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1. About the new system 
The “Request for Academic Accommodations for Students with Disabilities” (hereinafter referred to as 

“accommodation requests”), which was previously distributed mainly by students to instructors by hand, 
will now be distributed through the new online system (with some exceptions, see page 7). For specific 
application methods, issuing accommodation requests, and confirmation by subject instructors, please 
proceed by consulting the coordinator of the Disability Resource Center (DRC), referring to this manual for 
guidance. As before, accommodation requests will be issued and distributed on a semester basis. 
 

2. Consultation on Academic Accommodation and the flow of application procedures using 
the new system. 

（１）Consultation before application 

When applying for Academic Accommodations due to a disability or other reason, please contact the 
DRC at the campus where your college is located to schedule an appointment for an interview.  

Students at Suzaku Campus should contact Kinugasa Campus. 

Disability Type Location Contact Information 

For students with 

physical disabilities 

Kinugasa Campus 

Kenshinkan 1F 

075-465-8343 

drc@st.ritsumei.ac.jp 

For students with mental 

disorders/developmental 

disabilities, and those 

who may have these 

conditions (located in the 

Office of Student Affairs) 

Kinugasa Campus 

Kenshinkan 2F 

075-465-8174 

sns-k@st.ritsumei.ac.jp 

Biwako-Kusatsu Campus（BKC） 

Central Arc 1F 

077-561-3951 

sns-b@st.ritsumei.ac.jp 

Osaka Ibaraki Campus（OIC） 

Building A, South Wing 1F (AS Office)  

072-665-2130 

sns-oic@st.ritsumei.ac.jp 

 

（2）How to apply online 

① Login 
 Log in to the student portal. 

Application screen URL: https://sp.ritsumei.ac.jp/studentportal/s/application-home 

 
Or you can find the login URL 
The Student Support Site also provides a URL for logging into the system and a link to the user manual 
for online applications. 

 
The Student Support Site > Course Related Matters > Officially Approved Absence/Special 
Considerations on Classes > Academic Accommodation for Students with Disabilities 

 

https://sp.ritsumei.ac.jp/studentportal/s/application-home
https://sp.ritsumei.ac.jp/studentportal/s/application-home
https://www.ritsumei.ac.jp/pathways-future/eng/
https://www.ritsumei.ac.jp/pathways-future/eng/
https://www.ritsumei.ac.jp/pathways-future/eng/course/absence.html/
https://www.ritsumei.ac.jp/pathways-future/eng/course/absence.html/
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② How to switch to English 
②-1 Press the icon at the upper right of the page and select “設定”（Settings）. 

 

 

②-2 Select ”英語”（English）under the “言語”(Language) section and press “保存”(Save). 

 
 

 



4 
 

②-3 Back to “Home”.  

 
②-4 Press the “Application” tab.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you click “Application” without consulting with the DRC, the following message will appear: 
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Access the link (hyperlink) provided during your consultation with the DRC and follow the application 
instructions. A “Confirmation of a DRC Consultation” screen will appear. 

*Without a consultation, you cannot proceed with the process of issuing an accommodation request. 
 

 

 

 

 

 

 

 
Select “I had a DRC consultation” and click “Next.” Then, a screen of the Consent Form will appear, 

requesting your consent regarding the policies. If you agree, check the consent box and click “Next.” 
 

 

 

 

 

 

 

 

 

 

 

③ Enter application details 
Information other than the applicant's phone number will be displayed automatically. Please verify the 

accuracy of your student information and enter your mobile phone number.  
 

 

 

 

 

 

 

 

 

 

 



6 
 

Please check the applicable items for “Submission of Certificate,” “Disability Classification,” and 
“Application History.” These items will be explained during your consultation with the DRC, so please enter 
the information as instructed and click “Next.” 

 

Next, please select the courses for which you wish to distribute accommodation requests (multiple 
selections are possible). However, if you have not yet decided which courses to distribute them for (e.g., 
if you have not yet completed registration), please click “Next” without checking any courses. 
* The courses available for selection will be reflected on the morning of the day after course registration 
is confirmed. 

