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PREFACE 
 

Sign the acknowledgement found on the last page. Detach 
and return to your child's Homeroom Teacher by 
Wednesday , September 10, 2008. 
 
Use this handbook in guiding your child in attaining the goals 
and objectives of Aoba -Japan International School . We 
ask you as parents/guardians to assist in implementing its 
rules. 
 

This handbook belongs to: 
 
Name of Student: 

 ____________________________________ 
 
Class/Grade: 

 ____________________________________ 
 
Address:   

____________________________________ 
    
   ____________________________________ 
 
Telephone: 

 ____________________________________ 
 
Parent/Guardian: 

 ____________________________________ 
 
Telephone: 

  ____________________________________ 
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I. INTRODUCTION  
 

This handbook details what the school expects of you.  
You will find rules that are aimed to develop you into a 
responsible, well-disciplined and civic-minded individual. 

 

II. HISTORICAL PERSPECTIVE 
 

Mrs. Regina D. Rogers founded the School in 1976.  Her 
ideology in founding the school is aptly stated in this 
thought in verse authored by her. 

   
   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

I �}�x�a�Š�t  
 

�p	��¾�x�z�p�Í�U�O�Í
\�t�8�4�b�”�\�q�U	Ä�`�X�G�^�•
�o�M�‡�b�{�‡�h�z
y�Ú�ò�S�‘�|�¬�ž	ú�t�K�~�•�z�¾�U�•
�V�q�r�M�h
����q�s�”�h�Š�w�Í���U�G�^�•�o�M�‡�b�{  

 
II �}�p�Í�w�2�ˆ  
 

�p�Í�w�º�™�x 1976�å�t�è�´�”�Æ�~ D�~�é�´�ß�”�µ�U�.�“
���›
Ñ�q�b�”�\�q�t�‘�“�•�‡�“�‡�b�{�f�w�¶�Í
Ñ�q�w�g
�æ�t�m�M�o�x�z�×�^�w�»�w�¤�t
\�V
\�V�q�3�˜�•�o�M�‡
�b�{  

 
To look at ourselves 

  As ever growing entities. 
   
  To develop ourselves with  

Sincerity and purity of mind 
 
To open ourselves to new ideas; 
 
To respectfully acknowledge 
The ideas of others 
 
And from this, be able to grow 
In knowledge and humanity. 
 
From this weÕll be able to  
Contribute to the emerging 
Global world. 
 
And the new order of things. 

 
     -----Regina D. Rogers 
    A-JIS Founding Director/Headmistress 


R�Õ�`���Z�”���O�p�K�”�\�q�t  
�×�’�>
Ç�X�\�q  

 

c�î�^�z	m
.�s	ú�›�æ�˜�c  
�×�’
R�Õ�b�”�\�q  

 
	ý�`�M�ß�Q�›	!�Z�Ö�•�”	j
‹�›�b�”�\�q  

 
��
��w�ß�Q�›��	O�b�”�\�q  

 
�\�•�’�w�\�q�U
Å�q�s�“�z  
�Œ�Ý�z�f�`�o
��¨�j�›
��O�\�q�{  

 
�\�•�’�w�\�q�U
Å�q�s�“�z  
�q�•�m�m�K�”���M�þ�q�z  

 
�f�`�o	ý�`�M�Ÿ	‚�t�é�Y�b�”�\�q�{  
 

      �è�´�”�Æ�~ D�~�é�´�ß�”�µ  
  A-JIS
Ñ�q	� �—�¶���Õ  
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A-JIS started in 1976 as a kindergarten of 
approximately 20 children in a small house near 
Daikanyama station.  Shortly after the establishment, 
the kindergarten moved to the place (present Meguro 
Campus) adjacent to Saigoyama Park.  In 1980 the 
elementary and middle school (Japan International 
School) was established in Harajuku as an extension of 
the four-year preschool program at meguro campus.  
The school has been obliged to move twice to 
accommodate the increasing enrollment and to improve 
the facilities.  First, the school moved to Shibuya in 
March 1986, and then moved in August 1992 to the 
present campus in Suginami, a building with all the 
conveniences of a modern school.   
 
As the school facilities are improved, it has been 
acknowledged as a good educational institution both 
domestically and internationally.  As a matter of course, 
the school earned its first international accreditations 
with the Council of International Schools (CIS) and the 
New England Association of Schools and Colleges 
(NEASC).  
 
In order to educationally operate smoothly from 
kindergarten to middle school as a part of 
systematization of the school, the two campuses 
officially became one organization in 1998 under the 
name Aoba-Japan International School.  The combined 
enrollment of the two campuses has grown to the 
present enrollment of close to 600 students.  

