Independently Arranged Internships

“Independently Arranged Internships” are internships in which companies and organizations directly recruit and
select candidates, and students directly apply for positions (in principle, the university is not the point of contact).
From the AY 2023 fall semester (grades applied in the AY 2024 spring semester) students will be able to apply to
have independently arranged internships registered as courses if they meet the requirements for the training period

and internship period, and if the content is deemed appropriate.

eSchedule
By 5 weeks before program

(DApply for course / submit documents

Just before program
(Document screening / pre-
study procedures) * If applicant passes internal screening

@Pre-class (On-Demand)

@Internal Document Screening

@Business Manners Training (On-Demand)

®Purchase Insurance

Implementation Internship Held

* If applicant has correctly completed pre-internship
assignments, procedures, etc.

*If the applicant has not completed these requirements they
can still join the internship, but it will not be registered as a
course

Semester following end ®Post-class
of internship

@Submit required documents

* If applicant has correctly completed post-internship
assignments, procedures, etc.

@®Course registered

(9 Grades announced




@ Applying for Registration / Submitting Required Documents

(1) Course Registration Requirements

The course information for independently arranged internships is shown below. Please note that the applicable

semester, implementation period, and application requirements differ by course. The common liberal arts course

“Internship” is not eligible to be registered via independently arranged internship applications.

Course Code 038342 037249 062119

Subject Name Specialized Internship Business Internship Internship

Subject Field ST Major Education Subject APM Major Education Subject Experiential
Learning

Required no. of

2 credits: 40 hours 2 credits: 80 hours

2 credits: 80 hours

Hours 4 credits: 130 hours 4 credits: 160 hours 4 credits: 160 hours
Course Japanese or English
Language 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.

Course Language Japanese English

Language in Use Course Course
Japanese @) x
English x @)
Other Language x O

XIf Japanese-basis domestic students register an English internship,
the credits will count toward the opposite language credit requirement
¥ The course language cannot be changed after application.

English

Max. no. of

A total of up to 8 credits can count toward the 124 needed for

A total of up to 4 credits can count

credits  counted ] ) i o toward the 44 needed for graduation,

toward graduation, but credits which exceed this limit will not count toward ) . o
] . but credits which exceed this limit will

graduation graduation. not count toward graduation.

Grading P/F P/F P/F

Application Must be in 2" semester or above at time of application 1st semester students can apply,

Requirements

but if their GPA at the end of their
15t semester does not meet the
requirements their application will
be rejected

Cannot register in final semester

X If the internship is held over 2 semesters, cannot apply past the semester before the semester of graduation

32017 Curriculum APM Students must be in 4" semester or above at the time of application

¥ Students must have regular status during the semester of application, internship semester, and following

semester (cannot register courses while on academic leave, suspended, or on study abroad)

¥If a suspended student’s period of suspension ends before they submit their application, they may apply

*Undergraduate ST students *Undergraduate APM students

*Cumulative GPA of 2.00+ *Cumulative GPA of 2.00+

*Must have completed at least 6
of the 12 APM required courses
*One of the above 6 courses must

be “Fundamental Math” or

“Advanced Math”

+Graduate students in GSM
+Cumulative GPA of 2.75+

Syllabus

See p.8~15




(2) Application / Required Documents
@ Application (Forms)
Applications for Independently Arranged Internships will be accepted via the Form below.
https://forms.office.com/r/zPh2NMQc7S

OEp0

[=]:

Application Forms QR code

@ Submission of Required Documents
Must upload required documents via the Forms application.
There are documents to be prepared by the applicant as well as documents to be downloaded from the
Career Office and filled out by the person in charge at the internship destination. If the documents cannot
be prepared at least 5 weeks before the start of the internship, the application will not be accepted for any

reason.

a | Letter or email confirming the implementation of the internship at the company
X Submit data that shows the department / division, job content, period (implementation),

and supervisor name

b | Documents confirming participation in the internship

*Notification of Acceptance from the company, email confirming participation, etc.

¢ | Internship supervisor agreement form — will make sure it can be downloaded in Word, etc.
X Download the manual from the Career Office HP and send to the internship supervisor,

have the internship supervisor and applicant fill out and submit on Adobe sign.

d | University grade transcript (most recent)
¥ Copy OK

(3) Course Registration Application Period

Please submit the application to register the course at least 5 weeks before the start of the internship. Please

make sure your participation in the internship has been confirmed at the time of application, and submit
documents that can prove you will participate in the program. If you are not able to submit the required
documents by 5 weeks before the start of the internship for any reason, your registration application will be
rejected.

