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Foreword

The Academic and Education Exchange Committee of Nagoya University
approved the “New Tutor System for International Students at Nagoya
University” on March 23, 2006. Accordingly this manual was designed
by the Committee for International Student Educational Services to
increase understanding of the tutor system among university faculty,
staff and tutors, and to make the operation of the tutor system more
responsive and effective.

This manual is intended as a basic guide for the implementation of
the tutor system. However, as the actual operation of the tutor system
varies from faculty to faculty, it is not meant to be applied rigidly to
all academic faculties, but should be used as a general reference.

The new tutor system and manual are planned to be reviewed every
six months. Any comments or concerns regarding the tutor system
should be directed to member of Committee for International Student
Educational Services in your respective faculty. We would like to engage
in regular dialogue to find new ways to improve the effectiveness of
tutor system.

Committee for International Student Educational Services
Nagoya University

September 2006
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Nagovya University
The New Tutor System for
International Students

[

Nagoya University
International Student Advising Office

Overview of the Tutor System

O Internaticnal students newly arrived at Japan

O Under the supervision of the academic advisor

O Provide individualized extracurricular instruction
for a designated period of time

by students

To improve the study and research
results of international students
To develop international and intercultural
understanding of tutors

The Role of the Tutor

O To provide individual assistance for raising the
level of international students’ study & research

O The content of the tutoring assistance may
change over time

O Tutors should communicate as much as possible
with both academic advisors and international
students ‘.‘

" Individual support with a volunteer
- spirit as a concerned fellow sluq_e_n_t___.

Tutor Qualifications

O Regular students of Nagoya University

(undergraduate, graduate)

Who share similar research areas

Selected through recommendation from the

academic advisor or open recruitment

O Acceptable from different faculty

O The faculty to which the international student
belongs is responsible for tutor selection,
administration and the payment of
compensation of the tutor

o
o

Eligibility for Receiving Tutoring
and Number of Hours

O Undergraduate international students
=+« for the first two years after admittance
*++ 45 hours per semaster

[ Graduate international students (including
research students & graduate research students)

=== for the first one year after arrival in Japan

@

-+ 45 hours per semester
O Student trainees at ECIS
=+ =10 hours per semester

Eligibility for Receiving Tutoring
and Number of Hours

[ NUPACE students
* = +45 hours per semester
(30 hours at faculty & 15 hours at ECIS)
[0 Short-term international exchange students
(other than NUPACE)
== +45 haurs per semester
Flexible operation of tutor hours
like reduction or extension
(depending on budget)
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Period of Tutoring

[l First semester lI.
starting day — until end of August

[0 Second semester
starting day — until 15" of February § :

The Range of Tutor's Duties
(Basic individualized instruction)

Extra assistance and guidance with lectures, research,

experiments and exercises

Assistance with course & seminar preparation and reports

Supplementary assistance with correction of reperts and

academic papers

O  Advice on the use of facilities related to the academic
area of study
Supplementary assistance with Japanese language and
conversation

O Explanation of terminology related to research

O  Imtroduction and explanation of Japanese culture and
customs

O Study and other

graduate school

far to

e for p

The Range of Tutor's Duties
(Supplementary Assistance)

Meeting the international student upon arrival to Japan

Assistance with university paperwork, official documents
and procedures for opening a bank account scon after
arrival 7
Help with finding housing

Help with buying essential items soon after arrival
Accompany to the hospital in case of lliness or injury
Please consult with an academic advisor or a staff at

the office if it is difficult to determine that the
assistance is tutor's duty.

oo

Documents to be Submitted
to the Office

O Tutoring Activitly Plan- - -Use one half of the tutoring
hours during the first twa menths, with the remaining
half in the subseguent three maonths
®  Submit "Cancellation of Tutoring Hours™ form when

tutor's assistance is not needed.

[ End of Term Tutoring Activity Report- - -with
signature of internatienal student and a seal of
academic advisor
- R

nk Account Transfer” form
of tuter's bank book or ATM card
oxy Authe on”

* For receiving compensation through
direct bank deposit

For further information and to make
inquiries about the Tutor System

0O Paperwork procedures
—+ Office of respactive schoolzs/graduate schools

O Troubles and problems with intarnational students
— Academio advisor
— International student advisors in
respoctive schools OR Nagoya University 3 -]

O Comments and requests about the Tutor System
—+ Magoya University International Student Advising Office

Nagovya University
The New Tutor System for
International Students
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1. Overview of the Tutor System

The Ministry of Education, Culture, Sports, and Technology (MEXT)
quickly established the tutor system for international students in the
1980’s as part of policies for the promotion of admitting international
students to Japanese universities. The system was designed for peer
student tutors to provide international students with individualized
extracurricular assistance in the areas of education and research. The
purpose of the assistance is to improve the study and research results
of international students, and tutoring takes place during a designated
period of time under the supervision of an academic supervisor.

