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ENGLISH VERSION



PREFACE

This handbook is meant to be a clear and practical guide to university life at Tokyo
Metropolitan University. Should you have any questions or need further clarification
regarding the provided information and details of the procedures, please contact the

relevant offices mentioned in the handbook.

We sincerely hope that your stay at TMU will be fruitful and memorable.

‘I General Office for TMU International Students H

International Student Exchange Section
International Affairs Office

(1F, International House, Minami-Osawa Campus)

1-1 Minami-Osawa, Hachioji-shi, Tokyo 192-0397 Japan
Tel: 042-677-2030 (direct line)

This handbook is intended for international students studying at the Minami-Osawa
Campus. International students studying at the Campus other than Minami-Osawa

should contact their Campus Office for inquiries and information.

Hino Campus 042-585-8611 (direct)
Arakawa Campus 03-3819-7124 (direct)

Information for newly-enrolled students is posted on the following website.

http://www.ic.tmu.ac.jp/english/study abroad/for incoming students.html

Please make sure you check the information that will be updated as needed.
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I. Annual Schedule for International Students

1. Annual Schedule for International Students

Events & Activities

Schedule

Detail

Orientation  for  incoming
international students
»  campus tour

»  welcome party

Twice a year:
early Apr. (planned)
& early Oct. (planned)

Explaining life and study at TMU to new

international students including the

information of the cross cultural understanding

seminar.

Scholarship orientation for
privately financed international

students

New students:

twice a year

(early Apr. & late Sept.

or early Oct.)(planned)
Current students:

twice a year

(mid-Mar. and late Sept. or
early Oct.) (cancelled)

Ok A0

Explaining to privately-financed international

students mainly how this University’s

pre-registration  system  for  scholarship

application and recommendation, and private
foundation scholarships work. You can apply
for Pre-registration only once a year,
depending on the time of enrollment and
advancement to the following academic year.
Be sure to attend, or you will miss the
opportunity to apply for and get scholarships.

T™MU Center

Scholarships | International

International Affairs Office

TMU International Café

Undecided
(to be announced on the
website of the International

Center)

Enjoy a lunch while chatting with foreign
students with various cultural backgrounds
and TMU students during lunchtime break.

While being exposed to different languages,
customs, and food cultures, you will build new
friendships and enjoy campus life even more.
Delicious coffee and sweets will be served

after lunch.

TMU campus festival

Once a year:

early Nov.

International students are encouraged to take
part in the festival for enjoyable campus life.

Note: To set up a food stand in the festival,
students are required to attend the “University
Festival Participation Meetings” to register
participation. Pay attention to the information

posted on the bulletin boards around May.
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Career guidance for
international students seeking

ajobinJapan

Once or twice a year:

(The dates are not determined yet.)

The Career Guidance is held to provide
international students with information on the
environment of employment and instructions
on how to write job applications and how to

prepare for interviews.

In addition to the above, various interesting events and activities take place all year round. The

information about these will be posted on the International Affairs Office’s bulletin board.
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Il. University Office Services

Offices

From entry to graduation, students must go through various procedures. Which office you should

visit depends on the type of procedure you need.

Office & Location

Office Hours
(Monday — Friday)

Services

Respective faculty/graduate
school offices

¥ Ist-year and 2nd-year(in the
case of Faculty of Health
Science, only 1st-year
students)undergraduate students
should go to Academic Affairs
Division;

Above 3rd-year undergraduate
(in the case of Faculty of Health
Science, above 2nd-year
students), and graduate students
should go to their faculty/grad.
school office.

Non-degree students should go
to international affairs office.

[ Minami-Osawa campus]
8:30-17:15

[Hino campus]
8:45-17:30

[ Arakawa campus]
8:30-17:00

(Closed 12:30-13:30)

-University-wide academic affairs

-Student registry related procedures
(withdrawal, leave of absence,
re-enrollment)

-Reissuance of student ID cards

-Change of address for guarantor or

contact person living in Japan

- Registration of commuting bikes

Student Affairs Division
Location: Bldg. 1, 1F

8:30-17:15
(Closed 12:30-13:30)

-Application for full/half tuition
exemption
& installment payment
-Application for student dormitories
-Reporting lost & found items
-Application for Personal Accident
Insurance for Students Pursuing
Education and Research (PAS), and
Liability Insurance coupled with PAS
-Registration of commuting motor bikes
(See “Bicycle and Motor-bike
Registration” on page 53)
-Application for use of campus facilities
and equipment

International Affairs Office
Location:
International House, 1F

9:00-17:45
(Closed 12:30
-13:30)

- Application for documents related to
status of residence

- Application for scholarships

-Issuance of Scholarship Recipient

Certificates

-Organizing events for international

students

-Tutor related services

-Management of the International

Exchange Room

-Management of Japanese language
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classes/Japanese academic writing

support

-Personal counseling services for

international students

-Application for Comprehensive Renter’s
Insurance for International Students

-Housing application for International
House

-Other general services for international
students

Career Support Division 8:30-17:15
Location: Bldg. 7, 1F

- Career counseling (career development
& job placement)
Reference materials on internship/job
placement (Career Reference Room)

- Supportive events for career
development / job placement

- Applications for internships

- Part-time job information, etc.

2. Bulletin Boards

Information and announcements from the university offices are posted on the bulletin boards.

Please remember that failure to check information on the bulletin boards may result in your

disadvantage. Be sure to check the relevant bulletin boards every time you arrive at the campus.

(1) Bulletin boards for international students: in front of the International Affairs Office,

International House 1F, and Information Gallery

(2) Bulletin board for all students: Information Gallery, kibaco Announcements

(3) Faculty/grad. school bulletin boards: faculty/department buildings and Information Gallery

(4) CAMPUSSQUARE

To log in the student site on the official TMU website (Japanese Page). You can change your

contact changes (after log-in in, HOME > Students’ Information > Contact changes), as well as

other convenient functions. Please use the CAMPUSSQUARE for your convenience.

(5) Kibaco announcements

Please log in to the TMUNER user menu or use the URL( https://kibaco-d.tmu.ac.jp/login) or

QR code. You can view and download class materials, check cancellation of classes,

announcements from Academic Affairs, etc.

3. Issuance of Certificates

Ei:E
=

(1) Certificate of Enrollment (Certificate of Engaging in Research for research students) and

Official Transcript

Certificate can be issued by automatic issuing machine.

Non-degree students should go to international affairs office.
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(2) Certificate of (prospective) Graduation/Course Completion:
Your faculty/department office issues those certificates for free, but issuance of the
certificates after graduation/course completion will be charged.
*For more details, ask your faculty/department office.
*The certificates of (prospective) graduation/course completion can be obtained through

the automatic issuing machine from the final year of study.

