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Course Registration Handbook for Internship in AY2025

APU offers "Internships" as a regular course. Course registration for internships is based on the
application by individual students. Please note that there are requirements for course registration.
Please understand the following before applying.

0. Internships that you can register for courses
Please refer to the Career Support Homepage for a description of the different types of internships
available and how to apply.

Type of Internship

L Requirements
Application

Contract-type internships offered by the Student Office
Internships with practical training during the following periods:
AY2025 Summer break: Tue., Aug. 5, 2025 — Sat., Sep. 20, 2025
AY2025 Spring break: Wed., Feb 11, 2026 — Tue., Mar. 31, 2026

Contract-type

Internships you find and apply for on your own

NOT self-employment

NOT work performed in a student’s family-owned or family-
managed business

NOT work performed for a student-run organization

NOT work performed at, or registered to, a private, residential
address

NOT participation in a political campaign, political action committee
(PAC) or lobbying effort

NOT training activities (e.g. time spent preparing for insurance
and/or securities license exams)

NOT part time job, but official internship

Internships performed during the following periods:

1. Spring semester

2. Fall semester

3. From Spring semester to Fall semester

4. From Fall semester to Spring semester

*Last day of each semester is as follows:

Independently-
arranged

- Spring semester: Sat., Sep. 20, 2025
- Fall semester: Tue., Mar. 31, 2026



https://en.apu.ac.jp/careers/internship_guide/about_is/
https://en.apu.ac.jp/careers/internship_guide/contract_type/
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1. Types of 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 course registration.

Common ST Major APM Major GSM
Subject Field Liberal Arts Education Education Experiential
Subject Subject Subject Learning
Subject Name Internship Spemahzgd Busmes.s Internship
Internship Internship
Subject Code 021195 038342 037249 062119
Japanese / Japanese / Japanese / .
Course Language English English English English
Course |C((:ajntracotl-tytgl)e o o o o
Availability | '"@ePenaently- x o o o
arranged
Eligible College/Graduate APS/APM/ST ST APM GSM
School

Semesters for which you
can apply

Cannot register in final semester

(Only for independently-arranged internships) For
internship training over two semesters, final semester &
one semester before the final semester are also not

accepted for application.

Must be in 2nd
semester or
above at the

time of
application.

Must be in 2™
semester or
above at the

time of
application.

(2023
curriculum)
Must be in 2™
semester or
above at the
time of
application.
(2017
curriculum) Must
be in 4t
semester or
above at the
time of
application.

. 1st to 3rd
semester
- 18t semester
students can
apply, but if
their GPA at
the end of
their 15t
semester
does not meet
the
requirements,
their
application will
be rejected.

Enrollment status

Students must have regular status during 1) the semester of application, 2)
internship semester, and 3) following semester (course registration
semester) (If you will be on academic leave, suspended, or on study abroad
during any of 1) — 3), the students will not be eligible for course registration
and will not be able to register for courses or receive grades.

If a suspended student’s period of suspension ends before their application,

-One of the
above 6 courses
must be
“Fundamental

Mathematics” or

they may apply.

- Cumulative GPA
of 2.00+

* Must have
completed at
least 6 of the 12

GPA Cumulative Cumulative APM  required | Cumulative GPA
GPA of 2.00+ GPA of 2.00+ courses. of 2.75+
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“Advanced
Mathematics”.
: Min. rfequm.ad. no. of 40 hours 80 hours
internship training hours
Required no. of internship 2 credits (40 hours) 2 credits (80 hours)
training hours 4 credits (130 hours) 4 credits (160 hours)
Grading P/F
Others Credits are not included in the maximum number of credits per semester.
CLEEe Pre In-person On-demand On-demand class | On-demand class
*Pls. see syllabus for class
details. Post In-person In-person In-person In-person

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

Pre- & Post-class
Pre-classes/on-demand classes will be held prior to the practicum and post-classes after the
practicum for each course. Please check the schedule here.

Rule for cancellation of Internship courses
As a rule, if less than 5 students register for “021195 Internship” (Common Liberal Arts Subject)
offered in either Japanese or English, the course will be cancelled.

Number of internship courses that can be registered for in one semester (Undergraduate
only)

Undergraduate students may register for only one internship course* per semester, regardless of
the type of internship. (*Common Liberal Arts Internship”, “ST Specialized Internship”, or “APM
Business Internship”.)