The application periods for independently arranged internships are shown below.
Spring semester internships: final week of February — end of July
Fall semester internships: final week of August — end of January

HHowever, AY 2023 fall semester internship applications will be accepted from mid-November — late January

(4) Implementation Period Patterns


https://forms.office.com/r/zPh2NMQc7S

Agreement-type internships are held during the long breaks on APU’s academic calendar (August —
September, February — March), but independently arranged internships do not necessarily have to take place
during the long breaks on our academic calendar, so we can accept applications for independently arranged
internships held based on the following 4 patterns.

Participate in Internship in Spring Semester

Participate in Internship in Fall Semester

Participate in Internship in Spring Semester — Fall Semester

AW IN|-~

Participate in Internship in Fall Semester — Spring Semester

(5) Handing of Course Registration / Grading

1. Course registration / grading for independently arranged internships will be done “in the semester following

the end of the internship at the time of application.” After the end of the internship, the student must submit

the required documents, participate in the post-class, and submit the assignments.

. 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.

Ex.) Application for internship from AY 2023 fall semester — AY 2024 spring semester
Course registered in the AY 2024 fall semester.
Even if plans change and the internship ends in the AY 2023 fall semester, the course will not be

registered early. It will still be registered in the AY 2024 fall semester as planned.

2023 FA 2024 SP 2024 FA
2nd semester 3rd semester 4th semester
Application Pre-class Internship Post-class, submit assignments
At least 5 Pre-guidance Submit required documents
weeks before (On demand) Course registration / grading /
internship credits awarded

3. If the applicant does not submit the required documents by the deadline in the semester course registration

/ grading will occur, they will receive an F grade.

As a registration requirement, during the (1) semester of application, (2) internship semester, and (3)
semester after internship is held (registration semester) students must have regular student status. If a

"«

student status is “leave of absence,” “study abroad,” or “suspended” during any of these semesters, they
will not be able to apply for course registration or grading through this program. In addition, students will not

be eligible for registration or grading in the semester following “leave of absence” or “study abroad.”

(6) Class / Course Timetable (from Internship Handbook)

1.

Calculation of internship hours will be done from the start time until the end time on working days
(including the lunch break).



4.

If the final number of internship hours differs from the originally planned number of hours, the following will
apply.

Example 1) If your internship was less than 40 hours for “Internship” / 80 hours for “Business Internship” or
“Internship” (Graduate school course)

— Credits will not be awarded

Example 2) If your internship was intended to cover 130 hours or more, but actually covered only 40 — 129
hours / if your business internship or graduate school internship was intended to cover 160 hours or more,
but actually only covered 80 — 159 hours

— Two credits are awarded

Measures to be taken in such cases that final internship hours were less than originally planned due to
unavoidable circumstances:
Please follow the instructions 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 illness or bereavement: If you meet the application requirements shown on the APU A
cademic Office HP >Classes / Course Timetable >Class absences (https://www.apu.ac.jp/academic/
class_info/class_absences/) submit (1) and (2) below via email.

@ Reaquired official certificates listed on the same page in PDF format
@ “Report of Absence”
*"Report of Absence” format is available on “Contract-type Internship” page of the Career Office website
(https://www.apu.ac.jp/careers/internship_guide/independently _arranged/)
C) In case of other reasons such as bad weather, strikes, epidemics, etc.
Please contact the Academic Office.
Email submissions to: Academic Office Internship Team (atfs@apu.ac.jp)

Submission deadline: within 3 business days after the end of the missed class or internship. No

applications will be accepted after the deadline.

In the case of absence from pre or post-internship classes due to illness or bereavement, the procedure is

the same as 3-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.

If the internship is held during the class period 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. In addition, if you participate in a


mailto:atfs@apu.ac.jp

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).

(7) Internship requirements for Course Registration

Independently arranged internships must meet the requirements below to be registered as courses.

1 NOT self-employment

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

2
3 | NOT work performed for a student-run organization
4

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

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

(however, working for a seated public servant is acceptable)

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

NOT part time job, but official internship

(Document Screening / Procedures before Internship)

@ Document Screening
After submitting the required documents at least 5 weeks before the start of the internship, the documents will

be internally screened. If any documents are missing or incomplete, your application may be rejected. Please
check your application carefully.

Q) Pre-Internship Classes (On Demand)

If you pass the internal document screening, you will be registered on Moodle in the internship course. The
on-demand pre-internship classes are stored on Moodle, so please be sure to check them before your

internship and submit any assignments by the deadline.

