa
Branch Office of the Immigration Bureau of Japan as soon as possible.

(5-2) Consult the academic advisor and obtain approval in advance
Advise your international student to consult his/her academic advisor beforehand about
obtaining a part-time job and obtain the advisor’'s approval without fail.

(6) Preparation of applications for graduate school (target: international students planning to
apply for graduate school)
To help international students to prepare applications for graduate school, tutors should provide
information and guidance on relevant issues such as: how to prepare for entrance examinations
effectively, whether or not past examination questions are publicly accessible, and when and
how appropriate applications for admission will be made available. (Tutors need to provide
suitable assistance, particularly with preparing for examinations, to meet the needs of individual
students according to the degree course—Master’s or Doctoral—and specialized courses
selected).
Application for graduate school involves huge documentation tasks to ensure accurate

completion of many complicated forms and submission by the due date. This task may be too
difficult for international students to fulfill on their own and need sufficient support. Help your
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international student actively, for example by accompanying him/her to the graduate school
admissions office.

(7) Submission of a Notification of Moving Out before returning to the student’s home country
(target: all international students)
International students must complete certain procedures to move out (submission of a
Notification of Moving Out) at the city hall before returning to their home country. Along with this,
they need to return their National Health Insurance Card to the local government (which is
essential to prevent ineffective delivery of premium bills). It is also necessary to contact the local
branch office of Japan Pension Service to withdraw from the National Pension Plan (which is
essential to prevent notices and information from continuing to be delivered to an invalid
address).

When your international student is leaving, advise him/her to make sure to complete these

moving-out procedures at the city hall, and provide necessary assistance.

1-3 Learning and research activities
Tutors support international students to be able to adapt themselves to the learning and
research environment under the instruction of the academic advisor.

The University Library offers learning support services for international students. The support
is provided at university libraries by a Library Learning Advisors (LiLA) in cooperation with the
relevant academic advisor. When your international student needs help with learning, suggest
that he/she use these services.

Learning Support Services provided at KU libraries

Learning support services are offered to international students on the topics listed below at the
Central Library and the Natural Science & Technology (NST) Library (learning support desk,
international exchange room, etc.)

|:| Preparation for reporting/presentation assignments, and writing a thesis/research

papers

1 General problems with learning at university 3 &

|:| Problems with learning in science and technology areas .

D Usage of the library and retrieval of research materials

Please refer to the updated schedule of service hours & j:/

from the link: http://library.kanazawa-u.ac.jp/learning/

1-4 Interpersonal relationships

(1) Relationship with the academic advisor
Students’ relationship with their academic advisor has a significant impact on their engagement
in academic activities. In particular, it is essential for international students at graduate school to
build and maintain trusting relationships with their academic advisor in order to ensure solid
study and research activities.

Tutors are expected to play a coordinating role between their international students and
academic advisors, as appropriate, to ensure good relations between the two.

Tutors may occasionally face difficulties in performing this task. In such a case, they should
advise their international student to visit the teaching staff in charge of such issues and ask for
support without delay. Privacy protection measures will be properly taken. (Tutors may meet the
responsible teaching staff on behalf of their international students.)




(2) Relationships with Japanese students
It will not be easy to address interpersonal problems that occur between international students
and Japanese students or other international students. However, tutors should attentively listen
to their international students’ situation and share some tips for getting along with others.
Many international students wish to make friends with Japanese students. As part of a tutor’s
roles, you are expected to work actively to expand networks involving international students,
introducing your friends and those of your international student to each other.

2. Confirmation Prior to Starting a Tutor Service
This section provides a list of items for tutors to confirm with their international student before
starting to offer a tutor service, mainly to minimize the risk of creating distrust toward each other.

(1) Objectives and goals of studying in Japan
Ask your international student about his/her objectives and goals of studying in Japan, for
example, to earn credits, gain a degree, or have cross-cultural or other experiences.

(2) Japanese-language skills
Check the skill level of your international students, for example, their difficulty in having basic
everyday conversation, or their command of Japanese when engaging in technical discussions.

(3) Financial base

Check whether your international student is a MEXT scholarship student or a self-financed

international student, and whether or not he/she is a recipient of any other scholarship programs.

