Contract-type Internships

AY 2026 Fall Semester Cour se Registration Handbook for Contract-type Inter nships

Internships at APU may be registered as academic courses, as they contribute to students academic
learning and career development. Students who wish to earn academic credit must apply for Course
Registration at the time of applying for their Contract-type Internship.

This handbook outlines the procedures, requirements, and policies for registering a Contract-type

Internship as an academic course and earning credits.

Implementation period for the AY 2026 Summer Contract-type | nternships

August 7 — September 20, 2026.

I.  Typesof Internship Courses, Outline and Application Requirements

APU offers the following four internship courses. Please carefully review the outline and application
requirements for each course before submitting your course registration.

1. Typesof Internship Coursesand Requirements

Common ST Major APM Major GSM
Subject Field Liberal Arts Education Education Experiential
Subject Subject Subject Learning
Subject Name Internship Speciali z.ed Busi negs Internship
Internship Internship
Subject Code 021195 038342 037249 062119
Course Language Japanese / English JT;:;ZE/ Japanese / English English
Course Contract-type O O O O
Availability Independently- 9 0 0 0O
arranged
Eligible College/Graduate APS/APM/ST ST APM GSM
School
Cannot register in final semester
(2023 curriculum) 1% to 3" semester
Must bein 2 - 19 semester
semester or above students can
Mustbein2 | Must be in 2| & thetime of apply, but if
Semesters of enrollment semester or above | semester or above application. their GPA at the
at the time of a the time of | (2017 curriculum) end of their 1%
application. application. Must bein 4" semester is
semester or above below 2.75 the
at thetime of application will
application. cancelled.
Students must have regular student status during 1) the semester of application, 2) the
semester in which the internship conducted, and 3) the semester following the
Enrollment status completion of the internship (course registration semester)
N.B. If you will be on academic leave, suspended, or on study abroad during any of 1)
—3), you will not be eligible to register for courses or receive grades. If a suspended
student’ s period of suspension ends before their application, they may apply.
- Cumulative GPA
of 2.00+
- Must have
GPA Cumulative GPA Cumulative gogqultﬁsdlg A%ﬁ Cumulative GPA
of 2.00+ GPA of 2.00+ required courses, of 2.75+
- One of the above
6 courses must be
“Fundamental
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Contract-type Internships

Common ST Major APM Major GSM
Subject Field Liberal Arts Education Education Experiential
Subject Subject Subject Learning
Mathematics” or
“Advanced
Mathematics’.
M.m' reqw.red no. of 40 hours 80 hours
internship hours
e @i 2 credits (40 — 129 hours) 2 credits (80— 159 ours)
4 credits (130 hours or more) 4 credits (160 hours or more)
Grading P/IF
Others Credits are not included in the maximum number of credits per semester.
al Pre In-person On-demand class On-demand class On-demand class
Post In-person In-person In-person In-person
EN Internship m Business Internship Internship
Syllabus ETIp . . .
ko m—p | BRI =D | EIRRAII=D
JP A99=2020vT Sy Sy N/A
2. Syllabus

Please be sure to check the syllabus for details for each course.

3. Pre- & Pogt-classes
Pre-classes/on-demand classes will be held prior to the internship and post-classes in the semester
following the completion of the internship. Please check the schedule here.

4. Rulefor cancellation of Internship courses
Asarule, if lessthan 5 students register for “ 021195 Internship” (Common Liberal Arts Subject) offered
in either Japanese or English, the course will be cancelled.

5. Number of internship coursesthat can beregistered for in one semester (Under graduate only)
Undergraduate students may register for only one internship course* per semester, regardless of the type
of internship (contract-type or independently arranged).
*Refersto“ Common Liberal ArtsInternship”, “ ST Specialized Internship”, or “APM Business Internship”.

6. Maximum number of credits counted toward graduation

Common Liberal ArtsInternship | No limit

. 3T g A total of up to 8 credits can count toward the 124
L gl . iTP'\SAp ;:3:1222 : g,ggi:p needed for graduation. Credits which exceed this limit
P will not count toward graduation.

A total of up to 4 credits can count toward the 44
Graduate school | GSM Experiential Learning needed for graduation. Credits which exceed this limit
will not count toward graduation.

[I. Internship Language and Cour se Language
1. Undergraduate Courses
® The course language is determined by the language used at the internship.
® Refer to the table below to confirm the language used at your internship and identify the appropriate
course language.
®  [or Japanese-basis domestic students, enrolling in an English internship course will count toward the
opposite language credit requirement.
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https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQYMA0/202612553?language=en_US
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQWMA0/202612549?language=en_US
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQWMA0/202612549?language=en_US
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQSMA0/202612545?language=en_US
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQVMA0/202671440?language=en_US
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQZMA0/202612555?language=ja
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQOMA0/202612539?language=ja
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQOMA0/202612539?language=ja
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQQMA0/202612543?language=ja
https://syllabus.apu.ac.jp/syllabus/s/a-syllabus/a0ZQ8000005JnQQMA0/202612543?language=ja
https://en.apu.ac.jp/careers/internship_guide/about_cr/#sec03

Contract-type Internships

The course language cannot be changed after the application has been submitted.