Students who accept tutoring responsibilities do not provide free
tutoring within the tutor system. The system stipulates that all inter-
national students are eligible to receive tutoring shortly after they
have arrived in Japan, and tutors receive some monetary compensation
for their efforts. In addition, there are many educational benefits to
students who accept tutorships, which may lead to the development of
international and intercultural understanding, and an increased interest
in international cooperation. It is expected that tutors will assume the
role of an individual supporter with a volunteer spirit as a concerned
fellow student.

2. The Role of the Tutor

The tutor system is not intended as a means for academic advisors to
delegate their own teaching responsibilities to tutors. It is expected
that tutors will work in cooperation with the academic advisors, inter-
national student advisors and administrative staff, and will assume a
supporting role to help improve the education and research level of
their international student tutees.

The content of the tutoring assistance may change over time.
For example, international students may require help with official
procedures and daily life soon after they arrive at the university. It
is also conceivable that there will be times when the expectations of
international students are different from those of the academic advisor.
Therefore, tutors should communicate as much as possible with both
academic advisors and international students, and should decide upon
the priority of appropriate tutoring assistance based on the wishes of
both parties. While the international student must take responsibility

_9_
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for his or her own studies and research, the responsibility for advising
the student belongs to the faculty of affiliation and to the academic
advisor. The tutor’s role is to support these relationships.

Tutors are essentially expected to provide individual assistance for
raising the level of international students’ study and research. Assis-
tance related to procedures and daily life is not considered among the
essential duties of the tutor, but should be handled jointly by academic
advisors in the research lab or zemi of the international student, other
teaching faculty, fellow students, international student advisors and
other administrators. The tutor should limit individual assistance to
what can be feasibly done, with feedback from both academic advisor
and international student.

Furthermore, tutors should not assume the role of supervising an
international student’s study or research accomplishments, nor are they
expected to regularly report on the international student’s progress
to the academic advisor. If international students mistakenly believe
that tutors are supervising or evaluating them, tutors will be unable
to provide effective assistance, and this also may serve as a hindrance
to the instruction and guidance of the academic advisor. Tutors should
explain carefully to international students that they are not in the
position of supervising them in their studies or research. Therefore,
tutors should concentrate on providing individualized assistance as a
fellow student.

Some international students may tend to rely too much on the kind
assistance of their tutor, and make many requests that tutors may find
difficult to refuse. Tutors who provide too much assistance, whether
it is for study and research or daily life, are potentially preventing
international students from adjusting to the new environment and from
becoming more independent. In the event where tutoring requests are
beyond the duties of tutors, tutors should be aware of the educational
considerations involved and may carefully refuse unreasonable requests,
while conveying the reason to the international student by themselves,
or by asking the academic advisor to explain the reason.

Furthermore, while the purpose of the new tutor system is to
enhance international students’ study and research accomplishments,
activities related to cross-cultural understanding and exchange in the
community are now also considered to be part of tutoring activities,
and tutors are officially permitted to participate in these activities with
their international student tutees.
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3. Tutor Qualifications

1)

2)

3)

4)

Tutors are students currently enrolled at Nagoya University, (with
the exception of research students and audit students) and are
chosen among students who share similar research areas with
the international student to be tutored, and are selected through
recommendation from the academic advisor or are recruited by the
administrative office in the international student’s faculty.

However, as will be clarified elsewhere in this Manual, tutoring hours
for NUPACE students are divided between the faculty of affiliation
(30 hours) and the Education Center for International Students (ECIS)
(15 hours); one tutor will be chosen by the dean of the affiliated
faculty and another by the Director of the ECIS.

It is acceptable for a tutor to be affiliated with a different faculty
than that of the international student. Although, in this case, the
faculty to which the international student belongs is responsible for
tutor selection, administration, and the payment of compensation
to the tutor.

While is preferable for the tutor to be at a higher academic level than
the international student, depending on tutoring content required by
the international student, both graduate and undergraduate students
are eligible to become tutors.

