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Foreword

This handbook is designed for Hiroshima University (HU)
international student’s supporters and related faculty and staff to
share the understanding of the HU Supporter System for
International Students and to make the system more responsive and
effective.

The first half of the handbook is about the “Procedures and Activities”
of the Supporter System. This part is the revised version of the
Student Tutor Handbook published in 2000 by the International
Center. Its aim is to contribute to a better understanding of the
Supporter System’s strategy and to serve as a basic guide for the
necessary administrative procedures.

The second half of the handbook is about “Practical implementation.”
This part includes valuable opinions and suggestions made by
former tutors and international students, and the overall information is
provided by Nagoya University. Since it is difficult for all of our
supporters to gather and exchange experiences, this handbook is
designed to assist current and future supporters by providing insights
and useful references.

The supporter system and handbook are planned to be continuously
revised. Any comments, concerns or suggestions are appreciated
and should be directed to international student advisors and/ or
administrative staff in charge.

International Center
Hiroshima University
September 2015
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1 . Overview of the Supporter System

In December, 2014 the former tutor system for foreign students was amended and
we started a new Supporter System with the purpose of supporting the life of newly
arrived international students. The system was designed for peer student supporters
to give newly arrived international students peer- to-peer extracurricular assistance.
This assistance contributes to improve the residential /college life of international
students, and it is implemented within a designated period of time under the
guidance of an academic advisor and administrative staff in charge.

The system stipulates that all new international students are eligible to receive
supporting shortly after their arrival in Japan, and students (supporters) who accept
supporting responsibility receive some monetary compensation for their efforts. In
addition, there are many educational benefits to students (supporters) who accept
supporting responsibility which may lead to the development of international and
intercultural understanding, and an increased interest in international cooperation. It
is expected that supporters will assume the role a peer supporter motivated by a
volunteer spirit.

2 . Supporter Qualifications

1. Supporters are students currently enrolled at Hiroshima University (with the
exception of research students, kenkyusei and special auditing students) . They are
selected through recommendations from academic advisors or recruited by the
administrative office of the faculty a newly arrived international student is affiliated to.

2. Itis acceptable for a supporter to be affiliated to a different faculty from that of the
new international student. In this case, the faculty to which the new international
student belongs is responsible for supporter selection, administrative procedures,
and the payment of compensation to the supporter.

3. Itis also possible for international students to assume supporting responsibility,
provided that they have been studying at Hiroshima University already for a long
time. International students with a “College Student’ visa, are required to apply for
a part-time work permit at the Regional Immigration Bureau before they operate as
supporters.
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3. Supporting Hours

3.1 Supporting Term

Within the first two months after entering university
E.g.) Apr1~May 31, Oct 1 ~ Nov 30

3.2 Standard Supporting Hours

Each faculty can adjust the number of supporters and activity hours within the budget
allocation.

Calculation for the budget: Divide the number of new students by five, round the
result up, multiply 50 hours (40,000yen).

Pursuant to the calculation above, one supporter can be in charge of 5 new
international students within 50 activity hours as maximum within the period of two
months. To easy the work load, it is possible to reduce the activity time and to
increase the number of supporters or to prepare for contingencies; it is also possible
to recruit extra supporters if necessary.

Please note in case of an international student as supporter, he/she is only permitted
to work up to 28 hours per week (and 8 hours per day during school vacation
periods).

3.3 Flexible Use of Supporting Hours

Some students may be in a particular state of need. On the other hand, there are
eligible international students who do not want or do not need any support. The
faculties can allocate unused supporting hours and use them for international
students in need.
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4. Supporting Activity Proposal

@Picking up the student at the airport/station

@Checking in at accommodations

@Providing help for house hunting and contract procedures

@Guiding to shopping plazas and helping with buying essential items

@Assisting legal procedures (notification of place of residence/ National Health
Insurance, etc.)

@Opening a bank/postal bank account

@ Helping with contract procedures for utilities (electricity, gas, water) and/or
cellphones

@Any other residentialllife related activities international students can’ t do by

themselves and other support determined by administrative staff.