Maximum number of credits counted toward graduation

Common Liberal Arts Internship | No limit

A total of up to 8 credits can count toward
Undergraduate - ST Specialized Internship the 124 needed for graduation. Credits

- APM Business Internship which exceed this limit will not count
toward graduation.

A total of up to 4 credits can count toward
the 44 needed for graduation. Credits
which exceed this limit will not count
toward graduation.

Graduate school | GSM Experiential Learning

2. Course Langquage

The internship language and the course language (Undergraduate only)
The course language differs based on the language used at the internship destination.
Please check the table below and the language used at your internship to determine the course
language.
If Japanese-basis domestic students register an internship course in English, the credits will
count toward the opposite language credit requirements.



https://ritsumei365-my.sharepoint.com/:f:/r/personal/nathbast_apu_ac_jp/Documents/%E3%82%A4%E3%83%B3%E3%82%BF%E3%83%BC%E3%83%B3%E3%82%B7%E3%83%83%E3%83%97%E7%A7%91%E7%9B%AE%E7%99%BB%E9%8C%B2%E9%96%A2%E9%80%A3%E8%B3%87%E6%96%99/%E9%96%A2%E9%80%A3%E8%B3%87%E6%96%99/2_%E3%82%B7%E3%83%A9%E3%83%90%E3%82%B9%20Syllabus?csf=1&web=1&e=9Juqg9
https://ritsumei365-my.sharepoint.com/:f:/r/personal/nathbast_apu_ac_jp/Documents/%E3%82%A4%E3%83%B3%E3%82%BF%E3%83%BC%E3%83%B3%E3%82%B7%E3%83%83%E3%83%97%E7%A7%91%E7%9B%AE%E7%99%BB%E9%8C%B2%E9%96%A2%E9%80%A3%E8%B3%87%E6%96%99/%E9%96%A2%E9%80%A3%E8%B3%87%E6%96%99/2_%E3%82%B7%E3%83%A9%E3%83%90%E3%82%B9%20Syllabus?csf=1&web=1&e=9Juqg9
https://en.apu.ac.jp/careers/internship_guide/about_cr/#sec03
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The course language cannot be changed after application.

If the course you applied for does not match the language used at your internship, you are not
eligible for the course registration.

(Contract-type internship only) If students have applied for more than one internship and the
internship language changes depending on the results of the screening process, please attend
both Japanese and English classes until the internship for which you wish to register has been
decided.

Course
Internship language Japanese course English course
lanauaae
Japanese @) X
English X O
Other X O

3. Course Registration
Course registration process varies depending on the type of internship application (contract-
type internship / independently-arranged internship)
However, regardless of the type of internship application (contract-type internship /
independently-arranged internship), the course registration application must be made prior to
the start of the internship.
Also, regardless of the type of internship application (contract-type internship / independently-
arranged internship), course registration and assignment of grades will be in the semester
following the semester in which the internship training is completed.

Overall Schedule

Type of internship application: Contract-type
Documents
Documents :
required to requtl)reed to Course
be Screening | Pre-class | Internship | Post-class e Do registration/
submitted in Tier Grading
advance. internship
Following
semester
after the
Oct-Nov Oct-Jan Jan Feb-Mar Apr-May End Apr internship
(Spring
semester)
Following
semester
Apr-June Apr-Jul Jul Aug-Sep Oct End Oct ir?{(ta?:]é?l?p
(Fall
semester)
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Type of internship application: Independently-arranged

Documents
Documents required to
required to Screening Pre-class Internship Post-class e regcizgturgsti%n/
be submitted submitted :
in advance. after el
internship
Following
semester
Last week of Spring after the
Feb—End Jul semester Oct End Oct internship
(Fall
semester)
Following
semester
Last week of Fall after the
Aug-End Jan As soon semester Apr-May End Apr internship
as On- (Spring
. demand semester)
submissio class Following
ns are viewing From semester
Last week of | "eceived. sesr%relg?er Apr-Ma End Apr after the
Feb—End Jul P y P internship
to fall (Spring
semester semester)
Following
From fall semester
Last week of semester after the
Aug-End Jan to spring Oct End Oct internship
semester (Fall
semester)
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Application Procedure/Flow:
For “Contract-type internship”

Before Internship Apply for contract-type internship through the Student Office
internship | application
Submission of Submit “Course Registration” when applying for Contract-type
course internship via the application survey listed in the company's
registration application guidelines (check the Host Institution List on the Career
Support website).
Submission due:
- Internship period: AY2025 Summer (Course registration AY2025 Fall)
Submission due: closed
- Internship period: AY2025 Spring (Course registration AY2026 Spring)
Submission due:
18t Round of Application: 2025/10/22 (Wed) 14:00 JST
2" Round of Application: 2025/11/30 (Sun) 14:00 JST

[Note]

- Please apply for the contract-type internship and the course
registration through the same form. If you do not submit course
registration along with the contract-type internship application, you
will not receive another chance to apply for course registration for that
internship.