 
 
 
 
 

A-JIS�x 1976�å�t�E�í�•�ú�Ù�X�w	–�^�s�½�H�t�S�M�o 20�Ê
���S�w�.�“���q�`�o�•�‡�“�‡�`�h�{
ƒ�q�T�’�„�r�s�X�`
�o�z�.�“���x�è���à
b�·�•�¬���t�¡
€�b�”	Ô	t�¢�q�O�w
�è���©�ß�ï�Í�µ�£�•� �8�`�‡�`�h�{	s�s
æ�~�¤�s
æ�¢�´
�ß�Í�ï� �ï�»�”�Æ�³�ã�Æ�ç�µ�«�”�ç�• JIS�£�x�z�è���Í�÷
�p�æ�l�o�M�” 4�å
M�.�“���Ó�é�¬�å�Ü�›���Õ�b�”�T�h�j�p�z
1980�å�j	S�t�S�M�o
ƒ�q�^�•�‡�`�h�{
ƒ�q�Ú�™�T�’ JIS
�¢�p�Ì�£�x�z���Ç�~�Ç�•�~
\�F
:�w
ÿ�C�S�‘�|�¶�Í�ª
ƒ
�¦	F�w�h�Š�t�z�Ë�S�w� �8�›�(�Q�s�X�^�•�‡�`�h�{ 1986
�å 3�D�t�x	L�i�•�z 1992�å 8�D�t�x�Ù�E�$ �s
ƒ
‹�›
‹�Q�h
�q�O�w
?���Í�÷�•� �8�`�‡�`�h�{  
 
�ª
ƒ�w	F�î�q���æ�`�o�z�Ô�Š�y�T�“�p�s�X�‚�Ž�t�S�M�o
�‹���•�h�­�­�;���q�`�o�Ý�Œ�^�•�”�‘�O�t�s�“�‡�`�h�{
�f�w�A�L�q�`�o�z 1997�å�t�x� �ï�»�”�Æ�³�ã�Æ�ç�µ�«�”
�ç� �q�¢ CIS�£�z�Ç�á�”� �ï�¬�å�ï�Å�¶�Í�Í�G�¶� �^�q
�¢ NEASC�£�w�Ë�m�w���M
°�A�;���T�’�Ý	Â�›	!�Z�”�\�q
�q�s�“�‡�`�h�{  
 
�.�“
æ�T�’�¤�s
æ�‡�p�w�°���­�­�›�µ�Ü�”�¶�t�æ�O�h�Š
�w
Ê	ë�^�“�w�°���q�`�o�z 1998�å�t�è���©�ß�ï�Í�µ�q
?
���©�ß�ï�Í�µ�w
Ê	ë�x
Y�Ü�t�w�ù�^�•�z�Ê	¶�‹�®�ž�¦�Ì
�•�´�ß�Í�ï� �ï�»�”�Æ�³�ã�Æ�ç�µ�« �”�ç�¯�q�`�‡�`�h�{
�q�O�p�x�Ë�m�w�©�ß�ï�Í�µ�w���Ç�~�Ç�•�~
\�F�w
ï
:�x
600�Ê�Ù�X�t�‡�p
ÿ�G�`�o�S�“�‡�b�{  
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III. A-JIS HYMN 
 

   I 
We look at ourselves 

As ever growing entities 
We develop ourselves 

With sincerity and purity of mind 
 

II  
We open ourselves to new ideas 

We respectfully acknowledge the ideas of others 
And from this, be able to grow 
In knowledge and humanity 

 
CHORUS: 

In A-JIS our spirits soar high 
We build the feeling for international friendship 

We are able to contribute to the emerging global world 
And the new order of things 

 
III  

Just as the roots of a tree grow 
We are made strong and productive 

For you have given us a solid and expanding 
Foundation on which we live and grow 

(Repeat CHORUS) 
(Repeat CHORUS except the last line) 

 
CODA:  

For A-JIS, our spirits soar high! 
 