@ Business Manners Training
Like the pre-internship classes, the business manners training is also stored on Moodle. Be sure to check it

before your internship and take the comprehension test.

® Purchasing Insurance
If you apply to register the course and participate in an internship, you must enroll in an insurance plan

specified by the university. Please be sure to enroll as this is an important procedure for joining an internship.
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.

Types of Insurance Enroliment

Domestic Internship *Internship / teaching qualification activity liability insurance (AKA Intern Insurance)

Overseas Internship *Internship / teaching qualification activity liability insurance (AKA Intern Insurance)

- Tokio Marine & Nichido Fire Insurance Co., Ltd. Overseas Travel Insurance

+Emergency Management Support




(Semester following Internship)

© Post-Internship Classes (In-Person)
A post-internship class will be held during the semester after the internship ends. As a general rule, post-

internship classes will be held in person, so please be sure to attend all post-internship classes. If you are
required to submit an assignment in a post-internship class, please follow the directions of the course instructor
and submit the assignment by the deadline.

@ Submitting Required Documents

You must submit the following documents after the end of your internship. If you do not submit the required
documents by the deadline, in principle you will receive an F grade. Documents submitted after the deadline
will not be accepted for any reason.

a Internship Training Log = Submit from Forms

Internship Supervisor Evaluation Sheet = Submit with the signature both the organization

and applicant on Adobe sign.

You must also submit the required documents via the Forms below.
https://forms.office.com/r/8XRNMnWvzx

(Bl

Submitting Documents Forms QR code

Course Registration / @ Announcement of Grades

The university will register the course based on your course registration application.

The course registration will be carried out after Course Correction Period 2 in the registration semester
(semester after the semester in which the internship ends). Grades will be announced at the same time as
those of other course, when grades are announced for that semester (spring: early September; fall: early
March). Please check your registration details on Campusmate.

Please note, grades will be determined by the course instructor using P/F evaluation. See the syllabus for
more details on grade evaluation (next page).


https://forms.office.com/r/8XRNMnWvzx

Items Contents
Year 2023, 2024
Subject Code 03834203, 03834204

Course Number

[23]-[ST]-[OFC]-2

Semester

AY2023 Winter Internship (credits awarded in AY2024 SP)
AY2024 Summer Internship (credits awarded in AY2024 FA)

Subject / Class

Specialized Internship 03,04

Program Name

Specialized Internship

Instructor

KC Dipendra

Program Venue

Depends on the companies

The number of credits

More than 40 hours and less than 130 hours: 2 credits
More than 130 hours: 4 credits

Misc. Notes

This internship is Type 3 in the "Basic Approach to the Promotion of Internships and Other
Career Development Support Initiatives for Students," and that companies may use student
information obtained through the internship only after the start of PR activities and recruitment
selection activities.
(https://www.mext.go.jp/a_menu/koutou/sangaku2/20220610-mxt_ope01_01.pdf)

Subject Field

ST Major Education Subject

Recommended Qualifications / Knowledge

No specific knowledge/skills are required. Only students who participate in the Contract-type

Internship and also submitted the Course Registration Form will be allowed to take the course.

Course Overview

In order to apply various theories learned at universities to society, it is necessary to learn how
theories are used and practiced in real society and business. This course aims to combine
theory and practice by combining lectures with internship activities at companies and

organizations related to the specialized education of the university.

Upon successful completion of this course, students will be able to:
- Understand examples of practical applications of theories learned at universities

 Apply the theories learnt in college in the real world

Course Objectives

- Understand examples of practical applications of theories learned at universities

 Apply the theories learnt in college in the real world

Teaching Methods

Lectures, Individual worksheets, and Group discussions

[Pre-Internship Classes] *On-demand

1.Internship - Bridging theory and practice

Students will delve deep into the interplay between academic theory and real-world practice.
Aimed at fostering intentional and critical learning, the session underscores the symbiotic
relationship between classroom-derived knowledge and its practical application in professional
settings. Through an exploration of the duality of learning, reflection techniques, and the
challenges often encountered when attempting to bridge the theoretical-practical gap, students
will be equipped with strategies to integrate their academic foundations into tangible, real-
world scenarios. By session's end, students will have actionable tools and templates to enhance

their reflective practices, seek effective mentorship, engage in enriching peer discussions, and




2. Personal Effectiveness

The 100-minute personal effectiveness session will go beyond job-specific skills to focus on
success in the workplace. Students will learn how aligning their values and motives with
company culture leads to stronger performance and interactions. Developing emotional

intelligence and business communication skills such as proper email etiquette will be covered.

