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Every year, we update and distribute the "International Students' Guidebook" to incoming students when they arrive
at Tsukuba. This guidebook contains lots of useful information regarding life in Tsukuba and special procedures
specific to international students. If you have any questions about your daily life in Tsukuba, please refer to this

guidebook first.
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Details of this booklet (Arrival orientation Guide for Short-term Program Students) can be found in the Guidebook.

Most of frequently asked questions by Exchange students can be solved by reading this booklet or the Guidebook.

Please try to find the answers by yourself first.
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This Guidebook is provided at the Arrival Orientation.

You can also download it online.

https://www.tsukuba.ac.jp/en/students/international-student-quidebook
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1. Exchange Period

1.1 Your exchange period at Tsukuba is for one year
or less, depending on the arrangements for each
student.

1.2 We have already informed you of your exchange
period. Please confirm it with your “Exchange Student
Status Information.” As a principal, it is not possible to
shorten or extend your enroliment period.

2. Student Status and College Affiliation

2.1 Your student status and college affiliation at
Tsukuba are indicated on Exchange Student Status
Information.

2.2 There are two types of status for short-term
exchange students: Exchange Students (Tokubetsu
chokogakusei) and Exchange Research Students
(Tokubetsu kenkyugakusei). Exchange students are
either undergraduate or graduate students who take
classes for credits. Exchange research students are
graduate students who receive guidance from
academic advisors and conduct research at Tsukuba.

3. Academic Advisor

3.1 An academic advisor is assigned to each
exchange student to offer guidance on his/her study,
selection of courses and other academic matters.

3.2 The name and office of your academic advisor are
shown on the Exchange Student Status Information
which you have received already. We urge you to
contact him/her at your earliest convenience.

4. Tutor System

4.1 A tutor is also assigned to each incoming
exchange student. Your tutor will help you with various
administrative procedures, the Japanese language
and your study in general.

4.2 If you feel that you are not receiving adequate
assistance from your tutor, do not hesitate to discuss
it with your academic advisor. However, you must be
aware that tutors are also students and cannot afford
to spend more time than they are assigned for. It is
essential for both sides to be reasonable and
considerate to each other.
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1. Academic Calendar

Tsukuba’s academic year is divided into two
semesters: the Spring Semester runs from April to
September, and the Fall Semester from October to
March. Details can be found on the website.

2. Registration for Courses / Research
Topic

2.1 You must register for your courses or research

topic at your academic service office (Shien shitsu).

For which office you need to go to, please see your

"Important Notice."

2.2 The period of registration for your courses or
research topic may vary, depending on whether you
are an undergraduate or graduate student. However,
please make sure to complete your registration as
soon as possible at the beginning of each semester,
otherwise you may not be able to enroll in the courses
you wish to take.

2.3 You can get a course registration form at your
academic service office at the beginning of each
semester. To enroll in courses, you must get each
instructor's consent and signature. After you have
filed out your registration form, submit it to your
academic service office by the specified deadline.
Please note that course registration will not be
accepted through the system “TWINS”. Before course
registration, we urge you to talk to your academic
advisor about your coursework plan.

2.4 Proper completion of your course registration form
is essential for obtaining credits. Please make sure to
fill out the form correctly and neatly in order to avoid
unnecessary trouble later on.

3. Grading and Research Evaluation

The grades assigned to exchange students are based
on the results of examinations, attendance, class
participation, etc. The following scale is used at the
University of Tsukuba:

A+=100 ~ 90 %
A =89 ~ 80%

B =79 ~70%
C =69 ~60%
P =Pass

In the case of Exchange Research Students, their
academic advisors will write an evaluation report on
their research progress.

Your official transcript or certificate will be sent to your
home university after finishing your study at Tsukuba.
It will be sent about one or two months after the end of
your study period. There is a case that it takes more
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Class Timetable

than that. It depends on your study period, and your
college or degree program.

4. Tuition Fees

4.1 The tuition fees for exchange students are 14,800
yen per credit, and those for exchange research
students are 29,700 yen per month.