Words by: Mrs. Regina M. Doi 
Music by: Mr. Sonny L. Briones 
 
 

IV. A-JIS JAGUAR S THEME 
We are the Jaguars 

 
Now give the Jaguar Clap Clap 

Come on everybody Clap CLAP CLAP CLAP  
 

We play hard 
We play strong 

We give the game our best 
Now give the Jaguar Clap Clap 

Cheer, cheer, cheer us on 
WeÕll show you what we got 

Now give the Jaguar Clap Clap 
Volleyball, Basketball 
Just put us on the spot 

WeÕll show you what we got 
Now give the Jaguar Clap Clap 

Cheer us on CLAP CLAP  
Lead us to the goal 

 
Lose or win we love the sport 

WeÕll play it to the end 
Sportsmanship is the name of 

The game CLAP CLAP CLAP  
Give the Jaguar Clap Clap 

Maroon and gold give edge to the fight 
Gives the age old call 
All for one, one for all 

Yeah---team fight 
Yeah---team make that score CLAP CLAP CLAP   
Yeah---team make that score CLAP CLAP CLAP  
Show them all who you are CLAP CLAP CLAP  

We are the Jaguars 
 

Now give the Jaguar Clap Clap 
Give the Jaguar Clap Clap 

Jaguar Clap Clap 
Clap Clap Clap Clap 

 
Words: Mrs. Regina M. Doi 
Music: Mr. Sonny L. Briones 
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V. SCHOOL MISSION STATEMENT 
 

We shall fully acknowledge and form a synergistic 
relationship between the broadly varied backgrounds of 
our students, parents, teachers and staff. This diversity 
in both cultures and language added to the traditions 
and language of Japan, shall serve as the setting for 
increasing awareness of and contribution to the 
international community. 
 
We shall constantly develop and evolve to meet the 
current demands in education and guide our students to 
reach their fullest potential for them to ÒBE THE BEST 
THEY CAN BE.Ó 
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VI. SCHOOL AIMS 
 

A-JIS guides its students to reach their fullest potential 
to become... 
 

Ever growing entities who... 
- gain a strong foundation in all learning areas.  
- demonstrate the ability to be independent learners. 
- apply learning in real life situations. 
 

Citizens with sincere and pure minds who... 
- exhibit honesty and integrity. 
- make wise decisions and choices. 
 

Individuals with respect for ideas who... 
- appreciate their own work and the work of others. 
- work cooperatively with their peers and the members of   
  their learning groups. 
 

Learners with knowledge and humanity who... 
- express knowledge and experience comprehensibly in   
  writing and speaking.  
- speak and write in at least two languages. 
- read fluently for information as well as for enjoyment. 
- display good listening skills. 
- manifest empathy and critical thinking. 
 

Builders of international friendship who... 
- respect other peopleÕs rights and values 
- show appreciation of their own culture and the culture  
  of others. 
 

Contributors to the continually emerging global world 
who... 
- involve themselves in activities for the care of the earth  
  and its environment. 
- give time, energy, and effort to make better the quality   
of life in the school, the host nation, and the various  
world communities. 
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VII.   SCHOOL PHILOSOPHY 
 

ÒLearning in Itself Is a Way of Life.Ó We at A-JIS are life 
long learners who have a responsibility to contribute in 
our own individual ways to the emerging global society. 

 

 

VIII. FOUNDING  DIRECTORÕS QUOTATION 
 

ÒWe welcome this opportunity to give our children an 
education suited for the global community and to allow 
them to gather and build the feeling necessary for 
international friendships.  Just as the roots of a tree 
grow and make it strong and productive, so must we 
give our children a solid and expanding foundation on 
which to live and grow.Ó  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

VII . 
 
�� �¶�•�q�M�O�\�q�x�z
�
\�f�w�‹�w�s�w�p�b�¯ ��A-JIS�t �S�“�‡�b�²

�r�‹�x�z
\�”�¶	6	��p�K�“�z�f�•�g�•�U�z	Z�q�`�m�m�K�”
�®�¬�é�”�Ì�ç�þ�q�¯�t�¤�×�f�•�g�•�w�M�O�t�‘�l�o�é�Y�b
�”
y�Ú�›�‹�l�o�M�‡�b�{  

 
 
VIII �}
Ñ�q	��w�t�?  

 
�®� �r�‹�U�•�U�o
�	Z�b�”���M�þ�q�t�~�^�˜�`�M�­�­�›
���™�`�z���M�$
�
³�t
ž�A�s�ò�®�~�ò	Ø�›	��“�Ö�•�’�•
�”�‘�O�t�`�z�f�•�›�­
R�p�V�”�\�q�x�²�h�j�t�‹
É
V�’
�`�M�;�q�p�K�“�z�û�4�`�‡�b�{	%�æ�U���›	ó�y�b�\�q�p
�§�X�­�j�z�î�”�w�q�‰�a�‘�O�t�z�²�h�j�‹�z
\�F�U
\�V�z

R�Õ�b�”	Í�p
ž�A�s�¬�{�h�”
Å�›���™�` �s�Z�•�y�s�’�s
�M�w�p�b�{�¯  
 



                                                          12 

IX. THE WORLD PLEDGE 
 

I pledge allegiance to the world,  
 
To care for Earth and sea and air,   
 
To cherish every living thing,  

 
With peace and justice everywhere . 
 