It is also possible for international students who have studied in
Japan for over one year to accept a tutorship.
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4. International Students Eligible for

Receiving Tutoring and Number of
Hours

4.1 Standard Number of Hours for Receiving

Tutoring Assistance

The maximum number of hours allocated by the budget for one semes-
ter of tutoring is based on the international student’s academic level
and is described below. Depending on the faculty administration, there
may be some reduction in maximum tutoring hours according to the
“Tutoring assistance as determined by the faculty” (See item 5-3). These
variations in faculties are for the purpose of improving the overall
tutoring assistance service provided to international students.

1)

2)

3)

4)

5)

Undergraduate International Students

Tutoring is available for the first two years after admittance to the
faculty, and an average of 45 hours of tutoring is allocated for each
semester.

Graduate International Students (including research students and
graduate research students)

Tutoring is available for the first one year after arrival in Japan,
with an average of 45 hours allocated for each semester. However,
international students in the 6-month Japanese Language Training
Course receive tutoring for one year after formal affiliation with
their faculty.

Student trainees in the 6-month Japanese Language Training Course
and those in the one-year Japanese Language and Culture Course at
the ECIS receive an average of ten hours of tutoring per semester.

Short-term international exchange students (NUPACE) stay in Japan
for up to one year and may receive 45 hours of tutoring each se-
mester. However, 30 hours of this total are allocated to the faculty,
while 15 hours are applied toward guidance provided by the ECIS.

Short-term international exchange students (other than NUPACE)
Non-NUPACE exchange students who stay in Japan for up to one year
receive 45 hours of tutoring each semester. In contrast to NUPACE
students, such short-term students are admitted independently and
receive all tutoring at their respective faculties.
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4.2 The Flexible Operation of Tutor Hours and

1)

2)

International Students Not Specified in
Section 4.1

The Reduction of Tutoring Hours

The numbers of tutoring hours listed above can be considered the
average maximum, but it is not necessary for every international
student to use all of the available hours. In some cases, the tutor
may not be working the actual hours according to the official reports
and should therefore not be receiving compensation.

Nevertheless, as will be specified in more detail later, there
are circumstances in which it is preferable that tutoring assistance
be provided for international students other than those specified
above and for more than the standard number of hours. Although
it is difficult to increase the total budget allocated toward tutor
compensation, it is possible to reduce the number of tutor hours for
students who may not require much tutoring. The new system al-
lows for these hours to be effectively utilized by other international
students in the faculty.

Under this understanding, if international students find that they
do not need tutoring assistance, rather than continuing unnecessary
tutoring, their tutoring hours may be reduced with the agreement
of international students and their academic advisors.

Tutoring Assistance for International Students Not Specified
in Section 4.1

In addition to the international students specifically mentioned in
Section 4.1, there are other students who would like to be tutored,
including those who for reasons of language ability or illness have a
difficult time in keeping up with the course of study, students with
special needs, and those who are struggling with writing academic
papers in Japanese or in English.

While the new tutor system makes it possible to provide vari-
ous kinds of assistance to this group of international students,
no supplementary budget has been allocated for this purpose. As
mentioned previously, since there are some international students
who do not necessarily expect or want tutoring, faculties are now
able to allocate these tutoring hours to other international students
who need tutoring.
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3) Tutoring Assistance Over the Standard Number of Hours

In cases where there is sufficient budget surplus resulting from
adjustments referred to in 1) and 2) above, it is now possible to
request extra tutoring with the prior understanding and agreement
of the academic advisor, international students and tutors. Upon
receiving a request from the international student, the faculty
administration or international student advisor will determine the
number of hours to be allocated for tutoring.

5. The Range of Tutor’s Duties

1) Basic individualized instruction provided to the international

student includes the following:

e Extra assistance and guidance with lectures, research experiments
and exercises

e Assistance with course and seminar preparation and reports

e Supplementary assistance with correction of reports and academic
papers (to be differentiated from the academic advisor’s respon-
sibility to provide such assistance)

e Advice on the use of university and other facilities related to the
academic area of study

e Supplementary assistance with Japanese language. The ECIS offers
the University Wide Japanese Language Program to all university
students free of charge and there are many levels of Japanese
ability taught by experienced lecturers. It is highly recommended
that students join these programs, and tutors may effectively
support them by providing supplementary Japanese language
assistance.