4.2 Please pay your tuition fees by bank or postal
transfer. The deadline date will be announced at your
college orientation.

(NOTE) There are no tuition fees necessary for
students from the universities and colleges with which
Tsukuba has signed reciprocal tuition waiver
agreements. We have already notified it to these
students.

5. Minimum Requirements

In order to maintain your status as a short-term
student, you must fulfill two sets of requirements.
One of them is that you are enrolled in your home
university. Another is the requirement regarding the
number of hours you attend classes per week. If you
are an exchange student (Tokubetsu chokogakusei),
you must attend at least 8 periods of classes (600
min.) per week. (See below). Please meet this
requirement when you register courses. (Graduate
students cannot take the undergraduate courses.)
There is no requirement on the classes for exchange
research students, however, to maintain “full-time
regular “student visa” status, exchange research
students need to conduct 600min./per week of
research activity.

One Period/1 B[R

Period/Day MON

TUE WED |THU FRI

1st (8:40-9:55)

2nd (10:10-11:25)

3rd (12:15-13:30)

4th (13:45-15:00)

5th (15:15-16:30)

6th (16:45-18:00)

DIFFEZBIELRITNERDFEA.

F: BFEYZRBEIDICHIC, FHRIREZEE. LROLD(C—BRI(CA/R< & 8 KR(600 5)

NOTE: To maintain your student visa, Exchange Students (Tokubetsu chokogakusei) must fill
in at least 8 periods (600 min.) in their weekly schedule as shown above.
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1. Academic Service Office

1.1 Academic Service Office

For the students of the University of Tsukuba, there is an
academic service office (Shien shitsu) depending on your
affiliation. They are in charge of your school life, the
procedures of the classes, and etc. For Exchange
Students and Exchange Research Students, you can get
support with the course registration, research topic
registration and pay the tuition fees there.

1.2 Division of Student Exchange

The Division of Student Exchange is in charge of short-
term exchange students, immigration procedures, and etc.
For Exchange Students and Exchange Research
Students, you will come to submit the registration of
absence from residence, return the Student ID card when
you leave Tsukuba. For JASSO recipients, you will come
for some procedures.

The office is located at 1A building 15t floor(1A101).

2. Other Supports

2.1 Bulletin Board, Residence Mail Box

All-important campus information will be available on
TWINS and the bulletin boards of the Division of Student
Exchange, your academic service office, and your
residence hall. It is your responsibility to check them
regularly. Please also check your residence hall mail box
frequently.

2.2 Internet

The Internet can be accessed free of charge throughout
campus, including in your residence room if you have your
own PC. At the arrival orientation you will be given your ID
card. If you want to access the Internet in your residence
room with your PC, please refer to the "Unified
Authentication System Initial Password" for setting up,
logging into the system, etc. The manual is included in
your arrival orientation packet.

To use the internet, it takes about a few days after your
enrollment starts.

2.3 On-campus Transportation System

In this system, you can freely use the buses from any bus
stop on the route between the Tsukuba center (bus
terminal) and the university, if you purchase a year bus
pass for 19,000 yen (available for one academic year: April
to next March.) The bus pass is available at Maruzen book
store.
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1. College Orientation

1.1 Each academic service office offers its own college
orientation for incoming students in order to provide
important information such as how to pay tuition fees, and
how to register for courses.

1.2 The schedule for college orientation differs from each
college/degree program. All exchange students must
attend their college orientation together with their tutor. For
students who start studying in April and October, please
confirm the schedule for the orientation by the Important
Notice included in the arrival orientation packet.

2. Library Orientation

2.1 Please join the library orientation.

Exchange students can attend this orientation by
themselves. Tutors do not have to attend it.

2.2 To check out books from university libraries, your
student ID is necessary. More detailed information will be
given in the orientation session.