--Lillian Genser 
 Official United Nations Pledge 

 Center for Peace and Conflict Studies 
 Wayne State University 

 

X. ADMISSIONS PROCEDURES 
 

Aoba -Japan International School  welcomes children 
of all nationalities, religions, and spiritual creeds with 
equal appreciation and respect. Children who cannot 
speak English at the time of enrollment are still welcome.  
The initial level of placement for new students will be 
determined either at the admissions interview or after a 
week or two in the classroom, at which time the 
homeroom teacher only will recommend to the principal 
the transfer of the child from one class to another if 
deemed necessary.  
 
All questions or inquiries regarding your childÕs 
placement should only be directed to the principal. 
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XI. GENERAL INFORMATION  
 

A. Intensive English School  
 

Aoba -Japan International School  has an intensive 
english school for students aged from 5 to 15 who enter 
the school with little or no English proficiency.   

Students are initially placed as follows: 

�ƒ  Lower Intensive (LI) 
Students in grades 1, 2, and 3 are placed in this 
program.  

�„  Middle Intensive (MI) 
Students in grades 3, 4,  5  and 6 are placed in this 
program.   

�… Upper Intensive (UI) 
Students in grades 6, 7, 8, and 9 enter the Upper 
Intensive Program.   

 
Notes : 
�~  Details of the intensive academic calendar are 

distributed to MI and UI students during the first week 
of the school year. 

�~  When students have achieved the skills required in 
any of these classes they are transferred to the 
appropriate mainstream class. 

 
B. Saturday School  

 
Saturday school is compulsory for all Intensive classes. 
Students who are transferred into the mainstream in the 
spring are still required to continue attending Saturday 
school.  Mainstream students who need skill 
reinforcement in one or more subject areas or students 
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interested in enrichment are welcome to join Saturday 
school. Students in the intensive school can join 
saturday sports activities only if they are up to a certain 
academic level. 

 
C. Summer School  

 
Summer school is required for the following: 
 
�ƒ  Mainstream students who fail or are below grade 

level in any major subject.  The major subjects are: 
language arts, math, science, Japanese, and social 
studies.  Students who fail one or more major subject 
are required to attend summer school. 

�„  Mainstream students who have not attended the 
required number of school days.  Refer to the section 
on attendance requirements for details. 

�… Intensive school students who are transferred to 
mainstream. 

 
IMPORTANT:   
Students who fail to complete summer 
school requirements �ƒ  - �… above will not be 
promoted to the next level.   
 
�~  Summer school is optional for all other students, for 

whom enrichment classes are offered in language 
arts, math, computer, art, etc. 

�~  The intensive school classes in June and July are 
part of the third term and should not be confused with 
summer school. 
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D. Transfers  / Withdrawals  / Requests  
 

Request and complete a withdrawal form at least one 
month prior to transfer or withdrawal from the school.  All 
financial obligations must be settled before a studentÕs 
records are released.  Allow a minimum of two weeks 
when requesting official school documents, report cards, 
letters of recommendation, etc.   
All requests must be made through the RegistrarÕs office 
by written correspondence from the parent or guardian. 

 
 

E. Changes of Address, Telephone Number, etc.  
 

It is essential that the school be notified immediately 
when there is a change in address, telephone number, 
names, or persons responsible for picking up students. 
An up-to-date photograph of all persons who will be 
picking up your child is required to be on file in our office.   
 
 

F. Public Emergencies  
 

Earthquake and fire drills are conducted regularly at 
school.  In the event of a serious earthquake, the 
communication and transportation systems may be 
disrupted. All teachers, staff members, and students 
must remain at school until parents / guardians can 
safely come and pick up their children.  If evacuation 
from the premises is necessary, the teachers and staff, 
together with the children will be evacuated to Miyamae 
Junior High School, a designated earthquake rescue 
center, or Toei Kami-Takaido Jutaku, a designated 
evacuation area. 
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�ƒ  Fire Drill Procedure  
 

a.  Do not panic. Stay calm . 
b. When the alarm sounds, turn off all lights and air 

conditioners. 
c. The doors and windows should be shut before     

 leaving the room. 
d. Students should form in a single file line and 

leave the building from designated exits. 
e. Avoid unnecessary talking. 
f. Group into homerooms on the playground.  