(3) Student Discount Voucher & Student Commuter Pass
1) JR Student Discount Voucher
A) What is the JR student discount?
It is a special rate given to students of the schools designated by the Japan Railways Group
(JR-Group) when they travel on the JR train for more than 100 operating kilometers in one
direction. This student discount voucher can be used only for traveling on the JR lines: The
student discount services offered by other railway companies vary depending on each
company’s operational regulation. As for their student discount services, ask the station
office of each railway company before buying a ticket.
B) Where to be issued
It is issued by the automatic issuing machine in front of each office.
2)  Student commuter pass
A)  What is the student commuter pass?
It is a kind of discounted pass offered by railway companies to degree students to commute
via the shortest route between the stations nearest to the university and their home.
Please note that non-degree students (exchange students, research students, and credit
students) are not eligible to purchase commuter passes.
B) How to purchase
Write your registered address and commuting route in the sticker attached on the back of
your student ID card and have your faculty/department office put a confirmation seal on it.
By showing your student ID card with the confirmation seal on, you can purchase a student
commuter pass over the counter of a railway company. It is prohibited to change the route

for any other purposes, such as going to part-time work, extracurricular activities or any

other destinations.

C) When you have changed your address
Promptly change the information in the "Student Information" section of the
CAMPUSSQUARE and get a new sticker to be attached on the back of your student ID card.
(However, 1st-year and 2nd-year undergraduate students should go to Academic Affairs
Division; 3rd-year and 4th-year undergraduate, and graduate students should go to their
faculty/grad. school office.)
Also notify when your guarantor or contact person living in Japan has changed the address,
a report must be submitted at the counter.

You must never misuse your commuter pass by changing the registered matters printed on

the sticker or making an unauthorized copy of it.
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(4)

(5)

(1)

(2)

(3)

D) Misuse of a JR student discount voucher and student commuter pass
The student discount voucher and student commuter pass must not be used by any person
other than the owner. If any misuse is found out, the railway company may stop the entire
university from the using the discount benefit. Should you have any questions regarding the
student discount voucher or commuter pass, please ask your faculty/grad. Academic Affairs
section

Certificates of Scholarship Recipient

The certificates of scholarship recipient for the Japanese Government Scholarship, the Honors
Scholarship for privately-financed international students, Tokyo Human Resources Fund for City
Diplomacy and Tokyo Global Partner Scholarship are issued by the International Affairs Office.

(Note) Issuance of the certificates takes about a week.

Health Certificate
Those students who received a health check-up conducted by the University can obtain a health

certificate through the automatic issuing machine (degree students only).

Confirmation of the Certificates

All international students must observe the fundamental Japanese laws, such as the Immigration
Law and the Basic Resident Registration Law. International students, however, might unconsciously
violate a Japanese law or fail to take a necessary procedure due to different observance of laws
from their home country or insufficient comprehension in Japanese; this may result in deportation
or unexpected expenses incurred. To keep you from falling into such a situation, the University
confirms your indispensable certificates for accurately grasping your living conditions and giving
appropriate advice if necessary.

Certificates to be confirmed

A. Student Identification Card (Research Student Identification Card)
B. Resident Card

C. Passport

How to confirm

Please submit copies of certificates A-C from the following web page.

<Certificate Confirmation Page>

https://regl8. smp. ne. jp/regist/is?SMPFORM=ncga-Ib

ojte-da2a920cff66d4cd3efedb8d70f0856b

When to confirm
The confirmation of certificates is conducted once a year (around mid April) for all TMU
international students or in October for October-enrolled students.
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(Note) When there are any changes in the registered matters in your certificates, an address
change, for instance, you must promptly bring all the three renewed certificates and

undergo the confirmation as outlined above at the International Affairs Office.

5. Graduation, Course Completion, Leave of Absence and Re-enroliment

(1) When you have graduated or completed your course
Please report your future plans after graduation or completion of your studies from
CAMPUSSQUARE to the Career Support Division.

CAMPUSSQUARE : https://jjh.tmu.ac.jp
% After logging in, click "Menu > Employment and Career Record > Career Path Decision

Entry".

(2) When you take a leave of absence or re-enroll in the university
Read the course manual carefully and submit a request to your faculty/grad. Academic Affairs
Division and also notify the International Affairs Office.
A. 1st-year and 2nd-year undergraduate students (in the case of Faculty of Health Science, only
1st-year students): Academic Affairs Division
B. 3rd- & 4th-year undergraduate (in the case of Faculty of Health Science, above 2nd-year

students), graduate and research students: their faculty/department office

(Note) Your status of residence during a leave of absence
Your status of residence as “Student” becomes invalid when you take a leave of absence.
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1.

(1)

lll. Studying

Academic Affairs Offices
Offices in charge of course registration, credit acquisition, receipt of assigned papers and other

academic affairs are as follows (Note: Research students are not eligible to acquire credits):

(1) 1st-year & 2nd-year undergraduate students: Academic Affairs Division (2"-year
undergraduates in the Faculty of Health Sciences: their faculty offices)
(2) 3rd- & 4th-year undergraduate, graduate and research students: their faculty/department

offices

Course Registration

As a rule, the course registration must be completed via online. However, some courses require
permission from the lecturer. And also, please note that the course registration period varies
depending on the subject. The course registration period and procedures will be posted on the
Academic Affairs Division HP, bulletin board of your faculty/department office and the University’s
website. Be sure to read the “Course Registration Guide” for details and attend the undergraduate

course counseling session at the beginning of each semester.

Cancellation of Classes
Classes may be cancelled when train services are disrupted due to snow, storm, flood, accidents,

strikes, etc. or lecturers’ inevitable reasons.

When train services are suspended, the class schedule will be changed as follows.
The following changes of class schedule will be applied only to the Minami-Osawa Campus.

For the classes at the Hino/Arakawa Campus, contact the respective campus offices.

Transportation Service Conditions Class Cancelation

OKeio Line

OIR Yokohama Line

© IR Nanbu Line

© IR Chuo Line

OKeio Sagamihara Line Any of O lines is entirely [Classes in the 1st- & 2nd-periods will be

suspended as of 6:00 a.m. cancelled.]

Any of O/®lines is [Whether to cancel classes in the 1st- &

OO0dakyu Odawara Line entirely/partially suspended, which | 2nd-periods]

© Odakyu Tama Line may cause significant confusions to | * Decision will be made by 6:00 a.m.

commuting to the University. [Whether to cancel classes in the 3rd- &
4th-periods]

* Decision will be made by 10:00 a.m.

© IR Yamanote Line [Whether to cancel classes in the 5th- &

© Tama City Monorail 6th-periods]

* Decision will be made by 1:00 p.m.
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(2) Notification of class cancellation

A class cancellation is notified on the Official X (old Twitter) and Official HP.

For details, ask the Academic Affairs Division (Bdg.1 1F) or your faculty/department office.

(Note) For the locations of the bulletin boards notifying the class cancelation on the campus other

than Minami-Osawa, please ask your faculty/department office,

Japanese Language Courses

TMU welcomes students from a wide range of backgrounds from countries around the world. Our

program includes a diverse selection of courses with a focus on the Japanese language, along with

courses aimed at fostering an understanding of Japanese culture and society.