[Post-Internship Classes] ¥In person

1.Reflecting on internship experience - 1

This 100-minute session would provide interns time and guidance to reflect on their internship
experience as a whole. Students can discuss key learnings, challenges faced, and lasting
impressions from the internship. The session focuses on processing the experience and

cementing lessons learned.

2.Reflecting on internship experience - 2

This 100-minute session would provide interns time and guidance to reflect on their internship
experience as a whole. Students can discuss key learnings, challenges faced, and lasting
impressions from the internship. The session focuses on processing the experience and

cementing lessons learned.

3.Leveraging internship experience for career success

This 100-minute session focuses on helping students maximize their internship experience to
further their careers. Students will learn strategies to maintain professional networks
established during their internships through ongoing communication and engagement. They will
develop stories and interview answers that compellingly articulate their achievements, skills
gained, and contributions. Reflective activities will help students process key learnings and
impressions to cement their professional development. Assessing how the internship shaped
their interests and strengths will allow students to chart a focused career trajectory and set
targeted goals. The session aims to equip students to fully leverage their experience to build

relationships, communicate their value to employers, and define a meaningful career path.

Practice Schedule

<Contract-type Internships> from the end of the session until the beginning of the next
semester.

AY2023 Winter Internship (credits awarded in AY2024 SP): Wednesday, February 14th, 2024 -
Sunday, March 31st, 2024

<Independently-arranged type Internships> the following sessions including class days.
AY2023 Fall semester (credits awarded in AY2024 SP): until Sunday, March 31st, 2024
AY2023 Fall semester to AY2024 Spring semester (credits awarded in AY2024 FA): until Friday
20th September, 2024

Pre-class Study Load [preparation & review]

Students are required to watch a 100 minute on-demand video and complete the corresponding
worksheets posted on Moodle. Students should budget approximately 100 minutes to finish the

video and worksheets for each module.

Method of Grade Evaluation

P/F

Written Assignment 1 — Internship Learning Goals: 30%
Class participation: 30%

Written Assignment 2 — Internship Reflection Report: 40%




Method of Implementing Multicultural
Collaborative Learning

Multicultural Learning:

1. Group discussions and reflective activities will intentionally integrate diverse perspectives
and experiences from students of different backgrounds.

2. When analyzing their internship experiences, students will be encouraged to consider how

cultural factors shape workplaces and professional norms.

Student Cooperation and Active Learning:

1. Peer Reflection Exercises: Students will regularly share and discuss internship insights in
pairs and small groups.

2. Real-World Case Analysis: Students will collaborate in diverse teams to analyze scenarios
drawn from workplace case studies.

3. Presentation of Learning: Students will synthesize their key takeaways from the course and

internship experiences through group presentations.

Instructor's professional experience/involvement

(outside academia)

Your instructor brings diverse professional experience in the social impact sector spanning local
and global contexts. He co-founded an NGO called YUWA focused on empowering young people
in Nepal. He also served as a manager for Wedu, a social enterprise focused on leadership
development for young women in Thailand. As an independent consultant, he has provided
services to international organizations including UNESCO, ITU, UNICEF, USAID, and FHI360 on
projects reaching Nepal, Thailand, Geneva, and Paris.

This firsthand experience founding, managing, and advising various mission-driven
organizations provides Dipendra with unique insights into the social sector. He leverages his
professional network and on-the-ground knowledge to make learning interactive and applicable.
Exposure to different cultural contexts allows Dipendra to integrate diverse perspectives into
the classroom. You will benefit from his combination of practical experience and global outlook

throughout this course.

Requirements for Students

Students should participate actively through discussions, activities, and presentations that

synthesize learnings.

Textbook Notes None

Textbook (Students will need to purchase these None

textbooks when registering for this course.)

Further Reading Notes None

Further Reading (Books, audiovisual materials) N
one

(Availableat Reserved Corner in the APU Library)

Further Reading (Journal articles, white papers, None

year books, etc.)

Misc. Notes

Office Phone No. 4201

E-mail Address

dipendra@apu.ac.jp

E-Book & Course-related links

None
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Items Contents
Year 2023, 2024
Subject Code 062119

Course Number

Semester

AY2023 Winter Internship (credits awarded in AY2024 SP)
AY2024 Summer Internship (credits awarded in AY2024 FA)

Subject / Class

Internship 01

Program Name

Internship

Instructor

FUKUYAMA, Kimihiro

Program Venue

Pre and post internship classes: APU

Internship: Respective sites

The number of credits

More than 80 hours and less than 160 hours: 2 credits
More than 160 hours: 4 credits

Misc. Notes

This internship is Type 3 in the "Basic Approach to the Promotion of Internships and Other
Career Development Support Initiatives for Students," and that companies may use student
information obtained through the internship only after the start of PR activities and recruitment
selection activities.
(https://www.mext.go.jp/a_menu/koutou/sangaku2/20220610-mxt_ope01_01.pdf)

Subject Field

MBA Major Education Subjects

Recommended Qualifications / Knowledge

Only MBA candidates who participate in "Contract-type Internships" and "Independently-
arranged type Internships", and also who submit the Course Registration Form will be allowed
to take the course.