Students line up in order and remain silent while 
the Homeroom Teacher takes the roll. 

g.  If the fire alarm sounds when students are 
changing classes, in the bathroom, in the 
cafeteria, or at recess they should go to the 
nearest escape route and not return to their 
homerooms. 

h.  If students are outside, they are not to return to 
the classroom, but should walk to the playground. 
 

�„  Earthquake Emergency Measures  
 

If an earthquake occurs during school hours: 
 

a. Do not panic. Stay calm . 
b. Follow directions given by your teacher. 
c. Take shelter under a desk or table as protection 

against falling objects and put on a head cover. 
d. When evacuating the school building, go to your 

designated place on the playground.  Teachers 
will call the roll. 

e. Do not attempt to re-enter the school to collect 
your belongings. 
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G. School Cancellation  
 
School may be canceled due to adverse weather 
conditions, transportation strikes, or other circumstances.  
When in doubt, call the school for confirmation.  Class 
telephone chains will be activated. You may visit the 
schoolÕs official website and get the latest information 
regarding school closing at http://www.a-jis.com. 

 
 

H. General Health and Safety  
 

A child with fever, nausea, sore throat, etc. is to be kept 
at home until all symptoms have disappeared.  The 
school must be notified at once if a child has contracted 
a communicable disease such as the mumps, influenza, 
measles, or chicken pox.  Keep your child at home until 
the contagious period has passed.  Your local doctor 
must be advised and consulted.  A child will not be 
permitted to resume attending school until a medical 
certificate attesting to full recovery is issued. If a child is 
suspected of being ill while in school, the 
parents/guardians will be informed and requested to 
come pick up their child.   
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I. Lockers  
 

Middle School and Upper Intensive students are 
assigned lockers at the beginning of the school year.  
Student lockers are subject to search at anytime. 
Students may not change lockers without permission.  
Students are only to use the lockers during non-
instructional time and when specified by a teacher 

 
J. Identification Cards  

 
Identification cards will be issued to all students.  If the 
student ID is lost, the parent/guardian must complete a 
request form for a new card and turn it in to the school 
and pay a ´1 ,000 fee. 

   
K. Insurance  

School policy accident coverage is up to ´1,050,000  per 
accident.  This covers the student while traveling to and 
from school and at school related activities.  However, 
this does not cover expenses for illness, doctorÕs 
certificate, or transportation to a hospital.  Also, it does 
not cover any accident after which one year has already 
passed. 
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L. Lost and Found  

Lost and found clothing items should be placed 
immediately in the grey boxes provided, located beside 
the P.E. office.  Electronic items and valuables should 
be handed in immediately to reception.  On the last 
school day of the month the clothing items will be 
displayed at the rear exit of the building.  All remaining 
items not claimed will be donated to charity.  
Parents/guardians are advised to clearly label all of their 
childÕs clothing and personal belongings. 

 

M. A-JIS Family C ommunity  

Each parent/guardian automatically becomes a member 
of the Aoba-Japan International School Family 
Community upon his/her childÕs enrollment.   
 
The Family C ommunity  has a two -fold purpose:  
�ƒ  To promote friendship and facilitate communication 

among families at our school. 
�„  To support the school by assisting in fundraising 

projects each year, the biggest being the Annual 
Spring Carnival held in April.  It is a day of fun for 
whole family with food, games, sales, and raffles. 

 
Note:  Above is provisional and subject to review.  

 
N. Graduation Trip  

All ninth graders are expected to participate in the 
school graduation trip usually taken during the month of 
May or June.  This trip provides a memorable 
experience your child will never forget.  The cost for  
the 9 th grade  trip is included in the tuition fees.  The 
Kindergarten Graduation Trip cost is exclusive of  
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sch ool fees.  These fees will depend on where the 
trip is .  
 

O. Notices and Letters  

Important announcements, special events, and 
information are distributed to parents/guardians and 
students through notices and letters.  Please check daily 
with your child for these notices or letters. These notices 
are also posted on the schoolÕs official web site at 
http://www.a-jis.com.  As of October 2008, parents must 
check the web site for notices and letters daily.  

 
P. Messages for Students  

The receptionist will only deliver messages to students 
in class in case of emergencies after being reviewed by 
the principal .  All messages intended for delivery to 
your child will be verified for his / her safety. 

