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[ATTENDANCE] 
Attendance in all courses is a crucial part of students’ learning at GLA. Students 
are expected to attend all classes, workshops, and other course activities, and are 



responsible for knowing all information and meeting all deadlines in the case of 
any absence. Students should consult ‘Academic Handbook (For All 
Undergraduate Students)’ Section III for the University policy on ‘Taking Courses 
at Ritsumeikan University’, in particular 3.1 “Official Absence”, 3.2 “Special 
Considerations in Cases Other than Official Absence, and 3.3 “Handling of 
Students with Infectious Diseases”. If you are absent from classes due to cases 
that relate to COVID-19, you may be able to apply for “Special Considerations for 
Class in relation to the novel coronavirus (COVID-19)”. For details, please see the 
FAQ page at https://academic.support.ritsumei.ac.jp/hc/en-
us/sections/4406493765913-Special-Considerationsfor-Class. 
 
[ASSIGNMENT SUBMISSION] 
All assignments are to be submitted electronically and should be uploaded to 
manaba+R. 
 
[LATE POLICY] 
Students are responsible for meeting all deadlines as set by the course instructor. 
If a student cannot meet the submission deadline as specified by the course 
instructor the assignment will be deducted 50% (per allocated points) for each 24 
hour period passed. Any submission within a 24 hour period counts as the entirety 
of that period. Assignments will not be accepted for evaluation if the assignment 
is submitted more than 2 working days late unless specified otherwise by the 
course instructor. Late assignments may receive fewer comments as feedback. In 
the case of request for a make-up examination or extension due to extenuating 
circumstances, students must consult the instructor in charge of the course. 
 
[ACADEMIC MISCONDUCT] 
The College of Global Liberal Arts is committed to upholding the highest 
standards of academic integrity. All students are responsible for understanding 
what behavior upholds and violates these standards, and for avoiding and 
reporting any academic misconduct within the College. The GLA Policy on 
Academic Misconduct is available 
at http://en.ritsumei.ac.jp/gla/academics/policies/academic_misconduct/ Plagiaris
m is one of the forms of academic misconduct. To avoid unintentional plagiarism 
students are recommended to consult resources on academic writing: for example, 
Gordon Harvey, Writing with Sources: A Guide for Students (Hackett Publishing 



Company, 2017). For specific information on the rules about final examinations 
and report examinations, see “Academic Handbook (For All Undergraduate 
Students)”, III. Taking Courses at Ritsumeikan University, 5.1 “Final 
Examinations”; 5.2 “Acts of Academic Dishonesty” and 5.3 “Report Examinations”. 
 
[COURSE WITHDRAWAL] 
Students who are yet to be assessed for the academic hurdle requirement may 5 
withdraw from courses without academic penalty up until the withdrawal 
deadline as specified in the Academic Calendar. Students are warned that 
withdrawing from courses may affect their graduation requirements, financial aid 
or scholarship eligibility, and/or visa status. Students who have been assessed for 
the academic hurdle requirement cannot withdraw from courses. See “Academic 
Handbook – College of Global Liberal Arts”, section of “Course Withdrawal”. 
 
[GRADING] 
All assignments for this course will be graded in a manner consistent with the 
GLA Academic Rubric, 
available https://en.ritsumei.ac.jp/gla/file/academics/curriculum/gla_academic_rub
ric.pdf. 
 
[GLA PRIVACY STATEMENT ON THE CONDUCT OF ONLINE CLASSES] 
The College of Global Liberal Arts is committed to respecting the privacy and 
confidentiality of all members of the College in the conduct of online classes. All 
online classes are to be conducted in accordance with the GLA Privacy Statement 
on the Conduct of Online Classes (hereafter referred to as “the Statement”), 
available at http://en.ritsumei.ac.jp/gla/academics/policies/privacy_statement. 
 
[GRADE APPEALS] 
Students may appeal final grades received in courses in accordance with the GLA 
Grade Appeal Policy. Procedures and deadlines for appeals are available 
at http://en.ritsumei.ac.jp/gla/academics/policies/grade_appeal. 
 