@Registration support

@Tuition waiver/apply for scholarships

@Campus/facilities guide (libraries, administrative offices, etc.)

@Confimation the schedule immediately after arrival and accompanying/ taking
international students to university organized orientation meetings.

1) Unapproved activities
@Academic assistance
e.g.) Assistance related to lectures, seminar preparation/ review, conference
presentation and / or exam revision.
@Providing information indirectly by mobile phone or e-mail, etc.
@Activities not approved as life support
e.g.) Attending any kind of parties such as New Year's parties, birthday parties,
welcome parties, farewell parties, cherry blossom viewing, Sake Festival, etc.
Visiting open food stalls/shops at the university festival, etc.
Attending various international exchange events, international students ski
camp. Homestay at the supporter's house, BBQ, camping, softball
tournaments/practice. Having dinner together.
2) Activities beyond student regular practice
@Interfering with academic dissertations
@Traffic accident handling



TEIEITEL (CENIEKBRIIO BFE BB EE DR DICUTLZEL ),

B CERERIRZELEHICER/RCETY,

BEEUYIN—H—ER o254, BHEITINEANBRZEDPAE I DFEE « i

FREDOZERIBYEDIENDEEISERNETOCEIZ>TNET,

FIABZEDRRENDBLZ, ARADKENIRL CIBXAEAFRET, &

DN PNHASEHETERIE T DXL DIC LT IESb ),

FEROZEBLNZ [FEHZSERD/ N h)UiB) —ERE&HFIARL, B

WZIFFBIT->TIES0 ),

(LEZEE=SFASHTRANDIEH—E)

htto:// vwww.sumumu.com/user/ hiroshima_univ/bushtml

BEEUYR—S—ERILEETHD, BNDISEEORNEDZHOISRINIA

BTIDT, L\DEDKDICHN—FETOINERIICKFERLTIESL ),

¢ XHLTEZVVREENEULEESE, —ATIRZATRNKIDICLU TS ZE)N, 2B
FHERN—Y—0EEIL, BREEOEEEE TRRL ChITDCETIFREL,
1B8HE, SHIRSIER ZOMEREEREEEDDRSRIEESZ, DH
BIFNCE, BoTNBDCEZE, @A G [T TTIES)N,

& TEISRIN1 BOoFEEBZ RS MIHEIC4 S EDHREEEIR>TL

1230, SEEMUEICRIIZEERIC6 ODUEDIREEE > T EE), 5

R, MEEFEIITR—S —DiFEFEE U UISFNEBAD T TERLIES

U

* & o o

L 4

5. RS

51 FBINHECIRS

@ R THN—Y—AEE1T oICB8BIC [EF3INREIRS] PiESEE AL CR
=0\, COERBINRECIREIL, BRRBROUMN—5 UL CICBBGKAL, B
UCEDISTHEMMONTI DT, YIR—5—NDEHBACEEL TRV, 88K
[COE—ZHD, BLaRELURCEZIITHIT,

BFENDS, FHODUN—5 —HEREERRRLU CERNEES DRRMETD
176, FTIIFBHRSEIE T, BEAFREMU EOYR—5 B ER<HBLE I DGl
PEIREEPFIBIENEUL, FEET TR



* & o o

5.

To build a relationship of trust with the new international students, please do getin
touch with them as early as possible, preferably before their arriving in Japan.
Supporters provide assistance under the supervision of an academic advisor and
the administrative staff in charge.

We recommend you to use public transportations and to avoid using private cars

for picking up students or taking them to the city.

If new students are arriving at midnight, we strongly recommend the use of Airport
Pick-up Service (overnight stop at the hotel) provided by Co-op. Supporters can
pick up the students at the following day.

(Hiroshima Airport = Transportation service to Higashi-Hiroshima city)
http:/Mmww.sumumu.com/user/hiroshima_univ/bus.html

Supporters are also students who have the duty to take classes and to write
papers. Therefore we want you to think twice before you choose the timing and

way of operating as a supporter.

If insuperable problems occur, do not deal with them all by yourself. Solving all
kinds of problems doesn’t belong to the essential duties of a supporter. Serious
problems must be handled jointly by the academic advisor, administrative staff
and the related faculties.