2.3 You will need your ID to check out books from campus
libraries. However, you are free to browse books and other
materials in the libraries without your student ID. The
Central Library is open from 8:30 to 24:00 during
weekdays and 9:00 to 20:00 on Saturday, Sunday and
holidays. Open hours vary during vacation periods, so
please check the following site for detailed information:
http://www.tulips.tsukuba.ac.jp/mytulips/
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1. Residence Hall Information

1.1 Please complete all forms for university residence and
bring them to your residence administration office together
with the envelope already provided by the office.

The Short Stay House administration office is located on
the 15t floor of Ichinoya bldg.35.

1.2 For details about residence halls, please read your
residence materials carefully. If you have any questions,
please do not hesitate to contact your administration
office.

1.3 After you move into a residence hall, you must pay
the rent for two months (1t month: days you stayed, 2m
month: full amount) and a refundable deposit of 30,000
yen in principle.

1.4 If you fail to pay the rent for three or more consecutive
months, you must leave the student residence hall after
you settle your back rent. In addition, there are various
rules and regulations. In case you don't follow them, you
could be driven out of the student residence hall.

1.5 The Internet can be used free of charge in your
residence room. If you want to access the Internet from
your room with your own PC, please refer to the
Connection Manual in your room.



VI. HAEEEEHEANEEERFIE

VI. Immigration Policy and Residency Management System

1. HAEEEDSE
fE(CLENR, BABFFOEAEERRER(EEL <.
EBRUEEICHUTIE. BERLSINRENET,

2. EBH—F

BAIC 3 v AZBX 3EBHMOEBEIEZED T
AEYSHENCE, FED— KNRfFenET, 2
FSNEBA— KRG BHEHELATNERDEE
hoo

L EMHZF  ug avizsssersco |
i# TURNER ELIZABETH
.

19856121310 t9) & F. 0 - 0%
YW b ATLOALTY/ SN

BRI TR 18 SRS 72025

/\

S wawmoe IR
| 434 (2018%1082080) > <
n!ﬁalw wmwuni) oxﬂl? % - SAMPLE

: 20184104 205 3 o *”,ml 4

oo

3. FERERICDUWT

. BH— RORFEE. HMEAFEEELT, HiL
<HRKCEFZESTEESE, £EEEMEEZEELIEE
=, BODEEIIMHNEIS T, ERERZITON
BAHDET, ICCAZUEBZEEE. Z2DOK(E
T&FRIOEO T, FPDERZBFEETILEL. &
RCIE.EBH—RERFSIINELRSDET, B,
M&PTOZECOF A sErFR(E. FFHDS AT 8 BF 45 9
NSFE4F309TY,

3.2 FHlEU T (CHBBUVEDE <IZEU,
NEAEBHREA > ITAA— 32T HF—
A~&/ 8:30~17:15
Tel: 0570-013904

(IP &35 - PHS M5(E 03-5796-7112)
(EZEEE\ E=N EFI.DEI EE.:EI ANRA ZEE. /—R
JLAIILEE. /\I\d-Lx;:. J4UEJEE /=L
B, 1> BRI T7EE. 9/\’53&\ DA=)L (AR
7) EE\ =v> CED j)l/nl:l\ jE)Xnn
>2)\SEE. DL l*"j EE_C‘ODFnﬁb\éDt*b“EJﬁE

4. BFEBWAN T A — L EBDEEERD

i)
&P CERESRZIT D725, Important Notice (C
S8ED URL E£/z(d QR O— RSEBZEAERA D
7 — O EBDIIEGROIRE A EZHER L. IBEH LT
ZE0,

5. R{EFEAERE

BEFHEP(C. —F(CIFEPIITIRAE TRECTD
BaE. HRICEEREDFaZEE. w9 [HRE
FifftlE] ZZ2ERMRCIEE VTSV, (TTREFR
TT_):'J (J%EEX/}II.,D%@%%&I(L@Di? )

1. Japanese Immigration Policy

The Japanese government maintains a very strict
immigration policy. You must observe all immigration
rules and regulations. If you violate them, you must
expect a very heavy penalty.