(1) Course Levels and Overviews

Below are the levels and overviews of the Japanese courses available for international students.

For more information, please refer the Course Guide and Syllabi of Japanese Language.

http://www.ic.tmu.ac.jp/english/study abroad/jpclass.html

Japanese Course

Level / Learning Goal

Overview

Practical Japanese

CEFRAlL

Starter Level

This course is intended for total
beginners learning Japanese for the
first time. Students will acquire
simple expressions and phrases for
everyday use and will be able to
engage in basic conversations,
including self-introductions and
shopping.

CEFR A2
(A2.1/A2.2)

Elementary Level

To be able to understand simple
expressions and phrases used in daily
life, to read simple texts, and to write
simple letters.

Level A2.2 is higher than A2.1.

CEFR B1

Intermediate Level

To be able to understand expressions
and phrases used in daily life, to hold
simple conversations and discussions,
to read simple documents, and to
write their own comments.

CEFR B2

Upper-intermediate Level

To be able to engage in complex
conversations and discussions, to
read texts from newspapers and
magazines, and to write one's own
opinions.

CEFRC1

Advanced Level

To be able to engage in professional
conversations and discussions, to
read complex texts in newspapers
and magazines, and to write down
one's own opinions in detail.
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To be able to use the same level of
CEFR C2 sophisticated Japanese as native
Super-advanced Level Japanese university students.
Currently no class is available.
Japanese | Japanese Proficiency Test Students will learn basic academic
Level N1 Japanese.
Japanese I Japanese Proficiency Test Students will learn comprehensive
Level N1 or higher academic Japanese.
Japanese for living and CEFR A1/A2.1/A2.2/B1 Refer to the description of the levels
working in Japan ) for “Practical Japanese” above.
(Online Japanese) Starter to Intermediate Level | Thjs course is offered online.

CEFR: https://www.coe.int/en/web/common-european-framework-reference-languages/level-descriptio

JLPT: https://www.jlpt.jp/e/about/levelsummary.html

(2) Course registration & credit acquisition

Course Eligible Students Course Registration & Credit

Students will use Japanese Proficiency
Self-Assessment Tool to evaluate their own
Japanese language ability, and then select
Exchange students and register courses which match their
Practical Japanese levels.

Credits can be awarded as the international
exchange course.

Graduate students Credits not awarded
Research students Course registration not required

Course registration required

J | &Il Und duate student
apanese naergraduate sStudents | - e dits awarded

Students will use Japanese Proficiency
Self-Assessment Tool to evaluate their own
Japanese language ability, and then select
and register courses which match their
levels.

Credits not awarded

Exchange students
Graduate students
Research students

Japanese for living and
working in Japan

Japanese Proficiency Self-Assessment Tool: https://www.nihongo-check.bunka.go.jp/

(3) Class Attendance
* Being absent from class 4 times and more will result in no credit awarded.
* Being late for class for 30 minutes and more will be treated as an absence.

5. Japanese Academic Writing Support

(1) Details of Support
We offer personalized assistance for writing reports and papers in Japanese. In each 50-minute
session, you'll collaborate with a graduate student staff member to refine your thesis construction,
select appropriate words and phrases, and more. This one-on-one approach ensures tailored
strategies to enhance your writing.

(2) Venue

Meeting Room, 2nd Floor, Central Library at Minami-Osawa Campus, and Online via Zoom
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(3) Days and Hours, and How to Use the Support
Reservations are required.
If there is an available session, we can also accept walk-ins.

For details, please refer to our website.

http://www.ic.tmu.ac.jp/english/study abroad/jpacademic.html

6. Tutoring Program

(1) What is a tutoring program?
You as international students may face various kinds of difficulty in studying with Japanese students
in classes, not mention language problems. You need to make considerable efforts until you can
understand what a lecturer says and fully comprehend the course content.
TMU therefore offers a tutoring program to international students. Tutors, who are TMU regular
degree students, help international students improve their Japanese skills and understand things
Japanese, and also help with their study, research and daily life on a one on one basis.

(2) Eligible Students
In principle, a tutor is assigned to an international student who is in the first year of study and meet
the requirements. Your academic supervisor determines whether you need a tutor or not. Usually, a
tutor is selected from among graduate students in the field of study relevant to yours upon your

academic supervisor’s recommendation.
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(1)

()

(3)

(4)

(5)

(6)

IV. Living

Tuition Exemption, Reduction and Installment Payment

What is the tuition exemption, reduction and installment payment?

As a financial support for international students with excellent academic achievement, the University
offers the full/half tuition exemption program, and for students in difficulty in paying the semester
tuition in lump sum the installment payment program.

Eligibility

Full-time degree students in the undergraduate and graduate programs are eligible for the full/half
exemption (non-degree students including research students are ineligible). TMU reviews
applications and chooses successful applicants for tuition exemption or the installment payment.
Application periods

International students must apply for the exemption and the installment payment each semester;
that means twice a year.

The application should be sent by post between early March and early April for the 1st semester, and
between early August and early October for the second semester. The application dates will be
designated later so pls check the Student Affairs Division’s website.

Please note that any overdue applications will not be accepted. If there are insufficient documents,
TMU will let you know on the personal bulletin board in CAMPUSSQUARE, so please check it and
respond to the notice without fail.

Release of application forms

The application forms will be released in late January for the first semester, and in late July for the
second semester at the Student Affairs Division. The application forms can be downloaded from the
website of the Student Affairs Division.

Results of review of applications

The results of review of applications will be sent to applicants or guardians who pay tuition in
mid-June for the first semester, and in mid-November for the second semester.

Notes for tuition payment

Determent of tuition payment is given to those students who have applied for exemption, reduction
or installment payment. In case they have received a notification of payment by direct debit or a
tuition payment slip in mid-May and mid-October, they should contact the Student Affairs Division
without paying the tuition.

Not all applications are approved. Therefore, it is necessary to prepare money for tuition payment.

*Research students whose period of study is for the first half-year or one-year must pay their
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half/full-year tuition in April, and students whose period of study is only for the second half-year
must pay their tuition in October. Research students who fail to pay tuition by due date shall not be
admitted to TMU. For the details of the amount of tuition and due dates, please contact your

faculty/department office.

2. Accommodations

(1) University accommodations
Detailed information on application for the university accommodations is available at the Student
Affairs Division, the bulletin boards and the TMU website. Students seeking university
accommodation are encouraged to check the accommodation information periodically. Please note

that not all applicants can secure accommodation on campus because of a limited number of rooms.