- If you have applied for two contract-type internships and have not yet
received the screening result at the time of your course registration
application (i.e. you have not yet decided which internship you will
register for), you must submit both course registration applications
(two submissions are required). If two course registrations are in both
Japanese and English, you will be required to attend pre-class in both
languages until the screening results becomes available.

Pre-class Attend pre-classes or view on-demand class

Submit assignments by due date if assigned.
Business Attending the Business Manners seminar is mandatory. Details will be sent
Manners to successful applicants.
Seminar After attending, students will be required to submit a brief report .
Purchase Purchase the university designated insurance as directed by the Student
insurance Office (required).

Type of insurance
Internships - Internship/teaching qualification activity liability
in Japan insurance (AKA Intern Insurance)

[Japanese name: 15—y 7 - BB EENERE
ESEFRR (BBIR: 125 —88)]
Overseas + Internship/teaching qualification activity liability
internship insurance (AKA Intern Insurance)
[Japanese name: 15—y - BERER RENEHEEE
BIERIR (B&FR:19—2E8)]
+ Tokio Marine & Nichido Fire Insurance Co., Lid.
Overseas Travel Insurance
[Japanese Name: BRFE L AEIN KRR B
HRATIRIR]
After Post class Attend post-class (held in semester following the semester in which the
internship | (in-person) internship was completed)
Submit assignments by due date if assigned.



https://en.apu.ac.jp/careers/internship_guide/contract_type/#sec04
https://en.apu.ac.jp/careers/internship_guide/contract_type/#sec04
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Documents Submit post-internship documents as follows (a) to €) to the Student Office
to be and f) to your instructor)
submitted A “F” Grade will be issued if documents are not submitted by the due date.
Submissions after the deadline are not accepted for any reason
Document list (document templates are available on the Career Support website)
a | Internship Evaluation (Excel)
N.B. this document is integrated with the submission forms from AY 2025
Winter Internships.
b | Career Check Sheet (Excel)
¢ | Internship Log (Excel)
d | Internship Supervisor Evaluation Sheet
e | Post-Internship Document Submission Form
f | Assignments made by instructor
Submission due
Internship period: AY2025 Summer (Course registration AY2025 Fall)
Submission due: 2025/10/24(Fri) Noon (12:00) JST
Submission link: https://forms.office.com/r/Fga0WO0x6vS
Internship period: AY2025 Spring (Course registration AY2026 Spring)
Submission due: 2026/4/24(Fri) Noon (12:00) JST
Submission link: https://forms.office.com/r/JrLvdiExZC
Course : The university will register the course on your behalf based on your
registration/ internship course registration.
Grading Course registration will be done after the Course Registration Correction

Period 2 of the course registration semester (the semester following the
semester in which the internship end.)

Grades will be assigned in the same manner as other courses, and are
announced when grades are released for the semester in which the student
registers for the course. (Course registration in Spring semester: early Sep
/ Course registration in Fall semester: Early March)

Please confirm the registration details on Campusmate.



https://en.apu.ac.jp/careers/internship_guide/contract_type/#sec07
https://forms.office.com/r/Fga0W0x6vS
https://forms.office.com/r/JrLvdiExZC
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For “Independently-arranged internship”

Before
internship

Internship
application

Students apply directly to internships through the host institution (3¢).

% Only Internships that meet the requirements listed in “0 (p1.).
Internships that you can register for courses” are eligible
internships.

Submission of
course
registration

Submit the necessary documents and application (as follows) for course
registration at least 5 weeks (35 days) before the start of the internship.

Submission link: Forms (3%t is required that your participation in the
internship be confirmed at the time of application.)

If you are not able to submit the required documents by 5 weeks (35
days) before the start of the internship, the application will not be
accepted for any reason.

Insufficient or incomplete documents may result in rejection.

Document list

a

Letter or email confirming the implementation of the internship at the
company

% Submit data that shows department/division, job content, internship
period and supervisor name.

Document confirming participation in the internship
X Submit data that shows notification or acceptance from the company,
email confirming participation, etc.

Internship supervisor agreement form

¥ Have the internship supervisor and applicant (student) fill out and
submit on Adobe Sign.