2. Residence Card

A Residence Card will be issued to persons residing
in Japan who have been granted a status of
residence with a period of stay of more than three
months. The residence card is required to be in your
possession, therefore be sure to always carry it with
you.

3. Registration of Residence

3.1 Foreign residents who are eligible to receive a
Residence Card must register his/her residence in
the city where they reside when deciding on a new
address, or when changing addresses. You must go
to the Tsukuba City Hall and register your residence
as soon as possible. Please bring your Residence
Card to register. The City Hall is open from Monday
to Friday between 8:45 and 16:30.

3.2 Detailed information is available at:

Immigration Information Center

Mon. thru Fri.: 8:30-17:15

Tel: 0570-013904 (IP Phone, PHS: 03-5796-
7112)

(Language available: Japanese, English, Chinese,
Korean, Spanish, Portuguese, Viethamese, Filipino,
Nepali, Indonesian, Thai, Khmer (Cambodian),
Myanmar, Mongolian, French, Sinhala, and Urdu)

4. Submission of Information Entry
Form and ID images

Soon after you register your residence at the City
Hall, check the details of how to submit the
Information Entry Form and ID images from the URL
or QR code provided in the Important Notice.

5. Registration of Absence from

Residence
When you leave Tsukuba temporarily during your
exchange period, you need to inform your academic
advisor of your plan, travel schedule and contact address
in advance. Then be sure to submit the form "Registration
of Absence from Residence" to the Division of Student
Exchange. (The form is available at the Division.)
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6. Pre-departure

6.1 Japanese immigration laws do not allow international
students to overstay in the country after the termination of
their enroliment at University of Tsukuba. Even if the date
of expiration on your residence card hasn’t come, when
you have completed your exchange period and/or
termination of enroliment, your student status becomes
void, regardless of the duration of stay stamped on your
residence card. Please be sure to leave Japan before the
end of your enrollment period.

6.2 About 2months before your study period ends,
information about leaving Japan will be sent to you by via
e-mail. Please read it carefully and follow the necessary
procedure for your departure.

Also, all exchange students are required to submit the
following documents before leaving:

1. Flight information

2. Student ID card

3. JASSO Questionnaire (JASSO recipients only)

X Submission details are written on the email.

X If you fail to submit any of these documents before your
departure, you cannot receive any official academic
transcript/ certificate.

X Recently, many students lose Student ID card. For the
ID to be reissued, it will take a lot of time, and costs. Please
be careful not to lose it.

6.3 Before leaving Japan, you must complete the 'Moving
Out' and 'Withdrawal from National Health Insurance'
procedures at the Tsukuba City Hall. The procedures can
be completed 14 days before leaving Japan.

6.4 Before leaving Japan, please submit “Notification of
affiliated (activity) organization” to the immigration office.
Please refer to the website below for how to submit.
https://www.moj.go.jp/isa/applications/procedures/n
yuukokukanri10_00014.html?hl=en

6.5 When you leave Japan, you must return your
Residence Card to the immigration control office at the
airport. The University checks whether it is returned in
a timely manner.

6.6 You cannot live in your residence hall after completing
your exchange period at Tsukuba. Please submit
a "Moving Out Notice” to the Ichinoya administration office
and schedule a room inspection date one month prior to
your moving out date. When you move out, DO NOT leave
anything behind in your room or in the hallway. It is your
responsibility to dispose of any unnecessary items and
leave the room neat and clean for incoming residents.

6.7 In principle, you cannot shorten or _extend your
study period. However, if you must return home for
unforeseeable and unavoidable reasons before the end of
your planned exchange period, please talk to your
academic advisor first and then contact the Division of
Student Exchange immediately.

Your study period is strictly managed by the University of
Tsukuba. You may not be allowed to leave Japan earlier
than the ending month of your study without any notice.
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1. National Health Insurance

1.1 All international students who will stay Japan for
more than three months are required to enroll in
Japan's National Health Insurance (NHI) program.
When you apply for residence registration at the
Tsukuba City Hall, please apply for this program as
well.