e Japanese language conversation

e Explanation of terminology related to research

e Introduction and explanation of Japanese culture and customs

e Study and other assistance for preparing for admission to gradu-
ate school

2) Supplementary Assistance
e Meeting the international student upon arrival to Japan
International students have a favorable impression of those
who first greet them after they arrive in Japan, and since this is
conducive to positive future communication, it is recommended
that the tutor be chosen as the person to meet and greet the
international student.
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e Assistance with university paperwork, official documents, and
procedures for opening a bank account soon after arrival
Essentially, this guidance is handled by the administrative office
of the faculty or by the international student advisor. It would
be helpful if the tutor confirmed information, and provided
clarification, so that these procedures could be accomplished as
smoothly as possible.

e Help with finding housing
Most international students are first housed in either the Foreign
Student House or the International Residence. However, depend-
ing on the circumstances some students must look for a place
to live soon after they arrive in Japan and tutors may help them
with finding housing. Searching for housing requires time and
effort, and as some landlords are reluctant to accept international
students, tutors should avoid assuming full responsibility for
housing search. It is recommended that this be jointly shared
with the academic advisor and other staff. To receive information
about housing, tutors should first make an inquiry at the Nagoya
University International Student Advising Office (ISA). Another
effective strategy is to find another international student from
the same country who speaks Japanese to help with finding
housing.

e Help with buying essential items soon after arrival
Tutors can provide a minimum of assistance with obtaining items
that are needed immediately by the international student.

e Accompany international student to the hospital in case of illness
or injury
Tutors should consult with the academic advisor or other teaching
staff and should limit their assistance only to emergencies.

3) Tutoring Assistance as Determined by the Faculty

e Intercultural understanding activities, community exchange activi-
ties
To facilitate international students’ understanding of Japanese
culture and customs, tutors are permitted to engage in activities
as part of their tutoring duties that provide such assistance as
introducing cultural facilities and engaging in extracurricular
and exchange activities with the local community. Tutors should
include these activities in their written reports. There will also be
opportunities to participate in group activities organized by the
faculties, in which several tutors may lead a group of international
students.
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e Correction of academic papers and theses

Depending on the faculty, there may be cases where it is expected
that tutors help with correcting the Japanese or English in senior
theses, master’s theses, doctoral dissertations, and other academic
papers. Tutors are not expected to have the knowledge and exper-
tise to properly check written work in every academic discipline.
Tutors in doctoral programs can be specifically appointed for this
work, and it is possible for tutors to be entrusted with responding
to the needs of several international students.

4) Other Types of Assistance

It is possible that there will be other requests for assistance from
either the international student or the academic advisor other than
those described above. Tutors are asked to decide for themselves
based on the above examples whether the request is reasonable,
and if it is acceptable for them to provide assistance if time allows.
Nevertheless, in cases where it is difficult to determine if tutor
hours should be used, tutors should consult with the international
student, the academic advisor, an international student advisor,
or administrative staff on whether it is appropriate to provide the
assistance.

6. Documents to be Submitted to the
Office

6.1 Tutoring Activity Plan (Jisshi Keikakusho)
(Each faculty decides the format and
administrative procedures for tutoring.)

At the beginning of the semester, the tutor consults with both the in-
ternational student and the academic advisor to determine the tutoring
content, and submits the “Tutoring Activity Plan” to the staff in charge
at the respective faculty or to the international student advisor.

(The following is a tentative proposal.)

> The Tutoring Activity Plan clarifies the content of the tutoring as-
sistance to the international student, the frequency and amount of
time to be allocated for tutoring, and serves as a description of the
system so that international students are aware of what to expect.
It is not necessary to strictly set the tutoring assistance schedule
according to the Tutoring Activity Plan.
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> The Tutoring Activity Plan can include assistance that has already
taken place, such as meeting the international student upon arrival
in Japan, and helping with official documents and procedures.

> As arule, a tutor should expect to use one half of the total number
of tutoring hours during the first two months of the semester, with
the remaining half to be used in the subsequent three months.
Tutoring in the first semester should be completed by the end of
August, and by the middle of February in the second semester.

> If possible, tutoring should not be done all at once, but on a regular
basis with a day and time decided upon in advance. This is because
the international students’ tutoring needs may change over time.

> In the event where the international student no longer has any need
for a tutor’s assistance, the “Cancellation of Tutoring Hours” form
should be filled out along with the international student’s stamp or
signature, and is submitted to the faculty administration or to the
international student advisor.

6.2 Tutoring Activities Report
(Jisseki Houkokusho)

(The following is a tentative proposal.)