Name of o Number of o . .
. Eligibility Application Period Occupancy Period
Accommodation Rooms

Privately financed
International

’ International Approx. 20 Current students: around October Within 2 years
ouse
Graduate students
2 years
15-20
Undergraduate & Current students: Nov. — Dec. (within the
Dormitory (depends on
graduate students Incoming students: Dec. — Feb. designated period of
the year)

a degree program)

[Where to contact and apply]
A. International House: International Affairs Office

B. Dormitory: Student Affairs Division

TMU International Student Houses are intended to deepen cross-cultural understanding through
communal life among international students and TMU regular students and active participation in the
events organized by local communities as well as to contribute to development of
internationally-minded human resources and globalization of local communities and the University.
Those Houses is designed to get international students and TMU regular students involved in mutual

exchange among residents through shared life.
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Name of Accommodation Address Eligibility

International Student House 6-33-1 Tamagawa, Chofu-shi, | %For details, contact International
Global House Chofu Tokyo Affairs Office.

ishouse@jmj.tmu.ac.jp

(2) Off-campus accommodations through university mediation

A. House of International Students & Others

Name of Accommodation Address Eligibility

Inter-University Seminar House’s 1987-1 Shimoyugi, Hachioji, Tokyo Single
House of International Students

B. Application information: Contact the International Affairs Office.

(3) Other accommodations
A. Accommodations without the university’s mediation
Information on housing applications will be posted on the bulletin board of the International
Affairs Office if any application information is delivered. Some international student houses
invite students to apply from time to time when vacancy occurs. Direct contact can be
advantageous.
B. Commercial apartments
You can find a room in a commercial apartment through real estate agents, housing information

magazines, the Internet and the University co-operative.

3. Comprehensive Renter’s Insurance for International Students

(1) Comprehensive Renter’s Insurance for International Students and a Joint Surety
The comprehensive Renter’s Insurance for International Students by Japan Educational Exchange and
Services (JEES) is designed to protect insured students against possible accidents such as a fire. To
rent a commercial apartment room in Japan, a joint surety is generally required to share liabilities.
When regular students cannot find a joint surety, the University serves as an institutional joint surety
for them on condition that they take out this Comprehensive Renter’s Insurance. For more details,
contact the International Affairs Office.
However, the valid period is the insured period and from enroliment to graduation.

For general information, visit http://www.jees.or.jp/crifs/
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(2) Where to apply

International Affairs Office

4. Necessary Procedures When You Change Address

It is prerequisite that international students submit a prompt and accurate notification to the
University in order to study at TMU. It is mandatory that your address is accurately registered at the
following offices.

(1) Municipal Office: Procedures regarding Resident Card, Alien Registration Certificate, National
Health Insurance, National Pension, etc.
A. Move-out notification at the municipal office of your old address (from 14 days before the
move-out day)
B. Move-in notification at the municipal office of your new address (within 14 days after the

move-in day)

*Even when you change your address within the same city, you must submit a change of address
notification at the municipal office.
(2) Post Office

You need to submit a request for mail forwarding service in order to get your mail forwarded to
your new address. Obtain a designated card (forwarding service request form) from the post
office, write your new address on the card and drop it into a post.
(3) Bank
If you have a Japanese bank account, you need to notify your new address via Internet or
directly to the bank. For the details, please check the bank’s website.
(4) University
A. Promptly change the information in the "Student Information" section of the
CAMPUSSQUARE. You also need to notify when your guarantor or contact person in Japan
change the address.
1. 1st-year and 2nd-year students: Academic Affairs Division
2.  3rd-year, 4th-year students, graduate students, research students: Respective
academic affairs sections, faculty/department offices
3. All students: Library
B. Register a copy of your student ID card, Residence Card and National Health Insurance card
on the Certificate Confirmation page on page 40.
C. Non-degree students (exchange students, research students, and credited students) must
bring their student ID card to the library.
Please note that delayed notifications without justifiable reasons or false registrations may
cause you penalties and disadvantages. You may be disqualified for university
recommendation for a scholarship, for example, as such acts are regarded inappropriate as a

student. If you have any questions about the procedures, contact the International Affairs Office.
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Scholarships

Types of Scholarships

Scholarships are divided into two types: scholarships requiring application through the university;

and scholarships requiring direct application* by the student to scholarship foundations.

Types of Scholarships

Details

Scholarships
Application
Pre-Registration

Scholarships requiring application through the university

A)  Scholarships requiring
university
recommendation

When receiving an application offer from a
scholarship foundation, the university calls
for applications from students. The
university selects applicants to be
recommended through the university’s
screening. The university submits an
application to the foundation only for the
recommended applicants. Currently 20
foundations designate this university to
recommend applicants.

Required

B) Scholarships requiring
collective application by
the university

When receiving an application offer from a
scholarship foundation, the university calls
for applications. The university collects
applications of all eligible applicants and
submits them collectively to the foundation.
Currently 7 foundations designate this
university for collective application.

Required

C) Honors Scholarship for
Privately Financed
International Students

This scholarship is administered by the Japan
Student Services Organization (JASSO) for
privately financed international students.
The university selects applicants to be
recommended through the university’s
screening.

Required

Scholarships requiring direct application by the student to scholarship foundations

D) Scholarships requiring
direct application

These Scholarships require each applicant to
submit an application directly to the
scholarship foundations. For a list of such
foundations, see  JASSO’s  pamphlet
“Scholarships for International Students in
Japan.” The pamphlet on PDF can be
downloaded from the JASSO’s website.

Not required
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Scholarships Application Pre-Registration

Those students wishing to apply for scholarships are required to complete the Scholarship
Applications Pre-Registration.

Your Pre-Registration remains effective for one year.

Pease note that the International Affairs Office accepts applications for the Pre-Registration

submitted only by postal mail.

[Application Period for Academic Year 2024]
Current Students: Monday, March 11 — Thursday, March 15, 2023 (must reach the Office NLT March 15)
Newly enrolled students: Monday, April 1 — Friday, April 5, 2023 (must reach the Office NLT April 5)

*The information on the application for October-enrolled students will be notified separately.

Please note that if you fail to complete the Pre-registration within the above periods, you are not

eligible to apply for one year for any scholarship which requires the Pre-registration.

For the required documents and the submission method, see the website of the International Affairs

Office. https://www.ic.tmu.ac.jp/english/study abroad/scholarship preregistration.html

Information on Scholarships

Information on scholarships delivered to the university is sent by e-mail to those students who have
completed the Pre-Registration.

It is also posted on_the website of the International Affairs Office.

Scholarships | TMU International Center International Affairs Office

Notes on Scholarship Application Procedures

A)  When you apply for scholarships for international students, you must hold the status of
residence of “Student.”

B) To apply for scholarships requiring university recommendation, you must have completed the
Scholarships Pre-Registration, except for the Japanese Government (MEXT) Scholarship Program
(Domestic Selection).

C) Some scholarships require applicants to submit a medical certificate. Those students who have
received an annual health check-up on campus can obtain a medical certificate through the

certificate-issuing machine (regular degree students only.)
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D) Some scholarships require applicants to submit official transcripts or certificates of graduation
issued in their home countries. It is, therefore, recommended to have extra such documents
on hand. When you submit an official transcript in a language other than Japanese or English,
you must attach a Japanese translation to it.