 
Q. Cafeteria  

 
The school serves meals at lunchtime. The meals have 
been selected with reference to religious and dietary 
considerations. Requests to join the lunch program are 
made through the registrar's office. Students 
participating in the school lunch program will be issued a 
lunch ID card. Students must show this to receive lunch. 
´500 will be charged for reissuing a lost ID card.  
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R. Library Media Center  
 

The school library is located on the third floor.  It is open 
from 8:00 a.m. to 5:00 p.m.  A qualified Library Media 
Specialist is available to help and assist teachers and 
students.  Feel free to ask for assistance anytime the 
librarian is not teaching a class.  Computers that are 
connected to the school wide network are available for 
student research. 
 
The A-JIS Library (A-JIS library and learning resources 
center Ð LRC) aims to develop positive life-long learners 
and promote information literacy through the use of our 
library resources and technology. 
 
Objectives  
 
�ƒ  To develop library resources that will support the 

needs and interests of students and staff. 
�„  To collaborate with teachers creating innovative 

learning experiences to the students. 
�… To provide access to information and learning 

resources. 
�†  To promote effective and responsible use of 

information and technology. 
 

General Library Rules and Regulations  
 
�ƒ  A student needs an ID in order to fully utilize the 

library collection and services. 
�„  Bags are not allowed inside the library. 
�… Eating and drinking are strictly prohibited inside the 

library. Cleanliness and orderliness must be properly 
maintained. 
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�†  Students must make the best use of the library 
resources. Computers are for research and 
academic use only. Any improper use of the 
computers will be subject for disciplinary action. 
Other equipment in the library must be used upon 
the librarianÕs consent.  

�‡  All materials borrowed must be returned on or before 
its due date. Borrowers with overdue materials are 
not permitted to borrow or renew items until overdue 
items are returned. 

�ˆ  Students are liable for the cost of replacement or 
repair of material lost, damaged or defected while in 
their possession. A heavy fine maybe decided and 
imposed by the librarian upon approval of the 
PRINCIPAL. 

�‰ Students must adhere to the rule of SILENCE in the 
library. Readers must not cause any disturbance that 
is likely to distract others. 

�Š The use of mobile phone in the library is not 
permitted. 

�‹  Students must be aware of the library rules and 
regulations, its consequences and disciplinary action. 

�Œ Fines: 
For Lost book 
Cost of replacement=(Present Cost + Processing 
Cost) * Once the library has replaced the lost book, 
the cost of replacement is not refundable. 

MATERIAL TYPE  YEN PER DAY 

Easy and Easy Readers  ´20  

Juvenile Fiction  ´50  

General Fiction & 
Nonfiction  ´100  
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XII. ACADEMIC POLICIES  
 

A. Attendance  
�ƒ  Please contact the school either by phone or in 

writing if your child will be absent. Extended absence 
must be approved in advance by the principal. 

�„  Mainstream students with 20 absences during the 
year will be required to attend Summer School.  
Intensive school students with 25 absences during 
the year will be required to repeat the level or attend 
make-up sessions.  If there are 30 absences by 
December, the student will be expelled, except in 
extenuating circumstances. 

�… The days on which a student is suspended will be 
counted as absences. 

�†  Absences do not exempt a student from submitting 
required academic work such as homework, book 
reports, special projects, etc. 

 
 

B. Early Leave  
 �ƒ  Please notify the school in writing or by phone if your 

child needs to leave school before dismissal time for 
extenuating circumstance 

�„  Please arrange your childÕs after school activities so 
as not to conflict with the schoolÕs daily schedule. 
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C. Tardiness  
 

�ƒ  Any student who comes to class after 9:00 a.m. is 
considered tardy. (Grades 7 th Ð 9th and UI-3 must 
report by 8:20 am)  Students must report to the 
Receptionist for a tardy slip before entering the class.  
The decision to mark a student tardy or absent in the 
event of arriving after 10:00 a.m. will be made by the 
Principals. 
A written contract will be prepared for habitual 
tardiness and signed by the student, parent/ guardian, 
and the Principal.  

�„  For the purposes of determining whether a student 
will need to attend summer school or will need to be 
held back, three instances of tardiness are counted 
as one absence.  Mainstream students with any 
combination of absences and tardiness that equal 20 
absences during the year will be required to attend 
summer school.  Intensive school students with 75 
instances of tardiness during the year will be required 
to repeat the level if no make-up is done. 

�… Habitual tardiness may also be grounds for expulsion. 
�†  Frequent tardiness signifies poor discipline.  