Supporters should take a 45-minute break in case of continuous supporting
activities over 6 hours and a one-hour break in case of continuous activities over 8
hours. The break time should not be included in the supporting hours.

Documents to be submitted

51 Monthly Supporting Activity Report (kKinmu Jyoukyou Kirokubo)
@The supporter should record each activities in the Monthly Supporting Activity

Report whenever supporting activities took place within month. Since supporters will
receive compensation based on the number of supporting hours recorded on the
Monthly Report, they should manage the supporting hours and keep the record
appropriately. It is recommended that supporters make copies of the Report for their
own records.

@® When an international student agrees, it is possible to reduce the number of

supporting hours. On the other hand, if more than the standard number of supporting
hours is needed, a supporter can seek consultation from the administrative office
and make an adjustment.
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5.2 Application Form for salary deposit

Supporter should submit the Request for Direct Deposit form to receive their
compensation. Upon completion of the proposed supporting activities, supporter
should fill out the after-activity report, which requires the supporter to provide feedback
on their supporting experiences and submit the report to the administrative office.

6. Compensation

Compensation will be directly deposited into the tutor’s bank account every month
based on the calculation of 800 yen per hour of supporting activities. Failing to submit
the Monthly Supporting Activity Report may cause a delay in payment not only to the
individual supporter but to other supporters who have submitted the report on time, as
all paperwork for compensation is batch processed. In some circumstances, the
individual supporter who fails to submit the Monthly Report on time will not be paid for
the month. Therefore, please always submit your Monthly Report by the deadline.

7. Regarding Transportation Fees

If supporters need to use public transportation to help with administrative procedure,
etc., they can charge transportation fees. Please submit the Reimbursement Form to
the administrative office in charge. It is assumed that supporters use public bus service
operating between the campus and each ward office twice during the supporting
period; however exceptions are accepted.

8. Further Information or Inquiries Regarding the Supporter System

Problems could arise during supporting activies due to misunderstandings and
miscommunications. In these circumstances, supporters can seek consultation from
the academic advisor or the administrative office.

The supporter system is designed to be flexible and to provide an effective assistance
to international students. Supporters and new international students having questions
or suggestions for improving about the supporter system can always contact the
administrative office of each faculty in charge of international student.
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~Pay attention to the following when writing the Monthly Supporting Activity Report ~

1. Record the time and hours of supporting activities accurately.

2. Supporters should take a 45-minute break for continuous supporting activities
over 6 hours and a one-hour break for continuous activities over 8 hours. The
break time should not be included in the supporting hours.

3. Put the stamp on the confirmation box (at the bottom-right corner.)

4. You can record supporter activities done during holidays and night time.
However, apparently inappropriate supporting hours should be avoided.

5. Afterfilling out the report, please submit it to the administrative office where the
new international students belong to.

2 |heard that supporters can work on weekend, and even at night time.
Q’ In that case, do we equally receive the fixed compensation (800 yen
per houn?

eﬁ.
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“The support provided by my tutor was very useful for me
even before amiving in Japan or seeing him for a first time. It was
really alleviating to know that there was someone who worried
about when and how | was going fo get to Hiroshima; he helped
me - for example - to plan my train itinerary fo get fo Hiroshima from
Tokyo.

When | think on my futor, only many good memories can
come to my mind. Once in Higashi-Hiroshima, my tutor's help was
invaluable. Thanks to him, | could have my fist dinner with
Japanese friends. The help | received from him to adapt to life in
Japan was also very important, as important as it could be for
anyone who is newcomer in a foreign country and is full of
questions about everything around. He has shown always joy in
answering, in helping, in faking me to “this or that place” whenever
it was necessary; and those are the kind of things that you
appreciate forever.

Ofther things, for example the labor (sometimes unpleasant but
necessary) of fiing out forms and doing formal registration
procedures for amival and accommodation as well as other
formalities were much easier thanks to my tutor support and
accompaniment.

For these reasons, | want fo express my gratitude fo the
University staff for lefting me know him as my tutor, someone who
more than “my tutor” | consider as my first fiend in Hiroshima.”

(P.B.D)
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