E) Provision of false information in the application documents will result in cancellation of

recommendation or termination of scholarship.

Part-time Jobs
International students with the status of residence of “Student” can work part-time, to the extent not
affecting their studies, by obtaining the “Permission to Engage in Activity Other than Status
Qualification.”

Application for the “Permission to Engage in Activity Other than Status Qualification”

You can apply for the permission at the Regional Immigration Bureau with the
following required documents.

a. Application form (Can be downloaded from the Immigration Bureau’s website)
b. Passport

c. A copy of Resident Card (both sides)

Rules on part-time jobs and working hours
Working hours are limited to 28 hours a week during the semester and to 8 hours a day during a
long break.

Notes

a. Itis prohibited to work at adult entertainment or related businesses.

b. The “Permission to Engage in Activity Other than Status Qualification” is not required for working
part-time in research and education, such as a teaching assistant or research assistant, at an
enrolled university.

c. International students must carry their Resident Card with them at workplace.

Part-time job placement

TMU is a member of “albeit (part-time jobs) information network for students)” to facilitate

students’ part-time job search.

[Baitnet on TMU official website] https://www.aines.net/tmu

If you register, you can browse part-time job listings anytime anywhere from your PC or cell phone.

If you have any questions about using this network system, please contact the Careers Support
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Division at 042-677-1140.

A part-time job should not be overdone to the extent that it interferes with academic work. It is

important to do a reasonable part-time job, considering your abilities, aptitude and time to spare.

When you have problems about the actual job conditions which are not the same as offered, please

consult the Careers Support Division immediately.

7. Bicycle and Motor-bike Registration

Bicycles/motor-bikes must be registered for parking on campus. Commuting by

car is not allowed with some exceptions.

(1) Commuting by bicycle

a.

Where to register

Students enrolled in the Minami-Osawa campus must register the bicycle with the academic
affairs section, their faculty/department office by presenting their student ID card or research
student card (1st & 2nd-year undergraduates of the Faculty of Systems Design and 1st-year
undergraduates of the Faculty of Health Sciences should register with the Student Affairs
Division in the Student Support Center.)

Entry permit sticker

On completion of the registration, you will receive an entry permit sticker attaching to your
bicycle. All unregistered bicycles, or bicycles without the entry permit sticker, parked on the
campus should be removed. Bicycles must be parked only within the designated parking area so

as not to stand in the way of emergency evacuation routes.

(2) Commuting by motor-bike

a.

Where to register

Register your motor-bike with the Student Affairs Division, Student Support Center, when
entering the Minami-Osawa Campus.

Parking permit certificate and entry permit sticker

Affix an entry permit sticker onto the rear tire cover or mudguard of your motor-bike.
Unregistered bicycles/motor-bikes are not allowed to enter the campus.
Eligible Students

Those who live in an area of 1 kilometer or more away from the Minami-Osawa campus in a

straight line.
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Commuting by car
Commuting by car is not allowed. Exceptions are granted only for students with a compelling reason,

such as physically weak or challenged. For inquiries, contact the Student Affairs Division.

How to Use TMU Temporary Day-Care Facility

In an effort to support students and staff of TMU, TMU has set up a temporary day care facility,
called “Toritsudai Kids” near the Minami-Osawa campus. They accept 57-day old babies to 6-year old
children.

If you want to use this day care service, you need to resister. For details, contact the Diversity

Promotion Office or view the following URL.
https://diversity.fpark.tmu.ac.jp/

Contact: TMU Diversity Promotion Office (location: 1% F, Minami-Osawa Campus, Main Library)
Tel: 042-677-1337 (direct), 2571(ext.)
Fax: 042-677-1355

When an earthquake occurs
Japan is prone to natural disasters. Earthquakes can occur very frequently at different magnitudes
and places. It is very difficult to predict when and where it will occur, but easy to imagine that it takes
a very long time to recover. Please keep the following measures all the time in mind; your steady
action in an actual earthquake may protect your life.

Daily tips for earthquakes

+ Stock up on some water and food, a flashlight, butteries and other items you need.

+ Anchor heavy and tall furniture to the wall or floor to prevent them from turning over.

*+ Check the evacuation sites and routes of the apartment, campus and community.
What you should do when an earthquake occurs

« If you are inside the building, duck yourself under the sturdy table.

+ Do not panic, do not rush out of the building.

* Open a door and a window to secure the exit.

+ Extinguish flames if you are using the stove or kitchen stove.

+ Stay out of the large furniture when you are in the room, and easy-to-topple objects such as walls

and vending machines when you are outside.
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V. Health Services

Medical Expenses

National Health Insurance (NHI) %

The National Health Insurance is a medical insurance program designed for enabling people to
receive medical treatment for injury or illness at a medical facility without financial worries, by
sharing medical expenses with the Government, municipal governments and insured persons.
International students as well as Japanese citizens are required to enroll in NHI, which is managed by
local municipal governments. The insured person only needs to pay 30% of the total medical

expenses; this will considerably ease the patient’s financial burden.

How to enroll in NHI
You must submit an application for enrollment in NHI at the local ward office or city office where you

have completed your basic resident registration.

Insurance Premium

The annual premium costs around ¥10,000 in the case of an international student with no income
during the previous calendar year in Japan. Scholarships are not considered as income. The insurance
premium is determined based on income of the previous year in Japan, therefore international

students must declare their annual income at the time of enrollment or renewal of NHI.

When you have moved to another municipality

Please return your NHI card when you submit your move-out notification at the previous municipal
office, and you will have a new NHI card when you submit your move-in notification at the new
municipal office. If you fail this renewal procedure, you cannot receive the coverage of the National

Health Insurance for medical treatments.

Insurances

Personal Accident Insurance for Students Pursuing Education and Research (Gakkensai) & Liability

Insurance for Student Pursuing Education and Research (Gakkenbai)

(1)

What is Gakkensai ?
This insurance covers the medical expenses incurred for treatment of physical injury due to an

unexpected accident when engaging in educational or research activities of TMU.
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What is Gakkenbai?

This insurance provides indemnity for legal liability to pay compensation for personal injury or
property damage sustained by a third party which resulted from the policyholder’s (student’s) fault
when doing his/her coursework, participating in a university event, or traveling for these activities

inside and outside Japan.

(Premiums)
One year -------- ¥1,340 (¥1,000 for Gakkensai, ¥340 for Gakkenbai)
Two years-------- ¥2,430 (¥1,750 for Gakkensai, ¥680 for Gakkenbai)

Three years------ ¥3,620 (¥2,600 for Gakkensai, ¥1,020 for Gakkenbai)

Four years------- ¥4,660 (¥3,300 for Gakkensai, ¥1,360 for Gakkenbai)
Students are encouraged to buy the insurances, which provide outstanding coverage at reasonable
premiums. Research students are also eligible to apply. Applications are accepted at the Student

Affairs Division at any time.
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VI. Advising & Counseling Services

The International Student Advising Staff provides consultation for international students with troubles or

concerns over interpersonal relationship, daily life, health (physical and mental) care, visa and others.