¥ Download the manual and send to the internship supervisor if
necessary.

University grade report
X Latest grade report and credit completion status from
Campusmate

Document
screening

The documents will be internally screened.
If you pass the internal screening, you will be registered on Moodle in the
internship course.

Pre-class
(On-demand)

The on-demand pre-classes are stored on Moodle, so please be sure to
check them before your internship.
Please also submit assignments by the deadline if assigned.

Business
Manners
Seminar

Watching the Business Manners seminar is mandatory. Details will be sent
to successful applicants.
After watching, students will be required to submit a brief report.

Insurance
purchase

Be sure to enroll in an insurance plan specified by the university.

If you do not enroll in an insurance plan by the start of your internship,
you will not be eligible to register the course or receive grades.

In principle, students who are doing online internships, or paid
internships in Japan are not required to purchase insurance.

Domestic
internship
(Japan)
(Unpaid
internship)

Internship of one month or less: “Tokio Marine &
Nichido Fire Insurance Co., Ltd. Domestic Travel
Accident Insurance” [BRFRE L HE) AN K RRIR
=1t BARRITEZSHEE] or “Mitsui Sumitomo
Insurance Company, Limited — Domestic Travel
Accident Insurance.” [=F{E & E L XL RRHER
=1 BERARITEERR]



https://forms.office.com/r/QKU7ZpGLwA
https://ritsumei365-my.sharepoint.com/:f:/g/personal/nathbast_apu_ac_jp/Ej_1Zy42rcpIujAQ-fWSh54BfHGT0tRvKq9ZGK0_GOwTHg?e=zc8gQL
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Internship lasting longer than one month: Sompo
Japan — Personal Accident and Income
Protection Insurance “THE Karada no Hoken "[1&

RIVNIHEKAEH THE A5 Y DRIR]

Overseas + Tokio Marine & Nichido Fire Insurance Co., Ltd.
internships Overseas Travel Insurance [REUE L BHEIAKSKERIEIR

St BARITIRIR]
* If the internship will be held in your home country,
please consult with the Student Office.

After the
internship

Post-class
(in-person)

Attend post-class (held in semester following the semester in which the
internship was completed)
Submit assignments by due date if assigned.

Documents
to be
submitted

Submit post-internship documents as follows.
Grade of “F” in principle if documents are not submitted by the due date.
Not accept after the submission deadline for any reason.

Document list

a

Internship Log (template available on the Career Support webpage)

b

Internship Supervisor Evaluation Sheet (Submission: To be signed and
submitted by the company and student using AdobeSign)

Submission due

Internship period: AY2025 Summer (Course registration AY2025 Fall)
Submission due: 2025/10/24(Fri) Noon (12:00) JST

Submission link: https://forms.office.com/r/Fga0WO0x6vS

Internship period: AY2025 Winter (Course registration AY2026 Spring)
Submission due: 2026/4/24(Fri) Noon (12:00) JST

Course
registration/
Grading

Submission link: https://forms.office.com/r/JrLvdiExZC

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

Course registration will be done after the Course Registration Correction
Period 2 of the course registration semester (the semester following the
semester in which the internship ends.)

Grades will be assigned in the same manner as other courses, and are
announced when grades are released for the semester in which the student
registers for the course. (Course registration in Spring semester: early Sep
/ Course registration in Fall semester: Early March)

Please confirm the registration details on Campusmate.

4. Release of Grades / Grade Inquiries

The program will be registered and graded as a course in the second quarter of the semester
during which the post-classes are held. Grade inquiries for this program should be made during
the "Grade Inquiry Period" set for the semester in which the grade is awarded.

In the case the internship held in within one semester:

(e.g.) If the on-site program takes place in August — September 2025
Semester for on-site program: AY 2025 Spring Semester

Semester for post-class: AY 2025 Fall Semester

Course Registered and Graded as: AY 2025 Fall Semester course



https://en.apu.ac.jp/careers/internship_guide/independently_arranged/
https://ritsumei365-my.sharepoint.com/:f:/g/personal/nathbast_apu_ac_jp/Ej_1Zy42rcpIujAQ-fWSh54BfHGT0tRvKq9ZGK0_GOwTHg?e=zc8gQL
https://forms.office.com/r/Fga0W0x6vS
https://forms.office.com/r/JrLvdiExZC
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Grades Awarded: March 2026
Grade Inquiries: Grade Inquiry Period for AY 2025 Fall Semester Courses

In case internship held over two semesters

(e.g.) If the on-site program takes place in June — November 2025
Semester for on-site program: AY 2025 Spring - Fall Semesters

Semester for post-class: AY 2026 Spring Semester

Course Registered and Graded as: AY 2026 Spring Semester course
Grades Awarded: September 2026

Grade Inquiries: Grade Inquiry Period for AY 2026 Spring Semester Courses

5. Precautions

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

Cancellation of Participation:

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

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

is cancelled, as a rule, a grade of “F” will be assigned.