> The tutor records the required items for tutoring assistance and
guidance that were provided during each tutoring session on the
“End of Term Tutoring Activity Report”. While is preferable to obtain
the international student’s signature after every tutoring session, it
is also possible to have the student sign the form all at once at the
end of the month. Since tutors will be paid based on the number of
tutoring hours during the semester, which are recorded on the “End
of Term Tutoring Activity Report”, they should take special care not
to misplace or lose it. It is recommended that tutors make copies of
the Report at the end of the month to keep for their own records.

> Depending on the wishes of the faculty and tutors, one suggested
method is to have tutors fill out and submit a Monthly Tutoring
Activity Report so that they are paid every month.

6.3 Mid-term Report

e Tutors will fill out the required items in the Mid-term Tutoring Activity
Report, which is to be submitted along with a copy of the Tutoring
Activity Report detailing all tutoring that has taken place. This
report is to be submitted during the first or second week of June in
the first semester, and during the first or second week of December
in the second semester. After the report is completed, tutors will
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obtain the signature and/or stamp of international students and their
academic advisors, and will submit the form to the person in charge
of administrating international student affairs within the faculty.
The Mid-term Report is important for monitoring tutor assistance as
well as for feedback regarding ways to improve tutoring. In addition,
for international students who think that they no longer require a
tutor’s assistance, the new tutor system has been fundamentally
improved to allow for tutoring hours to be transferred and efficiently
used by other international students.

(The following is a tentative proposal.)
> International students will fill out and submit a Mid-term Tutoring

Questionnaire.

> Based on the results of both the Mid-term Report submitted by the

tutor and the Mid-term Questionnaire submitted by the international
student, international student advisors and faculty administrators
may request consultations with international students and tutors.

> In the event where international students think it is acceptable to

reduce the number of tutoring hours, the tutor will ask the interna-
tional student to stamp or sign the “Reduction of Tutoring Hours”
form, which is submitted to the office.

> In certain circumstances in which more than the standard number

of tutoring hours is needed, the Extension of Tutoring Hours form
must be submitted, and should include a reason for requesting more
tutoring hours. Tutors should be aware that individual faculties may
prioritize tutoring according to their own needs, and may decide not
to assign a tutor, or may limit the number of hours which tutoring
can be extended.

6.4 Final Report

Based on the total number of hours for one semester that is writ-
ten down in the “End of Term Tutoring Activity Report”, tutors will
submit paperwork for receiving compensation through direct bank
deposit, which includes the “Request of Bank Account Transfer” form,
a photocopy of their bank book and/or ATM card, and “Letter of Proxy
Authorization”.

(The following is a tentative proposal.)
> Upon completion of the tutoring assistance that had been agreed,

tutors will fill out the End of Term Tutoring Activity Report, which
asks tutors to write about their impressions and to give feedback on
their tutoring experience and on the tutor system in general. After
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obtaining the signature or stamp of their academic advisors, tutors
will submit this form to the staff or office in charge of international
student affairs in the faculty.

> International students will separately fill out and submit the “Ques-
tionnaire on Tutor System for International Students.”

7. Payment of Tutor Compensation

Compensation will be transferred to the tutor’s bank account based
on the End of Term Tutoring Activity Report submitted to the faculty
administration. As the paperwork for compensation paid to all tutors
must be processed at the same time, there is the possibility that the
payment will not be transferred until the beginning of the next semester,
even in cases where the final tutoring report is submitted early.

8. For Further Information and to Make
Inquiries about the Tutor System

There is the possibility that conflict could arise between tutors and
international students due to misunderstandings and lack of commu-
nication. In these circumstances, tutors should seek consultation from
the academic advisor, the faculty international student advisor, or the
Nagoya University International Student Advising Office.

The new tutor system has been given more flexibility and has
undergone extensive reforms to provide more effective tutoring as-
sistance for international students. Nevertheless, there are likely to
be some unforeseen problems that necessitate further improvements
to the system. Tutors and international students having concerns or
questions about the tutor system should contact international student
advisors in their faculties or the Nagoya University International Student
Advising Office.

Nagoya University International Student Advising Office
(7™ floor, West Wing of IB Building)

Tel: 052-788-6117 (office)
E-mail: isa@ecis.nagoya-u.ac.jp
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Pay attention to the following points when filling out the Tutoring Activity Plan
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The Tutoring Activity Plan should be completed within the first two weeks of

the semester upon consultation with international students and their academic
advisors.
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The Tutoring Activity Plan should include a tentative schedule so that international
students have a general idea of the content and hours of tutoring activities. It is
not necessary to carry out all activities written in the Plan.