Please do not hesitate to consult with us about anything that you may be facing in your daily life and any

other worries.

1.

2. Other Counseling Rooms

International Student Advising Office

This is the advising office for international students, tutors who support international students,
laboratory staff and anyone who is associated with international students. For consultation days and
hours, see the International Center Website below. Advance appointments are recommended.

5 E

$% Japanese and English are available.

http://www.ic.tmu.ac.jp/english/study abroad/advisoryoffice.html

Campus Place

Minami-Osawa Room 210, 2F, International House
Phone number: 5752 (ext.)

For more information, please visit the International Student Advising
Hino Office of the International Centre website.

For more information, please visit the International Student Advising
Arakawa Office of the International Centre website.

face.

(1) Student Counseling Room (Counseling available only in Japanese)
The professional psychology counselors conduct the face to face consultation for interpersonal
relationships, personality features, adjustment disorder and other various troubles occurring in
every aspect of campus life.
Please make an appointment prior to the consultation.
Appointment acceptance hours: 10:00 — 17:00, Monday — Friday
Counseling hours:  10:00 —17:30, Monday — Friday
Place: Student Counselling Room Reception, 2F, Bldg.7
Tel: 2121(ext.) /042-677-2376 (direct line)

(2) Career Support Division (Career counseling & events)

The professional career counselors provide the career counseling services (on career
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development, job placement, etc.) for students. The Career Support Division offers career
support events for international students who wish to have a job in Japan and distributes the
“Career Guidebook” useful for job-search.

It is also possible for the students to contact and have an opportunity to visit university
graduates working at the company you are aiming at through the Division.

Various reference materials students can read have been kept at the annexed Career Reference
Room. *Please refer to the Career Support Division website for the latest information.

So, visit the Career Support Division and utilize our service at any time!

Career counselling:
(D Counseling hours: Monday — Friday (appointment necessary,

first-come-first-served basis)

@ How to apply: please see the Career Support Division website:

https://career.tmu.ac.jp/for students/soudan.html

@ Counselling method: Please always check the counseling method (or the place in the case
of in-person counseling) at the time of booking.
Changes cannot be made after the booking has been made.
For details, please check the Career Support Division website.
Oln-person: Minami Osawa Campus: Career Support Division, Building No. 7, 1F
Hino Campus: Building 2, 1F, Employment Reference Room
Arakawa Campus: Library Building, 1F, Career Counselling Room

OOnline: Microsoft Teams (Online conference system)

Events for international students who wish to have a job in Japan (Date of the event):
- Job-search guidance (April, Oct.)
- Entry sheet writing course (Oct. - Nov.)
- Job interview preparation course (Oct. - Nov.)
- Industry research seminars (May - Oct.)
- Corporate research seminars/On-campus corporate information sessions (Feb.-Mar.).
*Other events for international students are also held in May and November.

Please refer to the Career Support Division website for details.

Contact:
The Career Support Division
Tel.: 042-677-1140

Mail: tmu-career@jmj.tmu.ac.jp

Website: https://careertmu.ac.jp/
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Career Support employment (Employment Reference Room).
Division, 8:30-17:15
Building No. 7, 1F - Career support events (e.g. courses for

- Career counselling (e.g. career and employment
counsel |l ing)

- Browse materials related to internships and

international students)

= Internship applications

« Information on part-time work, etc.

(3)

Health Support Center for Students (Japanese only)
The Health Support Center for Students supports students in living a meaningful

student life in a sound mind and a sound body. The main support services include

the first aid, health consultation and providing information of hospitals in the

Minami-Osawa area. Oral medication is not administered.

1. Office Hours : Monday — Friday, 9:00-17:00

2. Place: 1F Bldg.7

3.Tel: 042-677-2374 (direct line)

4. Health consultation
Health consultation with a medical doctor is provided for students regularly. Please check
the consultation schedule on the website before you visit the Center.

5. Annual health checkup
TMU conducts a health checkup twice a year, in April — June and in October (October-enrolled
students only). Be sure to receive it.

Please check the schedule on the website or on the bulletin board.

Note: This service is available only for regular degree students; Exchange students/research

students are not eligible.
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VII. Status of Residence

Under the current residency management system, you are required to notify of any changes in the

following matters to the Immigration Bureau and a city/ward office. Failure to notify within a

designated period of time may result in punitive actions including penalties. There is no excuse for

ignorance. It is your responsibility to collect information necessary for staying legally in Japan.

1.

(1)

()

(3)

Matters to be reported to the municipal office of your residence

Initial registration

All foreign nationals entering Japan for the first time receiving a resident card are required to
register their address at the municipal office of their residence within 14 days of fixing an
address in Japan. This applies to those who have a passport stamped "A resident card will be
issued later." Registration forms, which differ from municipality to municipality, are available
at the city/ward office. To register your address, you need to show your passport and resident

card at the city/word office.

When you move out

When you move into another city/town in Japan, you must submit two forms: Move-out form
and Move-in form. The move-out form is submitted to the municipal office of the city/ward
you move out to notify that you are no longer a resident of the city/ward. The form can be
accepted 14 days before you move out. The move-in form is submitted to the municipal office
of the city/ward you move in to notify that you are a resident of that city/ward. The form must
be submitted within 14 days of moving in.

Even you move to another place within the same city/ward, you are required to submit a
change of address form within 14 days of moving in. The forms are different from municipality
to municipality, and obtainable from the city/town office. When registering the change of

address, you need to show your Resident Card and National Health Insurance Card.

Social Security and Tax Number System

The Social Security and Tax Numbers (Individual Number, nicknamed “My Number”) are
12-digit individual numbers for all the individuals who have a registered residence in Japan,
which implemented starting from October in 2015. Each individual needs this Number for
administrative services related to social security, taxation, disaster response, etc. For
example, you students are required to give your Individual Number to your part-time employer,

and to your university at the time of scholarship application.
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After submission of a report of move-in to the municipal hall, an Individual Number will be
automatically issued, and a notification card of the Individual Number will be sent to your
residence. After you have received your Individual Number, if you apply for an Individual
Number Card, which can be used for confirmation of identity and public assistance services,
you will be issued one. This Individual Number Card is voluntary, not mandatory, but it will
be better to have one if you are thinking about seeking for employment in Japan.

For further information and inquiry, visit the following website or call the Call Center.