® |f the course language does not match the language used at your internship, you will not be eligible
to register for the course.

®  Students who apply for multiple internships and whose internship language may vary depending on

screening results must attend both Japanese and English classes until the internship they will register

for has been finalized.

: Course .
Internship language Japanese English
lanaquaoe
Japanese @) X
English X O
Other X O

2. Graduate Courses
Since graduate courses are offered only in English, internship course registration is permitted only if the
internship is conducted in English.

[11. Course Registration

Studentswho want to register for an internship course and receive creditsfor their Contract-type Internship
must state their intent to do so when applying for their Contract-type Internship. Please note that you cannot
apply for course registration after submitting your Contract-type I nternship application.

Course registration and grading will take place in the semester following the semester following the

completion of the internship. The course registration timing for AY 2026 Summer Contract-type Internships
is 2" Quarter of AY 2026 Fall Semester.

Overall Schedule
Post-
N internship Course
Apg(lalr(i:gtc;on Screening | Pre-class | Internship | Post-class documents registration/
(submission Grading
required)
AY 2026 Fall
| Summer May June Jul Aug-Sep Oct Mid-Oct semester, 2"
nternships Quarter
2"d Quarter
Winter of the Spring
Internshios Oct-Nov Dec. Jan Feb-Mar Apr Mid-Apr Semester
P following the
internship
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Contract-type Internships

IV. Application Procedure/Flow:
1. Beforethelnternship

Submission of v' Submit your “Course Registration” when applying for Contract-type

course Internships (check the Contract-type Internships | Ritsumeikan Asia Pacific
registration University).

Submission deadline: 10:00 am on June 1, 2026

Important Notes:

- Please submit your Contract-type Internship application and course registration
application using the same form. If you do not register for the course at the time of the
Contract-type Internship application, you will not be given another opportunity to
apply for registration for that internship course.

- Students applying for multiple internships must submit a separate course registration
application for each company. If the screening results for the first company are still
pending when applying to a second company, you may proceed with course registration
for the second internship. However, if you are accepted by both companies, you must
choose only one course.

- Until the final screening results are announced and your internship course registration
is determined, you are required to either attend the pre-classes or view the on-demand
classes for all courses you applied for.

- If you submit course registration applications for internships conducted in both
Japanese and English, you must attend pre-classes in both languages until the screening
results are finalized.

Pre-class v' Attend the mandatory pre-classes or view the on-demand classes.
(mandatory) | v* Submit any assigned coursework by the designated deadlines.
Business v' Complete the mandatory business manners course.
Manners v/ Submit any assigned coursework by the designated deadlines.
Course
(mandatory)
Purchase Purchase the university designated insurance as directed by the Student Office.
insurance
(mandatory) Type of insuranc
Internshipsin | - Internship/teaching qualification activity liability insurance (AKA Intern
Japan Insurance)
[Japanese name: 1 VY — Iy 7 - BB ER TS EREESTTRR
(#1259 —VEE)]
Overseas + Internship/teaching qualification activity liability insurance (AKA Intern
internship Insurance)

[Japanese name: 15—y 7 - BB EHERESTRR
(BEFR 15— BE)]

+ Tokio Marine & Nichido Fire Insurance Co., Lid. Overseas Travel
Insurance

[Japanese Name: BREUE_EREIN KRR BIAMRITIRIR]
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https://en.apu.ac.jp/careers/internship_guide/contract_type/
https://en.apu.ac.jp/careers/internship_guide/contract_type/
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2. After thelnternship

Post class v' Attend post-classes (held at the beginning of AY 2026 Fall Semester)
(in-person) v/ Submit any assigned coursework by the designated deadlines.
(mandatory)

Documentsto
be submitted
(mandatory)

In addition to the course assignments, you must submit the following post-internship
documents to the Student Office.

Document list (document templates will be provided on Moodl€)
a | Career Check Sheet (Excel)
b | Internship Log (Excel)
c | Internship Supervisor Evaluation Sheet

Submission deadline: 16:30 on October 9, 2026
Where to submit: Moodle

v A“F" Gradewill beissued if documents are not submitted by the due date.
v' Submissions after the deadline are not accepted for any reason

Course
registration/
Grading

The university will register the course on your behalf based on your internship
course registration.

Course registration will be completed after the Course Drop Period 2 of the
AY 2026 Fall semester (the semester following the completion of the internship).
Grades will be assigned in the same manner as other courses, and will be
announced when grades are released for the semester in which the course is
registered. (Course registration in Spring semester: early Sep / Course registration
in Fall semester: Early March)

Students must confirm their course registration via Campus Web.