* Some self-financed international students may be forced to obtain a part-time job to earn a
living. Tutors should understand the situation of such students, who are usually time-pressed
and financially tight. Confirm if your international student is working in (or planning to obtain) a
part-time job, and whether or not he/she has obtained a permission to engage in unauthorized
activities.

(4) lifestyle and practice requiring particular attention
Check with your international student regarding any religious restrictions on various everyday
activities (eating and drinking, praying, etc.). Special consideration needs to be given to these
restrictions when inviting international students to events held by research labs.

(5) Contact information (postal address, phone number, email address, etc.)
Confirm your international student’s postal address, phone number and email address in order to
secure alternative contact channels (contact information) in addition to the primary contact tool,
such as a smartphone app. (LINE etc.).
International students, who have an individual Kanazawa University ID account, can also be
reached using the messaging function on the Acanthus Portal. Familiarize yourself with the
relevant process.

(6) Other
Maintain active contact with your international student.
When meeting your international student for the first time, start by introducing yourself first.
Be aware that international students expect a great deal from their tutor and tutor services.



3. Consideration for Offering Tutor Services
This section summarizes points to consider for tutors in fulfilling their responsibilities, mainly to
minimize the risk of creating distrust toward each other.

(1) Cultural differences
Language barriers and different lifestyles tend to cause misunderstanding. Communication
between people with different cultural backgrounds can become more difficult than you think, and
what is commonly known in your culture may not be so in other cultures. To prevent potential,
and remove actual, misunderstanding caused by cultural differences, it is important to talk with
your international student in a serious and sincere manner.

(2) Personal chemistry
Interpersonal relationships may become unavoidably affected by chemistry between persons
involved. It is possible that you may find it overly difficult to fulfill tutoring roles for this reason.
If you do face such a situation, you can choose to request a personnel change. You should
first consult the academic advisor without delay before applying for relevant procedures.

(3) Make frequent contact to keep in touch
There can be a number of reasons for you losing contact with your international student, such as
receiving no response to your contact attempts; and being too busy to make contact for a while,
resulting in a higher hurdle for resuming contact.

It may happen that you receive no response to your contact attempts for a while. However,
this does not constitute an excuse for losing access to each other. Tutors should make active
efforts to keep in touch with their international students. If you cannot reach your student after a
single contact attempt, try again more than once.

As international students become accustomed to living in Japan and doing campus activities,
they make less frequent contact with their tutors compared to immediately after their arrival in
Japan. Still, tutors should work to ensure that both parties adequately keep in touch, particularly
in preparation for an emergency situation.



4. Activities not subject to Tutor Reward

Tutor activities are paid according to rewarding guidelines. Activities determined to be not subject to
reward payment in light of the guidelines or based on the judgment of the academic advisor are not
reportable, meaning that entries of ineligible activities will be rejected (removed or corrected).

The following is a summarized list of activities not subject to tutor rewards.

These activities are not reportable.

If you have difficulty determining the eligibility of specific activities, ask the faculty consulting
advisors for international students or the International Student Section.

(1) Activities that are not directly associated with learning and research activities (having a meal
together, participating in a party, offering a car ride, giving a sightseeing tour, etc.)
(2) Activities that can be carried out by international students completely on their own without the
help of their tutor
(3) Sharing status updates
Here are specific examples from rejected reporting
- Went to the supermarket with the international student to buy groceries.
- Had Japanese conversation with the international student over okonomiyaki.
- Took the international student to Kenrokuen for sightseeing.
- Checked with the international student in need of help with ongoing on- and off-campus life

(4) Assistance to international students with documentation tasks related to duties as a teaching
assistant (TA)/research assistant (RA)/library learning assistant (LiLA), when applicable
— If your international student needs help for this purpose, advise him/her to contact the
relevant section in person.

(5) Duplicate reward claim resulting from reporting tutor services and other services entrusted by
the University (TA, RA, LiLA, etc.) performed in overlapping time frames
You cannot perform a double service at the same time. If you undertake services entrusted by
the University in addition to tutor services, you cannot report the two services performed in
overlapping time frames and receive a reward for both. Identified cases of duplicate receipt of a
reward may be subject to refund.