Japanese Government’s Public Relations Office Website:

http://www.cas.go.jp/jp/seisaku/bangoseido

Call Center for the Social Security and Tax Number System: (for foreigners; English, Chinese, Spanish
and Portuguese service available)
For Social Security and Tax Number System: 0120-0178-26 (toll free)
For notification card & Individual Number Card: 0120-0178-27 (toll free)

When you return to your country
You are also required to submit a moving-out form when returning home. If you fail to submit
the form you might be charged the National Health Insurance premiums or other taxes even

after you have left Japan. Soon after your departure date is determined, you must submit the

move-out form along with a document showing the departure date, such as purchased air

tickets or E-tickets, to the municipal office of your residence. The form, differing from

municipality to municipality, is available at your city/ward office. When submitting the

move-out form, you need to show your resident card and National Health Insurance card.

Matters to be reported to the Immigration Bureau

Change of name or nationality
When you change your name, nationality and/or other personal details due to marriage, etc.,

you must file the change to the Immigration Bureau within 14 days of the change.

Application for re-issuance of resident card
In case your resident card is lost or stolen, you must report it to the Immigration Bureau within
14 days of discovering the loss. Also, if your resident card is severely damaged or defaced, you

must apply for reissuance at a Regional Immigration Bureau as soon as possible.

Transferring /Withdrawal from university, Leave of absence

Students who had received the permission for landing, change of status of residence, or
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extension of period of stay on and after July 9, 2012 must submit a notification to the
Immigration Bureau within 14 days of the date of removal from the university register for the
reasons of graduation, course completion, withdrawal, leave of absence, or transfer or
enrollment into another university.

* Failure to notify will result in punitive actions.

(Note) Your status of residence during a leave of absence

Your status of residence as  “Student” becomes invalid when you take a leave of absence.

Extension of Period of Stay

Period of status of residence

The status of residence of “student” is valid for any one of 3 months, 6 months, 1 year, 1 year
and 3 months, 2 years, 2 years and 3 months, 3 years, 3 years and 3 months, 4 years, or 4 years
and 3 months periods. Applications for extension of period of stay should be submitted 2
weeks prior to the expiration date at the latest. Applications are accepted 3 months prior to
the expiry date.

Required documents for extension of period of stay

The documents required for extension of period of stay for the status of residence of “student”
are listed below.

(a) Completed application form for extension of period of stay (5 pages)

(Forms are obtainable from the website of the Ministry of Justice of Japan.)

Note: Two out of the five pages are the “Application Form for Organization.” These two
pages must be entered by the International Affairs Office. The Office will fill out the
forms upon your request.

(b) 11D photo (3cm x 4cm)

(c) Passport

(d) Resident card

(e) Certificate of enrollment (undergraduate & graduate students)/Certificate of engaging in
research work (research students)

(f) University transcript (undergraduate & graduate students)/Certificate of enrollment/grades
in Japanese language school (research students)

(g) Evidence of financial capability (financial situation): e.g., a copy of a bank book, certificate
of scholarship recipient, etc.

(h) Application fee of ¥ 4,000

Note: An applicant who proceeds to an upper program at the same university must submit
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the following additional documents.

(i) A copy of the “Letter of Acceptance” and a copy of the “Admission Fee Payment
Notice” (prospective undergraduate and graduate students)

(j) Offer Letter by the University as a research student (prospective research students)
Note: Additional documents other than those listed above may be required.

(e.g., a letter of recommendation by the academic supervisor)

(3) Reminders when applying for extension of period of stay
(a)Any document written in a foreign language must be attached with a
Japanese translation.
(b) Any Japanese certificates are valid for three months from the date of issuance.
(c) It is recommendable that you submit application for extension of the period of stay
together with the application for the Permission to Engage in Activity Other than Status
Qualification. The expiry date of the Permission to Engage in Activity Other than Status

Qualification is the same as the expiry date of “Status of Residence”.

(4) Renewal of National Health Insurance Card
After you apply for extension of period of stay, you need to renew your national health

insurance card. Please bring the new residence card and visit the municipal office.

(5) Notifying to the University
When you acquire a new Residence Card, read carefully Notes, access to the following Web
system, and upload the copies of both sides of your new Residence Card (data by jpeg or pdf)
without fail.

https://www.ic.tmu.ac.jp/english/study abroad/immigration.html

4. Notification of Temporary Return to Home Country and Travel Abroad

(1) Re-entry Permit
In principle, foreign nationals having a valid passport and resident card (alien registration
card) are not required to apply for a re-entry permit at the time of departure from Japan on
the condition that they re-enter Japan within one year of their departure for continuing their
permitted activities. (This is called a special re-entry permit.) Be sure to present your valid
passport and resident card at departure. Foreign nationals who have departed from Japan
on a special re-entry permit will not be able to extend that permitted period while abroad.

Please note that foreign nationals who fail to re-enter Japan within 1 year of their departure
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shall lose their resident status.
Note: In a case where your permitted period of stay expires within 1 year of departure, be

sure to return to Japan prior to the expiration date.

(2) Notifying to the University
If you have a plan to travel overseas or visit your home country, you must notify your
academic supervisor of your travel and submit a “Form of Temporary Return to Home
Country and Travel Abroad” to the International Affairs Office. When you re-enter to Japan,
you must also notify your return to your academic supervisor and_the International Affairs

Office.

5. Main branch offices of Immigration Services Bureau of Japan

(1) Tokyo Regional Immigration Services Bureau, Tachikawa Branch Office

https://www.moj.go.jp/isa/about/region/tokyo/index.html

(2) Yokohama District Immigration Office, Kawasaki Branch Office

https://www.moj.go.jp/isa/about/region/yvokohama/?hl=en
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VIII.

1. Counseling and Information Services
(1) Counseling Services for International Students

Counseling services provided by non-governmental organizations

Reference Materials

Name of Organization

Address (Nearest Station)

Telephone

Counseling Hours

Shinjuku Multicultural Plaza

T 160-0021
Haijia 11F

Kabuki-cho 2-44-1, Shinjuku-ku, Tokyo
7-min walk from (JR) Shinjuku Station

03-5291-5171

Mon - Fri (Closed: 2nd & 4th Wed,
holidays, year-end and New Year’s
holidays)

9:00-21:00

Note: Available languages differ
from day to day. Contact for
details.

*Consulting Service for
International students :
10:00-12:00 13:00-17:00
(telephone consultation is also

available.)

(2) Counseling Services on Daily Life (Tokyo Metropolitan Government)

Foreign nationals living in Japan may face not only language problems but also various difficulties in

everyday life due to differences in law, culture, custom and social system between Japan and their own

countries. The Tokyo Metropolitan Government (TMG) has established a “Foreign Residents’ Advisory

Center” for assisting foreign nationals in solving their problem:s.

*Mainly covered issues:

medical services, education, employment, daily life problems, etc.

*You will be also referred to consumer affairs counseling offices if you have problems about

outrageous claims (e.g. billing fraud), rent contract of an apartment, sales contract, and so on.

Ward/City Language Day Hours Telephone Nearest Station
TOKYO English Mon - Fri 03-5320-7744 | Shinjuku St. or Tochomae St.
3F, North side of TMG No.1
Bldg.