A) In the 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) In the 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) In the event of misconduct.

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

Withdrawal after the announcement of screening results

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

Course registration plan

Students should thoroughly review their course registration plan and number of credits to be
earned through the program and confirm that this plan will not cause any problems with their
course registration plan for graduation. No special consideration will be given in the event that
problems are identified after the screening results have been announced or that an item listed
in “Cancellation of participation” has arisen. Students should take personal responsibility when
applying to any program. (Note) Students wishing to participate at the same internship
organization multiple times will only be able to register a credit-bearing course with that
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organization once.

Class and internship hours
Calculation of internship hours will be done from the start time until the end time on working
days (including the lunch break). Working days could be weekdays or weekends.
If the final number of internship hours differs from the originally planned number of hours, the
following will apply.
Example 1) If your “Common Liberal Arts Internship” or “ST Specialized Internship” was less
than 40 hours or “APM Business Internship” or “GSM Experiential Learning” was less than 80
hours.
= Credits will not be awarded.
Example 2) 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 Experiential Learning” was intended to cover 160 hours or more,
but actually only covered 80-159 hours.
= Two credits will be awarded.
(Only for students who have submitted the course registration) Measures to be taken in such
cases that final internship hours were less than originally planned due to unavoidable
circumstances.
Please follow the instruction listed below according to your case. The University will decide
whether or not to allow you to register for courses.

A) If the reason is that the internship was cancelled or temporarily suspended due to a
work order of the host organization.:

Submit the explanatory document (signed or stamped in PDF format) issued by the
host organization via email.

B) In case of iliness or bereavement as a reason; If you meet the application
requirements listed in the Undergraduate Academic Handbook
(https://en.apu.ac.jp/academic/class info/class absences/), please submit the
following items via email;

1. the required official certificates as listed on the same page in PDF format and 2.
“Report of Absence”

"Report of Absence” format is available on “Contract-type Internship” page of the
Career Support website.
(https://en.apu.ac.jp/careers/internship_guide/contract_type/)

C) In case of other reasons such as bad weather, strikes, epidemics, etc.: Please

contact the Student Office.

Email submissions to: career2@apu.ac.jp.

2¢Submission deadline: Within 3 business days after the end of the missed class or

the missed internship workday.

*¢No applications will be accepted after the deadline.
In the case of absence from a class held in-person due to illness or bereavement, the
procedure is the same as 4-B).
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.
[Only for the independently-arranged internship] If the internship is held during the class period



https://en.apu.ac.jp/academic/class_info/class_absences/
https://en.apu.ac.jp/careers/internship_guide/contract_type/
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and the timetables for the internship and your courses overlap, classes will take priority and
no special considerations will be given for class absences. Please work with the company to
avoid overlap between the internship and your classes. For international students, if you
participate in a paid internship during the class period, please make sure the internship does
not exceed 28 hours per week (or 40 hours during the long breaks). For domestic students, if
you participate in a paid internship during the class period, please make sure the internship
does not exceed 40 hours per week, regardless of whether it takes place during the class
period or long breaks.

[Only for the independently-arranged internship] If applying for a 2-semester internship, the
course will be registered in the semester following the planned end of the internship. Even if
the internship is shortened to one semester due to the circumstances of the student or the
company, the registration timing will not change.

Example) Application for internship from AY2025 Fall semester — AY2026 Spring semester
Course registration: AY2026 Fall semester

Even if plans change and the internship ends in the AY2025 Fall semester, the course will not
be registered early. It will still be registered in the AY2025 Fall semester.

2025FA 2026SP 2026FA
2" semester 34 semester 4 semester
- Internship - Pre-class Internship - Post-class
application - Pre-guidance - Submission of assignments
- Atleast 5 weeks (On-demand - Submission of the required
(35 days) before viewing) documents
the start if the - Course registration / grading /
internship credits awarded
6. Inquiries
Advising and Career Team
Student Office

Email: career2@apu.ac.jp



mailto:career2@apu.ac.jp