Example: Duplicate reward claim by reporting tutor services and other services as TA,RA, LA,
etc. performed in overlapping time frames
Tutor Activity Final Report
Thursday, October 24 12:00 - 14:00
Checking Japanese expressions in research presentation materials
TA Work Log
Thursday, October 24 13:00 - 16:00
Organization of research data

Tutor activity reporting that constitutes a duplicate reward claim (as exemplified above), if
identified, must be deleted. Also, please note that once the Tutor Activity Final Report is
submitted, no requests for correcting tutoring hours entered will be accepted.

(6) Activities that are conducted outside of the offered period
Tutor services are offered from April to September in the first semester and from April to
September in the first semester. Activities conducted outside of this period are not eligible for
the honorarium, even if they are mentioned in the report.




5. Contact
5-1 Advising and Consulting

Name

Phone

Email

Prof. SEN, Raj Lakhi

076-264-5781

sen-ri@staff.kanazawa-u.ac.jp

Prof. OTA Akira

076-264-5807

akirao@staff.kanazawa-u.ac.jp

Prof. BITTMANN, Heiko

076-264-5780

Bittmann@staff.kanazawa-u.ac.jp

5-2 Administrative section for tutor activity

Division and section

Phone Email

International Student Section

076-264-5193 ryukou@adm.kanazawa-u.ac.jp

5-3 Student affairs sections

College or graduate school Phone Email
Philosophy in Interdisciplinary Sciences 264-6047 yugogaku@
Frontier Science Initiative (M, D) 264-7862 s-yugo@
Human and Social Sciences,
Human and Socio Environmental Study (M, D) 264-5968 n-ryugak@
Law (M)
Science and Engineering,

234-6838 -gak
Natural Science and Technology (M, D) s-gaku@
Medical 265-2130 t-igaku1@
Medical Sciences [Medicine] (M, D) , )
265-2124 t-d k
Advanced Preventive Medical Sciences (D) aigakuin@
Medical and Pharmaceutical Sciences 234-6987 iyaku-gaku@
Pharmaceutical (B, M, D) 234-6981 y-gakumu@
Health Sciences (B, M, D) 265-2517 t-igaku2@
Frontier Science Initiative (M, D) 264-5970 s-yugo@
(Note) The area code “076” is added before the above number(s)..
The address “adm.kanazawa-u.ac.jp” follows @.
5-4 Health Service Center
Name Place Phone

Main Office Kakuma Campus (Central Area) 076-264-5255
South Branch Kakuma Campus (South Area) 076-234-6803
Takaramachi Branch Takaramachi Campus 076-265-2133
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6. Documents to be Made for Tutor Activities
This section describes documents to be created and submitted by individual tutors for performing
tutor activities.
Prepare the following three documents online using the Student Information Service
(system), which is accessible from Acanthus Portal.
(1) Tutor Activity Plan Sheet
(2) Tutor Activity Record
(3) Tutor Activity Final Report

(1) Tutor Activity Plan Sheet
- Create a tutoring plan that describes what you will do to support the international student
assigned to you before starting to provide tutor service. To achieve effective planning, make
sure to discuss with the student and the academic advisor.
+ When two tutors are assigned to one international student, each tutor is required to create and
submit a Tutor Activity Plan Sheet separately. When one tutor is assigned to two international
students, the tutor is required to create and submit one Sheet separately for each student.
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+ To create a Tutor Activity Plan Sheet, access the Student Information Sewi&:\ge. Goto
Portfolio and open the Tutor page. Click Enter on the Activity Plan Sheet to display an input
screen. Enter information as required, referring to the separate examples. - Complete input,
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and click Download on the Activity Plan Sheet to download the completed Tutor Activity Plan
Sheet (Excel format). Ask the academic advisor of the international student to confirm this
Tutor Activity Plan Sheet.

- Ask the academic advisor to approve it from the Acanthus Portal with the system of “Student
Information Service” after confirming the content.



2T

utor Activity Record
Keep a tutor activity log on the Tutor page within Student Information Service by entering
information for each session held within a week.

- Provide specific details to the extent possible (when, where, what, how) to describe activities.

You may also attach related photos for reference.