(Foreign Residents’ Chinese Tue & Fri 9:30-12:00 | 03-5320-7766
Advisory Center) 13:00-17:00
Hangul Wed 03-5320-7700
Arakawa Ward English Contact for 8:30-17:15 03-3802-3111 | From JR Mikawasima St. by
Arakawa Ward Office Chinese details. bus/train to Arakawa Ward Office
Hangul (Shiyakusho-mae)
Hino City Various languages | Mon — Fri 8:45-17:00 042-843-4044 | 8 min-walk from JR Toyoda Sta.
2F, Tamadaira no mori | With translation (Reserve by (heiwa@city.h
fureai kan machines phone or ino.lg.jp)

email)
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Hachioii City English, Chinese, Mon - Sat 10:00-17:00 042-642-7091 | 1 min-walk from JR Hachioji Sta.
11F, Hachioji Square Bldg. Hangul, Tagalog North Exit
(Hachioji etc.
International Association) For details, visit
the website
http://hia855.com
/supportdesk/
(3) Other Professional Counseling Offices
. . . Counselin ]
Counseling Service Office Language Day Hours g Telephone Nearest Station
English Bus from JR
igrati i Chinese 0570-013-904 Shinagawa Sta. or
Immigration Inform.atlor? . Mon - Fri 8:30-17:15 Ay g
Center, Tokyo (Immigration Spanish (‘Navi-dial’) or Tennozu Isle Sta.
Bureau of Japan) Hangul 03-5796-7112 by Monorail/
etc. Rinkai Line
Foreign Residents Support Center 1 min-walk from
(FRESC) Visit the JR Yotsuya sta. or
D . . 0570-011-000 .
(Immigration Bureau of Japan) website  for | Mon - Fri 9:00-17:00 (‘Navi-dial) 3 min-walk from
avi-dia
https://www.moj.go.jp/isa/support/ | the details Tokyo Metro
fresc/fresc 2.html?hl=en Yotsuya Sta.
Tokyo English Life Line (TELL) English Mon —Thu 9:00 - 23:00 Telephone *
. 03-5774-0992 .
Fri- Sun 9:00 - 2:00 Online
. . English 03-5272-0303
Tokyo Metropolitan Medical ) throughout .
L . Chinese 24hours Inquiries about
Institution Information . the year o
. ] Spanish medical institutions Telephone
(Himawari) . .
. . Thai consultation only
https://www.himawari.metro.tokyo. 03-5385-8181
- - Hangul throughout . .
ip/aq13/qgport/tomintop/ 9:00 — 20:00 Available In foreign
the year
languages

2. International Airport Contacts

Tokyo International Airport (Haneda) Telephone Center
New Tokyo International Airport (Narita) Information

3. In Emergencies

Emergency Call (24/7/365 service)

® Police

® Fire Department
® Ambulance
[ J

110
119
119

Tokyo Municipal Fire Department Telephone Service

(Information & referral on evenings and holidays emergency clinics)
03-3212-2323
042-521-2323
....... #7119

23 wards

Tama diStriCtS....cccveeeerreeerrenrenseneesseeesssenessneens

Cell phone/PHS/push-button phone

.
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When relocating or returning to home country

2 Please complete the following procedures without fail before leaving Japan. And after that, tick the box.

< University >

[0 Return all the books you have borrowed from the libraries.

O Cancel your Co-op membership (if applicable.)

[0 Return your student ID card to the academic affairs office of your faculty/graduate school.

< Outside University >

1. Termination of housing agreement

[0 Inform the landlord/real estate agency of your intended date of move-out at least more than 1 month before
departing from Japan.

Note: If you inform on short notice, you may be charged for the rent for the next month.

O Cleanthe room and restore it as it was when you moved in. At the move-out inspection, you may be charged
for repair/replacement costs depending on the state of the room (if stained, broken) and the costs will be
deducted from your security deposit; if the state is extremely deteriorated, you may be charged more than the
security deposit.

2. Disposal of Bulky Unwanted Items

O For disposal of bulky items including beds and other furniture, contact the city/ward office.

[0 City/ward offices do not undertake the waste of electronic items such as TVs, ACs, refrigerators, washing
machines and PCs because of the Electronic Appliance Law. Contact the consumer electronics stores from
which you bought the item, recycling member stores or relevant makers.

If you cannot identify the store, contact the recycling center (phone: 03-5296-7200.) You need to pay a shipping
fee besides the mandatory recycling fee.

3. Cancellation of Utilities Services and Settlement of Bills

O Electricity

O Gas

O Sewer/Water
Please contact the branch office or service center of the utilities companies several days before you move out.
(Contact information is printed on the bills. According to the instructions provided, cancel the services and
settle the bills.

4 . Settlement of Phone Bills

O Cancellation of the mobile phone contract
Cancel at a branch store of your telecommunications carrier.

[0 Cancelation of the Internet connection and/or landline contracts

5. Cancellation of bank accounts and credit cards

[0 Cancellation of bank accounts
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When relocating or returning to home country

Request cancellation at the bank/post office.
For the utilities, mobile phone bills, the Internet fees and others which are deducted from your bank account,
make sure that you have settled all the bills before closing the account.
[ What to bring]
* Identity documentation such as your resident card or passport
* The name seal (hanko) which you used to open the account
* bankbook
[0 Cancellation of Credit Cards
Cancel the credit cards you obtained in Japan, before departing from Japan. For inquiry, contact the number

printed on the back of the credit card.

6. Procedures at City/Ward Office, Post Office
O Notification of Move-Out
Submit a Notification of Move-Out at the city/ward office of your residence when you have finalized the
departure date. If you fail this procedure, the local taxes will be imposed on you even after departure from
Japan.
[ What to bring]
@Passport @Residence Card
(3)National Health Insurance Card  (4)National Pension Book (if applicable) (5)Name seal
[0 National Health Insurance Premiums
You need to adjust excesses/shortfalls of the premiums you paid under the National Health Insurance Program
before departure from Japan. For this procedure, visit the national health insurance section of the city/word
office of your residence. The expiry date will be reset to the date of your departure, so that you can use the
insurance up to the date of departure.
O Disenroliment in National Health Insurance Program (if applicable)
Apply at the national health insurance section of the city/ward office of your residence.
[0 Request for mail forwarding service
Request mail forwarding service at the post office a week or so before departure from Japan; however, not

available to be forwarded outside Japan.)

7. At departure from Japan

0 Return of Your Resident Card
If you depart from Japan without intent to come back soon, you must return your Resident Card. All you have
to do is to hand over the resident card to the immigration officer at the air/sea port from which you are
departing. To enter Japan soon again for your degree conferment, for instance, please apply for a Special Re-
Entry when departing from Japan. However, the period of stay is not the period as printed on the resident card,
but the last date of the month in which you will graduate from this university. This university submits a list of
graduates/graduate candidates to the Immigration Bureau.
To stay longer than the date aforesaid, change your status of residence to another one or return to the home

country immediately.
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