Parents/guardians are asked to cooperate in sending 
their children to school on time.  Parents/guardians 
are responsible and in charge of their child while not 
in school. 
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D. Grading System  
 

The school observes three grading periods for both 
mainstream school and intensive school students.  
Progress Reports are issued at the end of each grading 
period. Refer to the schoolÕs Academic Calendar for 
distribution dates. Progress Reports should be carefully 
reviewed upon receipt and the envelope signed and 
returned to the homeroom teacher within five school 
days.  Do not return the report card.  It is only 
necessary to return the envelope. The first two Progress 
Reports are sent home with the student.    The third 
Progress Report for mainstream will be mailed to 
parents / guardians two weeks after the last day of 
school.  The third Progress Report for intensive students 
will be issued to students on the final day of school. 
 
End of term tests are given to grades 6 to middle school, 
middle intensive and upper intensive school students. 
 
The following mid-term reports will be sent to parents/ 
guardians of all applicable grades 6 to Middle School, 
Middle Intensive and Upper Intensive School students: 

 
�ƒ  Warning Report  sent to a student having academic 

difficulty in a certain subject area or behavior 
problem.   This will be followed by a parent/ 
guardian/teacher conference with the principal. 

�„  Superior Report  sent to students performing well 
academically and behaving excellently.   
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Kindergarten Academic Year:  
 
Kindergarten only has 2 terms in the school year.  
Progress Reports are issued at the end of each term  
and sent home with our students. Kindergarten parents 
should sign and return the progress report within five 
school days 
 
 
�ƒ  Grades 4 to 9, MI, and UI 

a. Criteria of Term Grades 
30% �•  Quizzes, Assignments 
30% �•  Unit and End of Term Final Exams 
40% �•  Class Standing  

(Seatwork, Class Participation, Special 
Projects, Homework, Notebook) 

 
b. Letter Grades 
 

A+�• 97�– 100 A�• 93�– 96 A�–�• 90�– 92 
B+�• 87�– 89 B�• 83�– 86 B�–�• 80�– 82 
C+�• 77�– 79 C�• 73�– 76 C�–�• 70�– 72 
D+�• 66�– 69 D�• 60�– 65 
F �• 59 below 
ID �• Insufficient Data 
 
If your child receives a grade below a C�– , please 
contact the Principal for a conference.  
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a. Criteria of Term Grades 
Tests      Quizzes 
Homework    Seatwork   
Class Participation  Notebook 
Special Projects   Assignments 

 
b. Letter Grades 

O �• Outstanding  VG �• Very Good 
G �• Good    S �• Satisfactory 
U �• Unsatisfactory NI �• Needs Improvement 
ID�• Insufficient Data 

 
 

 �…  Kindergarten  
a. Criteria of Term Grades 

Tests                              Quizzes 
Seatwork                  Special Projects 

                     Class Participation         Observations 
  

b. Letter Grades 
O: Outstanding 
G: Good    
 I:  Improving                    
S: Satisfactory       

        N: Needs Improvement 
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E.   Promotions  
 

�ƒ  A final academic average of 60% in each major 
subject  (math, science, Japanese, language arts, 
and social science) is required for promotion. 

�„   A student who fails in any major subject is required to 
successfully complete summer remedial or he/she 
must repeat the grade. 

�… A student failing in three major subjects is required to 
repeat the grade level. 

 
 
 
 
 
XIII.  DISCIPLINE 
 

In accordance with the SchoolÕs philosophy and in order 
to fulfill the SchoolÕs mission of providing the highest 
quality education to its students, student conduct must 
be of a sufficient standard to ensure the teacherÕs ability 
to deliver an effective program.  

When a studentÕs behavior falls below the basic 
expectations of the School, disciplinary action will be 
positive rather than negative in its approach and while 
maintaining respect for the student, will ensure that the 
classroom learning environment is preserved.  

Teachers using appropriate disciplinary measures will be 
able to proceed with the expectation that support will be 
forth-coming from the parents, principals, and the Head. 

 
 
 
 

E�}
� �ƒ  
 

�ƒ  
��ƒ�b�”�h�Š�t�x�z�¤�¶�8�t�S�Z�”	��A�J�è�¨�‰

:�¢
:�¶�£�z�g�J�¢�J�¶�£�z�Ô�Š� �z�å�ï�®�”�´
�ž �” �À�z�þ�q�J�©�w
R
w�w�7	4���É�U�f�• �g�•
60�Ë�Ž	Í�p�K�”�\�q�U
ž�A�p�b�{  

�„  	��A�J�è�w
R
w�U�°�m�p�‹ 60�Ë�°�¬�p�K�”
\�F�x�z
�y�å�`�s�M�h�Š�t�z�±�Ú�”�~�µ�«�”�ç�w�4	6	$�À
�›	!�Z�z�t�H
R
w�›	.�Š�s�Z�•�y�s�“�‡�d�œ�{  