V. Releaseof Grades/ Gradelnquiries

The internship course will be registered and graded as a course in the second quarter of AY 2026 Fall
Semester (the semester during which the post-classes are held). Grade inquiries should be made during the
"Grade Inquiry Period" set for the AY 2026 Fall Semester.

V1. Precautions

1. Cancellation and Withdrawal
The course registration cannot be cancelled or changed once the application has been submitted.

1-1. Cancellation of Participation:

In the event any of the following apply, a participant’s participation in an internship course may be

cancelled even after the announcement of acceptance. In the event a participant’s participation is

cancelled, asarule, agrade of “F” will be assigned.

A) Inthe event a participant’s course participation is judged inappropriate, taking into consideration
the participant’s behavior and attendance.

B) Inthe event the participant becomes subject to disciplinary action after the announcement of the
screening results

C) Inthe event the designated overseas travel and accident insurance is not taken out, and/or in the
event that university instructions concerning the submission of documents, attendance at required
guidance sessions, etc. are not followed.

D) Intheevent of misconduct.

E) Intheevent of other violations of the participant’s duty as a student.

1-2. Withdrawal after the announcement of screening results
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Contract-type Internships

The University undertakes screening on the assumption that, at the time of application, everyone who
applies for an internships wishes to participate. Therefore, as a genera rule, withdrawal after the
announcement of screening results is not permitted. When applying, students should carefully review
the internship contents in advance and make their preparations assuming they will not withdraw.

1-3. Course registration plan

Students should thoroughly review their course registration plan and number of credits to be earned and
confirm that this plan will not cause any problemswith their course registration plan for graduation. No
specia consideration will be given in the event that problems are identified after the screening results
have been announced or that anitem listed in “Cancellation of participation” has arisen. Students should
take personal responsibility when applying to any internship course.

Note: Students wishing to participate at the same internship organization multiple times will only be
able to register a credit-bearing course with that organization once.

2. Classesand Credit Award
2-1.How Internship Hours Are Calculated
e Internship hours are calculated from the start time to the end time on each working day, including
lunch breaks.
e Working days may include weekdays and/or weekends, depending on the internship schedule.

2-2. Credit Award Based on Completed Internship Hours

Credits are awarded based on the actual completed hours.

If the final number of internship hours differs from the originally planned hours, credits will be awarded

based on the actual hours completed, as outlined below.

- Example 1: Reduced Hours
If your “Common Liberal Arts Internship” or “ST Specialized Internship” was intended to cover
130 hours or more, but actually only covered 40 to 129 hours or your “APM Business Internship”
or “GSM Experientia Learning” was intended to cover 160 hours or more, but actualy only
covered 80-159 hours.
— Two creditswill be awarded.
Example 2: Increased Hours
If your “Common Liberal Arts Internship” or “ ST Speciaized Internship” was intended to cover 40
to 129 hours, but actually only covered 130 hours or more or your “APM Business Internship” or
“GSM Experiential Learning” was intended to cover 80-159 hours, but actually only covered 160
hours or more.
— Four creditswill be awarded.

2-3.When Minimum Required Hours Are Not Met

e |f the tota completed hours are less than 40 hours for a Common Liberal Arts Internship or ST
Specialized Internship, or less than 80 hours for an APM Business Internship or GSM Experiential
Learning, the award of credits will be determined based on the reason for the shortfall.

e Creditsare not guaranteed in these cases and will be determined on individual review. If the shortfall
is due to reasons attributable to the student’s own discretion, an F grade may be awarded.

e TheUniversity will review each case individually and decide whether course registration and credit
award are approved.

2-4. Procedures for Unavoidable Absences
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If your internship hours are reduced due to unavoidable circumstances, follow the procedure

corresponding to your case below. The University will determine whether course registration is permitted.

A) Internship cancellation or temporary suspension by the host organization

e  Submit an explanatory document issued by the host organization (PDF format, signed or stamped)
viaemail.

B) Iliness/Hospitalization or Bereavement

If you must be absent due to unavoidable circumstances such as illness or bereavement and meet the

requirements stipulated in the “5. Class Absences (lliness or Bereavement)” page on the Academic

Information website, submit the following documents to the Student Office via email:

e Required official certificates listed on the handbook webpage (PDF format)

e A Report of Absence (free format)

C) Other reasons (e.g., severe weather, strikes, epidemics, etc.)

e Contact the Student Office for further instructions.

2-5.1n the event of “2-3 When Minimum Required HoursAre Not Met” or “2-4 Procedures for Unavoidable
Absences’, make sure that you contact the Student Office via email within 3 business days after the
missed class or missed internship workday. Applications submitted after the deadline will not be accepted.

3. Important Notes
International students enrolled at APU under college student visas may only be permitted to work within
the limits of their visa. Please make sure to abide by these regulations.

I. Inquiries
Advising and Career Team
Student Office

Email: career2@apu.ac.jp
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https://en.apu.ac.jp/academic/class_info/class_absences/
mailto:career2@apu.ac.jp
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