3. FHEFEOFEAICIE, TTICHTEBL TS, EHROHMZ RLTHE%ED
OV THHRALTHAFTVERA,

Tutoring activities that have already been done, such as airport pick up, assistance
with administrative procedures, etc., can also be included in the Plan sheet.
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As a rule, half of the total number of hours should be used within the first two

months, and the other half should be used in the last three months of the semester.

Tutoring activities should be completed by the end of August in the first semester,
and by the middle of February for the second semester.
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Tutoring should not be done all at once, but on a regular basis with a day and time
decided upon in advance. This is because international students’ tutoring needs
will change over time.
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Pay attention to the following points when filling out the Mid-term Report
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This report is an important document for improving the tutor system and tutoring activi-
ties. In addition, this information is used as a basis for determining and readjusting
the total number of tutoring hours. When international students do not require much
tutoring support, the remaining hours can be transferred to other international students
who need them.
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Tutors should fill out the Mid-term Tutoring Report with their comments and opinions and
obtain the academic advisor’s signature. It should be submitted to the faculty administra-
tion or to the international student advisor, along with an attached copy of the Tutoring
Activity Report indicating the tutoring hours completed until that time.
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International students will submit a separate “Mid-term Tutoring Questionnaire.”
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There may be a meeting requested by faculty administration or international student
advisors depending on the results of the Mid-term Tutoring Activity Report submitted
by the tutor, and the Mid-term Questionnaire submitted by the international student.
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If the international student requests a reduction of remaining tutoring hours, the tutor

should submit the Reduction of Tutoring Hours form with the international student’s
signature.

6. Rk T, RERHU LOF 2 -5 —L e mdHET LS4, MEHEL
ML, Fa—F =St RERG LML ERHZEAL T LW, /LT
T, MEAOREEIZ X o T, BRRLESRE S, TRAE o), It
REFHEAHIR SN WRMAH 5 2 & ZRAL THBWTF S W,

In the case where an international student requests more tutoring hours than originally
agreed upon, the tutor should consult with the academic advisor, fill out and submit
an Application of the Extension of Tutoring Hours. The application will be considered
depending on the situation of the faculty or school.
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£ HC ) ~

FHEROF 2= =% - RTHIZB T2 F 12— —0EN - BE

Tutor’s comments and impressions on completing all tutoring activities during the semester

Fa— - LTORFAEIETECICEBTE 2R, EE 5720

Contributions and problems

F 2 — & —HENO R Comments on the Tutor System

Z Do 7 L Other opinions

Fa—p—-

i

SIS

of
i

(2/2)




FHREREERADEDEREIR
Pay attention to the following points when filling out the End of Term Tutoring Activity Report

1. FEBCF 2 — & — IR F 720388 A G50 U 72 HAGS, 920 L 72 e Ry | e g 2, Sl -
FEHIEZ ERICEDETRALTT RV, AMEHOTDALEHIZ, Fa—F—
HAE - BN A EM L 2 EEIC OV, A LTV D I L B L
HAEICHMLTLS) 72012 E THEETY,

The tutor should accurately and consistently write down and report the time, hours,
and the content of the tutoring activities.

2. F REOREEMoTT 2 — 5 —lE2 L) 2OORFRM L 72 2 Gk
TYo FMRGEDF 12— —3EFTRAL, B LA DIESTWTHEDIL
PONEFTOT, HERLAVIHIZEHLTT S, BHKRICIY—%2L), %
LERELTBLILETTOET,

The tutor should be diligent about the filling out and submitting of the report, as it is an
important document to be used for paying the tutor from the University budget. It is sug-
gested that the tutor keep a copy of the Report every month for his or her records.

3. WMHR KB TOERBICAEDLETHALTFS W, 72721, MY - BIFE0IREICH
LANISE DL R VERFREFET TR TT S v,
If holidays and night hours are used for tutoring activities, they should be mentioned

as such. However, tutoring during irregular hours for study and research should be
avoided.

4. Fa—y =% - WEEZERL-HEIC, CTELRRTNELEOELELHS5TT
By, 72720, BHhHh LR ii@iﬁ%ﬁii}‘fry%ﬂhli HBIlE Lo TEHAED -
“C%ﬂb FnEHA, IHF—@mELABEIC Eiﬁ’a‘:ﬁfbﬁ@“ ENRTE I

RPELEOT 5 5HEE S 5 T, ic‘:&)f%%%%%?f_ b, A LbHE
FREABCELE D 5 ) ERAKMRE 2D T5.)