+ Click Enter in the box below Activity Record to display an input screen. Enter information as

required, referring to the separate Introduction of the Tutor Webpage.

by Tes—s R - AT HEER A—hTxUA FIEEE
Tap page Course grades Climes: Support Porifalia Registar information
i i F i § DEREESE RAGEEE HMA—— HEAR UREHSY
e

by FR=5 > R b2aUA > R T U

PERVE . o wtboaud

£E P |

HRETFER FEES RS EORtES AR

e
i

Iti\‘.‘.‘ibﬁ%iﬁﬁﬁh‘l@%‘uﬂﬁﬁi&ﬁb [ER) 0 [B%] oy IEREICefTEET.
HEBHSICXD i EYEBBRCAD

\ =

+ When input has been completed, inform your international student so that he/she will confirm

the completed input on the same page. (For this purpose, the international student needs to
log in to the Student Information Service.) For performed tutor activities to be paid, the
related record must be approved by your international student. If your student needs help
with processing the approval procedures, suggest that he/she refer to the separate Procedure
Requested to International Students for Tutor Activities.

+ Duration of each tutoring session must be within a range from 30 minutes up to two

hours (in 30 minute units), and the semester total hours within 15 hours.

+ Incorrect records or ineligible tutor activities will be ineligible for reward payment.
w For details, please refer to “4. Ineligible Tutor Activities” (page 7).

Points to note about tutoring hours

- For the duration of a tutoring session, the system is programmed so as to reject input
outside the range of 30 minutes to two hours.

- The semester total tutoring hours to be spent on one international student must not exceed
15 hours.

- When two tutors are assigned to one international student, the combined semester total
must not exceed 15 hours.

- When one tutor is assigned to more than one international student, the semester total per
student must not exceed 15 hours.

- Tutor services must be performed generally on a one-on-one basis.

- When two tutors are assigned to one international student, they must not have a session
together with the same student.

- When one tutor is assigned to more than one international student, the tutor must not
have a session with more than one student together at the same time.

- If you undertake services entrusted by the University in addition to tutor services, you
cannot report the two services performed in overlapping time frames and receive a reward
for both. Make sure that your report does not include such inappropriate entries. Identified
cases of duplicate receipt of rewards will be subject to refund.
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(3) Tutor Activity Final Report
+ Upon completing tutor service for the semester, download the relevant Tutor Activity Final
Report from the Tutor page. The Report has been created automatically based on the entered
and approved records of activities.
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- Be sure to make a final check of the Tutor Activity Final Report using the checklist on the
following page before checking the “Finished” and touching “Confirm.”

- If you cannot enter it by the deadline, please inform International Student Section of the
reason and the expected date that you complete it beforehand.

- Method: Submit an original copy of the Tutor Activity Final Report with your seal affixed on it

- If you have done no tutor activities in this semester, enter “No activity” to the activity
description on the tutor page. Check “Finished” and touch “Confirm.”
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B Checklist for making the Tutor Activity Final Report

Check

Make sure that:

Point to note

[

The report includes no ineligible activities, such as
having a meal, participating in a party, doing
sightseeing, and activities that can be easily
completed by your international student on his/her
own.

Delete ineligible tutor activities, if
any.

All activities have been approved by your
international student.

w See the checkbox below Approval for each | [EC]
activity entry on the input screen for
activity records (details).

w |f any entries remain unapproved, you will be warned
about it by a message displayed on a downloaded
complete form saying: “This report includes activities
that need to be approved by your international
student.”

Reward will not be paid for
activities that are not approved
by your international student

Activity hours and dates are correct.

Activity details and locations are specifically
presented.

(For example, give the official name of a laboratory.)

Tutor activity time is appropriate.

(Activities are within the tutor implementation period
and do not overlap with the working hours of TA,
RA, LA, etc., or with the hours of other reimbursable
work).

Delete tutor activities that are
conducted outside the period
and constitute a duplicate claim
of reward.

Your name, address, affiliation and year at
university indicated in the relevant section near the
bottom of the page are correct.

Printed single-sided on A4 paper

Your seal is affixed in the appropriate section next
to your name.