[STUDENT SUPPORT AND ACCESSIBILITY] 
Students may receive guidance on their academic program and progress by 
consulting with the Academic Advising Center (AAC). Appointments may be made 
at http://en.ritsumei.ac.jp/gla/advising/academic_advising_records_for_students/. 



Students may receive other forms of support through the services offered by the 
Office of Student Affairs. 
See http://en.ritsumei.ac.jp/gla/academics/courses/my_gla/ for links to the Student 
Support Room (SSR), Student Success Program (SSP), and Disability Resource 
Center (DRC). 

/Click here to see the 
Curriculum-Map and Course-Numbering  
URL:https://secure.ritsumei.ac.jp/students/pathways-
future/course/curriculum.html/ 
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Advising Structure at GLA 

The College of Global Liberal Arts has a comprehensive academic advising system. 
Working with academic advisors and relevant faculty members through this 
system, students will learn how to self-navigate the GLA curriculum. 

Current students with questions about advising should consult with the Academic 
Advising Center. Prospective students, parents, and/or other third parties are 
asked to contact the GLA Office. 



Academic Advising 

1st-year to 4th-year students 

Professional academic advisors at the Academic Advising Center (AAC) are 
available at 9:00 a.m. – 5:00 p.m., Monday through Friday, except for national 
holidays and other university closure periods. Students are encouraged to schedule 
an appointment in advance, but if advisors are available, walk-in is also welcome. 

The AAC supports students in planning their program of study at GLA. If students 
have questions about program requirements for graduation, credit transfer from 
ANU to RU, registration for or withdrawal from courses, academic policies and 
procedures, and/or any other concern, the AAC serves as their first point of 
contact. Advisors at the AAC can also refer students to other student support units 
on campus as necessary and appropriate. 

As much as we would like to assist students thoroughly, the AAC is not 
responsible for ANU’s graduation requirements, course delivery, policies, and 
registration procedures. Students with questions related to the items listed above 
should contact the ANU Convenor at bapa.bell@anu.edu.au. 

 
Students and Advisors Responsibilities 

Advising is student-led and conducted to help students explore their interests, 
values, and abilities so as to support their making thoughtful and informed 
decisions about their educational plans and experiences. The following outlines 
what is expected of students in the academic advising process and the 
responsibilities of advisors to support students in their academic careers. 

[Student Responsibilities] 

Be familiar with all academic advisors by working with them regularly. 
Check the GLA website for important information and frequently asked 
questions. 



Regularly check the university email, the GLA website, and manaba+R for 
important announcements. Missed deadlines or insufficient submissions 
due to unread messages are students’ responsibility. 

Follow the academic policies and procedures of the College and University. 
These can be found in the Academic Handbook for College of Global Liberal 
Arts and the Academic Handbook for All Undergraduate Students on the 
GLA website. 

Work with an AAC advisor in planning the 4-year academic requirements. 
Be proactive and plan ahead to consult with an AAC advisor every 
semester to monitor academic progress in completing the degree 
requirements for graduation. 

Come prepared for the academic advising appointments with a list of 
courses they are interested in taking and questions. Present the prepared 
academic plan to the advisor to initiate discussions. 

Improve their academic performance by taking advantage of the academic 
workshops and seminars organized on campus. Refer to the GLA website 
for these and other university resources. 

Balance their academic life by setting goals and managing time. 

[Advisor Responsibilities] 

Provide students with advice and resources to enable them to make 
informed decisions about their academic program. 

Work with students to create an academic plan to complete the degree 
requirements for graduation and achieve their academic goals. 

Clarify concerns students may have regarding the policies and procedures 
of the College of Global Liberal Arts and Ritsumeikan University. 

Refer students to available university resources and services which can 
appropriately address and support their needs. 

Conduct student advising meetings in a manner that follows ethical 
behavior and respects student confidentiality. 
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