It is recommended that international students sign the report every time tutoring takes
place. However, if the international student agrees, the report can be signed at the end
of the month.

5. ERHETD2X—VHBFOFMNEERD[F 2 — & — - THICBIT 2 F 2 —
y—o@EH - A FWEROF 2 — 5 =L - WEIRT LK Fa—
T —DRBICREAL T SV, BEOF 2 —7 —HEORFEDDIC, BRET
JE 7N R, WEEBEGHYEII T - NNy 75572005 DT
Fo REHHANORBRLIIEHE LB TR TFE W,

After completion of all tutoring activities for the semester, the tutors are expected to give

their comments and opinions at the end of the report. These comments will be used to

provide important feedback for international student staff to improve the tutor system.
Comments intended for academic advisors should be given directly from the tutor.

6. FRLOTLARL, AR 2 fREB IR L, MR Z 2 TTF S v,

After filling out the above, tutors should submit this report to academic advisors for
obtaining their signatures.
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Monthly Tutoring Activity Report
(Month

R)

S8R - WESERE  Faculty/School:
R - B4, Department:

T8 # 2 Academic Advisor 5]
F 2 — ¥ — %/ (Tutor) TR 22 (International Student)
AiE- G4 |- WEFER me/po) AR | RS- |- IEgER mc/po) AR
(Affiliation) (Affiliation)
K4 (Name) E | JX4 (Name)
HEER (tel) HEER (tel)
HENTELRL (mobile) R AT (mobile)
e-mail e-mail
s E OE) | wm | wm REEI ey e s
date time hours CuI;ll;luitslve tutorial activity signature
g0 B() ~
£ 0 B() ~
EOF H(O) ~
EOH H(O) ~
EOH H(O) ~
EOH H(O ) ~
£ OH H(O ) ~
EOH H(O ) ~
OB H(O ) ~
£ OH H(O) ~
EOH H(O ) ~
OB H(O ) ~
=R H(O ) ~

Fa—=F—=ho0F 2—F—HE~ DT XM B
Comments/opinions from the tutor about the tutor system




BREXBERSESEADEDETEIE
Pay attention to the following points when filling out the Monthly Tutoring Activity Report

L. JEB8ICT 2 — ¥ — SR F 7203 2 940 U 72 HAE LS 920 U 72 RR RAHY L R R0, S8 -
FEHEHZLALTT SV AHEHEORLALEIIL, 72— & — 3% - fEk
W2 920 L7z F I DT, BHH - SLRL TS 2 L R4 R4 RLR
LTHH9720I12d, L THEETT,

The tutor should accurately and consistently write down and report the time, hours,
and the content of the tutoring activities.

2. 7 RFOREEM - TT 2 — 5 =L OO KRF LML L %2 2 8
T9o Wil LARHBIIES W THEN DN ETOT, HRLEVEHIZE
HLTFS v,

Tutoring activities should be properly recorded on this report, as it is an important
document used for tutor payment from the University budget.

3. WKHRHBTOERBICADLETHALTT SV, 72720, L4 - WSO IREIZH
SMITEHED L VIR I#T T v,
If holidays and night hours are used for tutoring activities, they should be mentioned

as such. However, tutoring during irregular hours for study and research should be
avoided.

4. Fa—F =3 - REERERLA-AWIC, TELRTRAEDEXAEDLL-TT
S 72720, i SRPAEOHBESRL IR, HIFCELOTEATL Lo
THhFTnEti,

It is recommended that international students sign the report every time tutoring takes
place. However, if the international student agrees, the report can be signed at the end
of the month.

5. HEEEMEETEO [Fa2—F b0 F 2 —F—fllE~0a3 2y BRI
IR F 2 AR YHE, WA E S E IS 74—%2\/7157"&5(7)%)0)
fa“o FMEARE, BHICHEWTOWALECRLEEZD ) FEAN, Fa—F -

WEOHIZ, TELRTTEICHVWTT IV, HEHE~NOBRIIEEOET
hxfTé’W\o

After completion of all tutoring activities for the semester, the tutors are expected to give
their comments and opinions at the end of the report. These comments will be used to
provide important feedback for international student staff to improve the tutor system.
Comments intended for academic advisors should be given directly from the tutor.