O Oy o

You have confirmed the deadline and section
(location) for submission
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7. Reward Payment

7-1 Reward for tutor services and payment
Tutors are paid as follows.
October 2024 950 yen (including tax) per hour
After November 2024 990 yen (including tax) per hour

The reward is paid to each tutor in or after December for the first semester and in or after April
for the second semester after the entered Tutor Activity Final Report is confirmed and
reviewed and necessary procedures are completed. Payment is made through the bank
account each student has registered with the University (No cash payment option is available).

7-2 Registration and retention of bank account for reward payment
(1) Registration of bank account for reward payment (if applicable)

Required documents: 1. Bank Transfer Request Form; 2. Photocopy of bank book or cash card

+ If you have never registered a bank account with the University to receive a reward payment,
submit the following two items together to the International Student Section: 1. Bank Transfer
Request Form filled out with required information and your signature; and 2. a photocopy of
the relevant bank book or cash card.

+ If you have already registered a bank account with the University to receive reward payments,
you need not perform the same process again unless there are any changes to the previously
registered address or the registered account has changed, in which case, submit the following
item(s) to the International Student Section: 1 Bank Transfer Request Form filled out with the
required updated information (and 2. a photocopy of the relevant bank book or cash card, if
necessary)

+ The bank account to register with the University to receive tutor reward payments must be
registered in the name of the tutor.

+ In the case of no tutor activities performed over the semester, bank account registration is not
required.

(2) Retention of a bank account for reward payments

Do not cancel or change the bank account registered with the University to receive tutor reward
payments before you confirm receipt of payment.
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(REBFE)
E3% F1-I-FEOMREBINEANBZFLENL, ROZSOVTNNEZHITZELTS.
(1) FCHOTIE, AFE 1 FLADIERE
(2) KEBR(CHOTIE, AFE 1 FLUIADIEREX(FATTE, U, BARORZEX [EARFEFzZrE X (E
BT UIEZRRC
(3) ZOMBEE LI ENDDEERHENDE

(Y55 HHENAAR)
F£4% HEABZECHUUERIORIMESZ TR, RAELTAFRD 1 FEETD. L, &
BB CRENGDERDENDIZA, CORDTRL.

(EHERAR - BRI UMEH AZ)
$£5% Fi1-Y-FIEOEMmREG, BEE4BNMSRE2RAFTTOL 1AL, RAIELTRD 2 #B(CH
3560DEI D,
Bl 4HANS9 HET
%H 1 0ANSEE2RHET
2 SEhEEFREERE, BFAE 1RACHL, RBICEUTHIHEA 1 SR, %8R8 1 585fE, 4R 3 0Kz LR
U, PEOSEEANTEMIS.
3 1B0F1-9-MEHITIUNTEREFAER, RAIELT2RBUAETS.

(F1—49—-DEE)

F6F F1-H-0OETER, ZIMBEOROHB(CEDIE, ERAFIIFE (HEEY) OUTIEIEEIE
W) BT,

2 BEBORE, BE3IXBZSD—(CREINEABZECHUTFI-F-ZEELLIETRIHEEE, H
ENEANBZEDIEEHEDRRICEDE, AKRECTEEIZERETROBZSDO—(CREIZEDIENS
F1-A—-RHEEED L, BHARR 1 (CLDEIFRSHEBIZEDET D,

(1) HENMEANBZEDEHIZNFICREEDHDDEFZ2FIRL, HD, F1—5F—EEHERBARE
RENZEBIZE
(2) FIBRSNDZAET, SZINEABZEDEEHENVENDEERHDE
3 HIBORE, AIBICLZFI1-I—(REEOHREICHIOT, ROZBD—((ZHI3IHEE, BIFER
2 DIEAZEZEIFRREURIINERSZRO,
(1) E3XREIBICHEIZBF L F1-I-DELEZHLEI B
(2) BAXRICEDIEZERL (F1—F—-2EEITIHE
(3) EB5XE 2 BICEDIMZHMITF1-I-%2HEIZHS
(4) EBS5REISICEDIABZHMZ TEBFEEZIBLHIEZH5E
(5) FIECKZEULRVWEZF1- - REE L TEEIZIEES
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4 HBEBORE, BEEINLF1-5-(OVT, POZBRVBBICIVEELLIETDIHER, BEDF2
—H—EAHEEZAROMREICECTEEZED L, FIHIART 3 [CIDREIFRICEFIZEDET B,