1.2 The premium for the NHI program is about 20,000
yen per year. On applying, please confirm the method
of payment.

1.3 When you complete your study period and return
home, you must bring your National Health Insurance
Card back to the City Hall and pay the balance of your
bill. If you fail to do so, the bills will continue to be
mailed to you even after your leave the country.
Further, you cannot return the card by mail. Be sure to
visit there to return it. For more information, please see
your International Students’ Guidebook.

2. Student Educational Research
Activities Accident Insurance
2.1 Personal Accident Insurance for Students
Pursuing  Education and Research  (PAS,
GAKKENSAI)
This insurance covers accidents occurring during
the following:
On-campus (excluding dormitory) activities; Off-
campus extracurricular activities that are registered at
the university; During travel between university
facilities and also between the place of residence and
university facilities (by rational route and means) with
the purpose of attending regular classes, school
events or extracurricular activities. The University of
Tsukuba requires all students to enroll this insurance
in order to have your school life in Tsukuba safely.

2.2 Comprehensive Insurance for Student Lives

This insurance offers broad support for your student
life. The insurance covers not only the student’s own
injury, medical expenses but the payments shall also
be made if legally liable for damages when others are
injured or the property of others are damaged, when
you need a professional settlement negotiation
service, when your guardian comes rushing to Japan.
To have more secured student life in Japan and avoid
unnecessary trouble, we strongly recommend you
apply for this insurance. After you join “PAS,
GAKKENSAI” mentioned above, you can join this
insurance.
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1. The emergency phone numbers

+ Police: 110 or
Tsukuba Police: 029-851-0110 (direct)

- Fire or Ambulance in Medical Emergency: 119 or
Tsukuba Fire Department 029-851-0119(direct)

(NOTE: These calls can be placed from the mobile
phone. The above "110" call placed within Ibaraki
Prefecture will be transferred to the head quarter of the
Ibaraki Police Station in Mito City, while "119" to the
headquarter of Tsukuba Fire department.)

X Ambulance

Ibaraki Prefecture charges 7,700 yen to 13,200 yen for
ambulance services that are deemed to be non-urgent.
If you are unsure you need to use an ambulance, you
can consult by phone at the following.

Emergency Telephone Consultation : #7119

2. Emergency call box

In case of emergencies on campus, emergency call
boxes are placed along the pedestrian pathways and
the loop road. When you need assistance, you can use
the phone inside the box to call for help. For the
locations of these call boxes and other helpful
information, please see "Safe Living" in your orientation
documents.

3. When you want to go to the hospital

If you need to find a hospital, make an appointment, or
use an interpreter at a hospital or pharmacy, the
IBARAKI Multilingual Medical Helpline is available in
32 languages and is free of charge. For more
information, please see the link below.
https://www.pref.ibaraki.jp/hokenfukushi/iryo/iryo/docu
ments/userguide-english.pdf

On campus, we have a University Health Center which
provides medical care, and advisory rooms for
international students where advisors give counselling
services on various issues.

4. Traffic accident

If you are involved in a traffic accident, you must report
it to the police. It is wise to get the details of the other
party involved in the accident, such as his/her name,
address, and telephone number; even if you think you
are not injured. You may need to contact that person
later.

5. Use of the Information Systems

When using the university information systems, please
follow the guidelines on "Safe and Secure Use of the
Information System." Also, for security reasons, if you
are going to use your personal computers brought in
from your home countries, make sure that the operating
systems (OS) installed, whether for Windows, Mac, etc.,
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are copyrighted or legal. Please refrain from using illegal
OS and software.