6. LFRLOTEARL, ARIERHGE & 2 TR IR L., MERAZ 2T TTFE v,

After filling out the above, tutors should submit this report to academic advisors for
obtaining their signatures.



T FE \- %) BRNBEABZEETF1—5—
SHEFRIELR,FHRME (FHARIRE)
Reduction or Cancellation of Tutoring Hours (at the beginning of the term)

38 - WEZEFRE  Faculty/School:
PR - B4 Department:

158 Z H Academic Advisor Fl
F 2. — ¥ — %2/ (Tutor) FRIEE 42 (International Student)
g - 5248 | 8- F9ERE Me/Do) AR | R g | AR BESERE mc/po) AR
(Affiliation) (Affiliation)
K4 (Name) FI | K4 (Name)
VU OF RO F T 2 — & — 334 - FREREREL R (hours)

(Initial plan for total number of tutoring hours)

BRBEOTET 2 — ¥ —3% - TRER % I [H] (hours)

(Number of tutoring hours to be provided after readjustment)

i, Lito# ), 5K TwdF 2 — & — %8 - fRERMZHIKT 5
CEIHEELET,

[ agree to a reduction in the number of remaining tutoring hours for study
assistance this semester.

R F4
Name Signature
HAY

Date




T FE \- %) BRNBEABZEETF1—5—
sTEBEERE (FPRFRESE)
Reduction of Tutoring Hours (with Mid-term Report)

38 - WEZEFRE  Faculty/School:
PR - B4 Department:

158 Z H Academic Advisor Fl
F 2. — ¥ — %2/ (Tutor) B 24k (International Student)
i g | SER-BFZERE (Me/DO) & | BTE- B | SR EJERE mc/po) 4R
(Affiliation) (Affiliation)

K4 (Name) FI | K4 (Name)
VR OFIERD T T 2 — & — 4% - TRERE L ¢ (hours)
(Initial plan for total number of tutoring hours)
PGSR TOF 2 — & — 5 - RERR % IR (hours)
(Tutoring hours completed)
VRETHIOFR Y D55 F T 2 — & — L - FRER L IR (hours)
(Tutoring hours remaining)
BHRBDGHRTET 2 — 5 — 4% - IRERFHE IRE[H (hours)

(Number of tutoring hours to be provided after readjustment)

”””””””””””” A ZEAF0 AR For International Student’s Use)---=-======---------=---

ik, ERtod b, 58K -> T b F 2 — & — 4% - IEREm %2 WK %
ZEIZHELET.

[ agree to a reduction in the number of remaining tutoring hours for study
assistance this semester.

R4 EX
Name Signature
H A

Date
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Questionnaire on Tutor System for Tutor Student

F 2. — ¥ — 5/ (Tutor Student) BB 42/ (International Student)
25 - WFFE R School 38 - WE9ERE School
g - 553 4 g - 553 4
(Affiliation) |[MC/DC : (Affiliation) |MC/DC/RS/NUPACE :
FAE (Year) © 4 HAE (Year) iE
X4 (Name) F | K44 (Name)

Fa—7—bt L TOHFETIETE ICHEBKT X 7255 Your contribution as a tutor

Fa—F— L TORFAELIETE ICMEZE 5 7214 Problems you faced during tutoring

F 2 — 7 —HillE~ND LR E R General comments toward tutor system

ZoMOFER - B Other comments and requests

;EI‘:EI?E : §F:ﬂ3%%ﬁ’§$$ﬁf This questionnaire is to be filled out and submitted to the Office of your School.
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Questionnaire on Tutor System for International Student

F 2. — ¥ — 5/ (Tutor Student) BB 42/ (International Student)
25 - 7R School 38 - WE9ERE School
g - 553 4 g - 553 4
(Affiliation) [MC/DC : (Affiliation) |MC/DC/RS/NUPACE :
FAE (Year) © 4 HAE (Year) iE
X4 (Name) F | K44 (Name)

F 21— —DOFHEE %I T E A2 L H o 72 15 Benefits you gained from tutor system

Fa—F—0FEEZIFTE {IZHMEZ 5 7255 Problems you faced during tutoring

F 2 — 7 —HillE~ND LR E R General comments toward tutor system

ZoMOFER - B Other comments and requests

;EI‘:EI?E : §F:ﬂ3%%ﬁ’§$$ﬁf This questionnaire is to be filled out and submitted to the Office of your School.
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TUTOR MANUAL
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