5 BIRORECLZHFERIILEIZRE, EEORAEZRET .

(EERE)
B7% Fi-45-3, EEREOEBOTCHZNEABZELGRO LERULERETESES (BIHRARR
4) (CBDE, FHRUVBEREENZMHITL, BREE LOMEFEITIENET D,

(HhEHRkE)
B8 Fi—4-(3F, EEETOERESLICHIMARI 5 OEMIREZZ/EML (EEHBE OHEREZRIIHEL
B(C, ERMHARR TERFIEOI B FTICHBRIREURINERSR.,

(Fi&)
BIK Fi1-H-IIHEEZHET D,

(%)
£10% F1-9-HEOEECEIZERL, EERSEFLERCEVWTIETS,

(£81)

F£11x% ZOMBICESHZEODED, F1—9-HEORECEAULLELRFIANL, BFHERZSERORERE
T, BIFRMBICEDD. &2, IMEPERCLDRIIANTZEFZEDOF1—F—HIEOERMICEALHELRS
IA(F, fERICHIERTS

EE]

ZOMRIE, TR 1 8448 1 ANSHIETS 3.
A

COMRIE, TR 19448 1 ANSHIETS 3.
R

COMBIE, T2 4448 1 ANSHIETT 3.
R

ZOMEBNE, A2 5438 1 BNSHETTS.
R

ZOMRIE, T2 6448 1 ANSHETT 3.
R

COMEIE, THR2 941 08 1 BNSHETTS.
R

COMRIE, A3 044 8 1 BNSHETS 3.
R

COMBIE, T3 1448 1 BNSHETT 3.
R

ZOMRN, S 1458 1 ANSHETTS.
Gl

COMBIGE, B 6E48 1 BNSHETTS.
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[Reference 1] Yearly schedule for international student tutor service administration

Tutor services are offered from April to September in the first semester and from October to February

in the second semester in principle, and tutors are selected for each semester every year. (Even if a
tutor is assigned to the same international student for two consecutive semesters, an application is

required for each semester.)

1st 2nd
semester semester Details
(spring) (autumn)
International Student Section requests the student affairs section of each
division (Colleges or Graduate Schools) to call for tutor applications.
. . [Tutor]
Mid- Mid- [ﬁ]caderrgc a;lws(;)r] f each Tutor applicants offer
February August e acaderic advisor o eac themselves to the relevant
international student registers tutor . .
applicants with the relevant student student .affa|rs. sectlgn or
section. academic advisor without
delay.
Registration of tutor applicants by academic advisors and tutor
applications (via related division head) are closed.

Two separate closing dates for application are set for each semester:
mid-March/mid-September for tutor selection decided before the arrival of
international students; or otherwise mid-April/mid-October.

Mid- Mid- The International Student Section reviews applications and sends the
March September results to relevant student affairs sections.
to to [Academic advisor] [Tutor]
Mid- Mid- The academic advisor receives the Registered tutor applicants ask
April October application result from the student the relevant student affairs
affairs section and shares it with the section or academic advisor for
international student and the application results. Selected
selected tutor applicant to be paired, tutors contact the paired
providing each with the other’s international students using the
contact information. information provided.
Late [Tutor]
Late tl\(;larch September Attend a tutor orientation session on the website.
April to Create a Tutor Activity Plan Sheet and have it approved by the academic
October advisor by the deadline.
[Tutor]
April October Keep an activity log for each session held within a week, completing the
to to Activity Record on the Tutor page. Make sure the completed entries are
September | February approved by the international student. Any incorrect entries need to be
corrected on the system immediately.
[Tutor]
Complete the Tutor Activity Final Report by checking #Finished” and
Early Early touching “Confirm.” By the same day that you complete the Tutor Activity
October March Final Report, submit Bank Transfer Request Form (original); and
photocopy of bank book or cash card to the International Student
Section.
D::;ZLrl:t()jer Afpurﬁd Reward payment is made to each tutor.
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[Reference 2] Formats and materials

@ Introduction of the Tutor Webpage

@ Procedure requested to International Students for Tutor Activities
® Tutor Activity Plan Sheet (Sample)

@ Tutor Activity Final Report (Format and Sample)

® Bank Transfer Request Form (Format and Sample)
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