 

* If you have not yet registered for courses, the following screen will appear. If you wish to proceed with 
the application, check “Apply without course selection” and click “Next”. 
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Lastly, check the application details on the confirmation screen for any errors. If there are any errors, click 
“Back” to make corrections. If there are no errors, click “Apply.”   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the application is complete, the applicant (student) will receive the following automatic notification 
via their university email address.  

 

 

 

 

 

 

 

 

 

 

 

If you have not yet registered for the course, 

 “No items to display” will appear in the class selection 
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Please note that if any discrepancies are found after the application is completed, the DRC coordinator 
will notify the applicant (student) via their university email address to request reapplication. 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you click “Re-apply” on the application screen again, you will be taken to a screen where you can 
revise and confirm your application details. Please consult with the DRC coordinator before completing 
your reapplication. 
 

Open the 

reapplication screen 

from this URL. 
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<Regarding consultations with DRC coordinators> 
Prior to online application, the coordinator at the DRC will confirm the submission of the consent form 

“Support Application Form” and supporting documents (e.g., disability certificate, medical certificate).  
The letter of academic accommodation requests is prepared by the student in consultation with the DRC 

coordinator (at the same time as an initial application process, or multiple times as necessary).       

The accommodation requests created with the DRC coordinator will be distributed to the instructors of 
the selected courses after being approved by the Dean of the Student Affairs Division and the Dean of the 
college or graduate school to which the student belongs. Therefore, it will take some time before 
distribution (See the diagram “Flow of issuing and distributing accommodation requests.”)  

 

 

 

                   

                   

                    

                    

                   

                   

                   

                   

                   

                   

                   

                   

                   

                  

Diagram: Flow of issuing and distributing accommodation requests 
 

If the courses for accommodation requests are undecided at the time of the approval, or if the student 
wishes to add or change the distribution courses, the accommodation requests cannot be distributed 
automatically by the system. In such cases, the student has to distribute the accommodation requests to 
the course instructors by hand or alternative means. In such cases, please confirm the distribution method 
with the DRC coordinator and handle personal information with utmost care and consideration.  
 

 

 

 

 

Consultation 
Request

Support Application
Supporting Document 

Submission 

Accommodation 
Request Drafting

Course Selection 
for Distribution

Deans' Approval

Issuing and 
Distributing 

Accommodation 
Statements

If the accommodation 
statement is not approved 
by the dean, another 
interview will be held (to 
revise the draft). 

Please contact the DRC at the campus where your college is located 
for consultation (If it is in Suzaku, contact the DRC at Kinugasa)   

Before distributing the accommodation 
requests to the selected instructors, the DRC 
coordinator will conduct the final check with 
the student. 
If there are no changes, the accommodation 
requests will be distributed to the course 
instructors via the system (automatically).  
In some cases, students are requested to 
hand the “Online Distribution Notice” 
document to the course instructors. 
If the course to be distributed is undecided at 
the time of approval or if any changes occur, 
the accommodation requests will be 
distributed in person rather than being sent 
automatically online. Please confirm the 
distribution method with the DRC 
coordinator. 

Consent forms and supporting 
documents do not need to be 
submitted every semester unless 
there are changes in the student's 
affiliation or physical or mental 
condition. 
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3. Distribution of academic accommodation requests using the system, and confirmation of 
responses from instructors 

 

When an accommodation request is automatically distributed to the instructor through the system, the 
instructor in charge of the course will confirm the content of the request. The system will then automatically 
notify the student of the instructor’s confirmation via their university email.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The confirmation screen will look like this: 
 

 

 

 

 

 

 

 

 

 

 

 

 

Click this URL to open 

the confirmation 

screen from the 

instructor. 
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You can also check the status of your application by clicking the “Application” button at the top. 
If the status says “Instructor in Review", the instructor in charge of the course has not yet responded to 
the student’s accommodation request. If the status says “Instructor’s Response Sent,” the instructor has 
confirmed the student’s accommodation request. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Distribution of the accommodation requests is not the end of the process. After distribution, you should 
proactively consult with the instructor in charge of the course about the methods and environment that will 
enable you to study without hindrance. 
Please also continue to consult with the DRC regarding any questions or concerns you may have after 
distribution, as well as for semester reflection, accommodation requests, and support plans for the next 
semester. 
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