Course Overview

Internship is offered to all MBA candidates (must be 1-3 semesters at time of application) ,
providing an opportunity for practical settings where MBA candidates can gain knowledge about
the way the actual world of business operates and reflect on the business and management
concepts and theories that they have learnt at GSM/APU. By participating in internships, it also
allows MBA candidates to clarify the types of careers that they would like to pursue, develop
management knowledge and skills, gain a clearer sense of what they still need to learn, and

provides an opportunity to build professional networks.

Course Objectives

By completing the Business Internship, MBA candidates will be able to:

1. Gain practical experience within the business environment.

2. Acquire knowledge of the industry in which the internship is done.

3. Develop a greater understanding about career options while more clearly defining

personal career goals as well as identifying areas for future knowledge and skill

development.

4. Develop business skills and increase self confidence

5. Endeavor to deepen their specialized learning at GSM/APU.

6. Strengthen marketability to employers and become more responsible in regard to their role in

society.

Teaching Methods

The class will be delivered through recorded online pre-lecture (can watch flexibly before your

internship period), and outcome presentation session.

Overview of Each Class

* Further details, including dates and classrooms, will be announced on Moodle and Campus

Terminal in due course.

1. Regarding those who apply "Independently-arranged type Internships" course, at the time of
application stage, your application is accessed whether it is appropriate for the business
internship or not. After the assessment, you have to keep in mind that the application is judged

as "inappropriate" in some cases.

2. Watch the recorded online pre-lecture (there is a homework).

3. Participate in Business Internship

4. Submit prescribed "Internship Final Report" before 17:00 JST on the one day before the

Business Internship Presentation.




5. Participate in Business Internship Presentation as a post-class.

Practice Schedule

<Contract-type Internships> from the end of the session until the beginning of the next
semester.

AY2023 Winter Internship (credits awarded in AY2024 SP): Wednesday, February 14th, 2024 -
Sunday, March 31st, 2024

<Independently-arranged type Internships> the following sessions including class days.
AY2023 Fall semester (credits awarded in AY2024 SP): until Sunday, March 31st, 2024
AY2023 Fall semester to AY2024 Spring semester (credits awarded in AY2024 FA): until Friday
20th September, 2024

Pre-class Study Load [preparation & review]

Business Internship is an experiential based learning, thus, MBA candidates must study about
the assigned tasks and communicate with the host institutions before starting the internship
program. This may require at least 15-20 hours for preparation before the internship program

starts.

Method of Grade Evaluation

MBA candidates will be evaluated based on: 1) Homework after watching online class (10%), 2)
Internship Final Report (50%), 3) Internship supervisor evaluation form (10%), and 4)Business
Internship Presentation and contribution to the last class; e.g. share ideas, thoughts,

experiences, questions, opinions (30%) . The grade will be P/F.

Method of Implementing Multicultural Collaborative

Learning

MBA candidates will work as an intern at the host institutions in a multicultural environment to
apply the business and management concepts and theories that they have learnt at GSM/APU
and gain knowledge and skills from the actual world of business.

Instructor's professional experience/involvement

(outside academia)

Requirements for Students

Please make sure to check the Internship Handbook.

Textbook Notes

Textbook (Students will need to purchase these

textbooks when registering for this course.)

Further Reading Notes

Further Reading (Books, audiovisual materials)
(Availableat Reserved Corner in the APU Library)

Further Reading (Journal articles, white papers,

year books, etc.)

Misc. Notes

Office Phone No.

Extension : 4207

E-mail Address

kimihiro@apu.ac.ip

E-Book & Course-related links

(1) RZELIEALDF ¥ VT TFHA VR
https://elib.maruzen.co.jp/elib/html/Viewer/1d/3000126513/Page/3?8 ;

(2) Grit: The Power of Passion and Perseverance:
https://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1966383&site=ehost-live
3) TNEABZED-DDOFESN A £2024]
https://www.jasso.go.jp/ryugaku/after_study_j/job/guide.html
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