6. Earthquakes

In Japan, earthquakes are frequent. If an earthquake
occurs, itis important not to lose control and secure your
safety first. If you are at home, you need to hide under
table or desk and protect your head with a cushion or a
pillow, etc. in order to avoid falling objects. As soon as
an initial quake subsides, turn off the main gas valve,
and disconnect all electric appliances. If you are out,
secure yourself in a safe place while being careful to
avoid broken glass, falling objects, and other hazards.
In case of a major earthquake, it is University's
responsibility to confirm your safety. You are kindly
requested to register your situation at University's safety
confirmation website after the situation improves. This
website is accessible via cell phone as well.
(https://anpi.tsukuba.ac.jp/e-index.php)

7. Change of your registered information

In case there is a change of an address, phone number
or e-mail address etc., you must report to the Division of
Student Exchange and the academic service office
(Shien sitsu) immediately.

8. Bicycle

8.1 Crime-Prevention Registration

In Japan, Bicycle Crime-Prevention Registration is
required by law. The objective of this system is to
alleviate such problems as bicycle theft and the leaving
stolen bicycles near the train station. When you
purchase a bicycle, registration is to be completed at the
retail shop.

In case where you receive or buy a bicycle from a friend,
you must resubmit the bicycle crime-prevention
registration. The former owner must fill out a Transfer
Certificate, and the new owner should bring this
certificate along with some form of personal
identification to the nearest bicycle shop to complete the
bicycle crime-prevention registration.

8.2 ICycle system

In the University of Tsukuba, there is ICycle system
(registration of bicycle, and motor bike.) If you park the
bicycle or motor bike, you need to register this. The
system works for the reduction of left bicycles, finding
stolen bicycles and etc. Please find the attachment to
register it.

8.3 Following the bicycle rules and manners
Please learn bicycle rules and manners before riding on
a bicycle and use it safely.

“Traffic Safety Guidelines for Pedestrians and Cyclists
(National Police Agency Japan Traffic Safety
Associations)
https://www.npa.go.jp/koutsuu/kikaku/trafficsafety/traffi

c_safety en.pdf
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Here are the frequently asked questions. Before you
visit the university staff office, please confirm whether
there is an answer here or the International Students’
Guidebook.

1. Course Registration, Transcript
Q: When can | receive my official transcript?

A: Your academic transcript will be issued about a
month or two after the completion of your exchange
period at Tsukuba. It will not be issued right after the end
of your study period.

Q: | wonder if | can count Japanese language courses
as part of the minimum requirement of 8 periods for
exchange students. And is it possible to meet the
minimum requirement by enrolling in Japanese
language courses only?

A: Yes, you can count them. But it doesn’t satisfy the 8
periods requirement only with Japanese courses
because you can enroll in only up to 6 periods of these
courses per week. So you need to look for regular
courses as well.

2. Administrative Supports
Q: Where can | get information on class cancellation?

A: Information on class cancellation is posted on TWINS
and the bulletin boards of the academic service office
that offers the course. Please check them regularly.

3. Health Insurance

Q: Do | have to enroll in Japanese National Health
Insurance (NHI) program even though | already have an
insurance policy from my home country?

A: Yes, absolutely. This is one of Japan's immigration
rules.

Q: How do | pay the premium for National Health
Insurance?

A: The bill will be mailed to you from Tsukuba City Hall.
You can pay through either postal or bank transfer. Or
you can arrange for automatic withdrawal from your
bank account when you apply for the program at the City
Hall.
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It is a CRIME to sell or give a bank
account without just cause.

If there is any change in your information such
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place of work, you should immediately contact
the bank with which you have an account. | =
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Ipinagbabawal ang pagbebenta o
pagbibigay ng account sa bangko (pati
ng ATM card at bankbook sa ibang tao).

Kapag nagkaroon ng pagbabago sa
impormasyon tulad ng adres, panahon ng
pananatili, pinagtatrabahuhan atbp., mangyaring
ipa-alam agad ang mga ito sa bangko kung saan
nabuksan ang account. sHOYE

E crime vender, comprar ou
transferir uma conta bancaria
(cartao de conta corrente/
caderneta bancaria).

Se houver alguma alteragao nas informagdes como
enderego, periodo de permanéncia, status de residéncia,
local de trabalho, etc., entre em contato imediatamente
com o banco onde vocé abriu a conta. AL RFILEE
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