�… 3�J�è�Ž	Í�w	��A�J�è�w
R
w�U 60�Ë�°�¬�p�K�”
\�F
�x�y�å�q�s�“�‡�b�{  

 
 
 
XIII �}�F�o  
 

�¶�Í�g�æ�t�,�n�V�z
\�F�a�•���•�h�­�­�›���™�b�”�q�M�O
�¶�Í�w�–�Ë�›�¬�h�`�z�­�£�U�‘�“�®�L�$�s�Ó�é�¬�å�Ü�›��
�™�b�” �•�t�z
\�F�x���Š�’�•�h�F���t	H�O
ž�A�U�K�“�‡�b�{  
 

\�F�w
É�æ�U�¶�Í�w�{�Š�”�,	j�›�<�s�l�h	Ô�ù�z	«�Ã�$�p
�x�s�X�z
u�Ã�$�s�Ä�|	r
ü�›�æ�–�`�‡�b�{
\�F�›��	O�`�s
�U�’�z�­�è�p�w�¶	6���¥�›�V�j�œ�q�¬�-�b�”�\�q�U�G
~�p
�b�{  
 
�­�£�x�-�¢	��z�Ó�æ�ï�³�Í�ç�z�g�Ä�Õ�T�’�w�±�Ù�”�Ä�›�˜
�o�M�”�Ä�›
²���q�`�o�z�&
~�s�Ä�|	r
ü�›�æ�–�b�”�\�q�U
�p�V�‡�b�{  

 
 



                                                          29 

A. Inside the Classroom  
 

�ƒ  Students are expected to practice the rules of 
common courtesy and good manners at all times. 

�„  Students must speak only English during classes 
conducted in English. 

�… Japanese may only be spoken when in a classroom 
where Japanese is being used. 

�†  English is required to be spoken on the school 
premises or at school sponsored events.  This does 
not apply to all new LI-1, MI-1 & UIÐ1 students during 
their first term. 

�‡  Order should be maintained at all times, especially 
when entering and leaving the classrooms. 

�ˆ  During class, students should always be attentive 
and cooperative and should refrain from engaging in 
activities that are irrelevant to the lesson. 

�‰ Every student must have all the necessary 
instructional materials: textbooks, notebooks, pens, 
etc. in order to participate to the maximum level in 
classroom activities.   

�Š Students should maintain cleanliness and orderliness 
in the classroom.  Chairs must be in order and the 
floor free from litter.   

�‹  Addressing teachers in a respectful manner is always 
expected. 
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  B. Conduct Outside the Classroom  
 

�ƒ  Running, shouting, and boisterous talking are not 
allowed in the school building. 

�„  Students should not loiter in the bus parking area. 
�… Students are not allowed outside of the classroom 

during class without a hall pass. 
�†  After class dismissal, only those with tutorials, clubs, 

detention, or those allowed by a teacher who is in 
charge of immediate supervision shall remain in the 
building. 

�‡   Students are allowed to use their lockers before 9:00 
a.m., during recess and lunch breaks, and after 3:45 
p.m. with the exception of bus riders. 

�ˆ  When walking in the hallways and going up and 
down stairs, the students should always keep to the 
left to avoid congestion.  ABSOLUTELY NO 
RUNNING ON THE STAIRS. 
For safety reasons, it is the responsibility of parents / 
guardians to train and remind their children to keep 
shoelaces tied.  

 
C. A-JIS Demerit System  
 

The demerit system is a middle-school-wide tracking 
system designed to monitor student behavior. Students 
are issued demerits by teachers for behavior infractions. 
When a student accumulates five demerits, they are 
required to serve a detention. Detentions are one hour 
and served after school. After a detention is served, 
students are issued a form that they must have signed 
by their parents. If students accumulate excessive 
demerits, parents may receive a letter from the  
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administration, or may be asked to come to school for a 
Parent Teacher Conference. The purpose of the demerit 
system is to ensure consistency in disciplinary practices 
amongst teachers and helps principals to monitor and 
address student behavior problems. 

 

D. Conduct Outside the School  
 

�ƒ  Students should be mindful of their behavior while 
traveling to and from school. 

�„  Students should always endeavor to be courteous to 
adults, especially to the elderly. 

�… Bad behavior reflects badly on the school and the 
family.  Good behavior reflects well on the school 
and the family. 

�†  Students should go directly to their homes or other 
designated place after leaving the school premises. 

�‡  Students should never walk alone. Students should 
always walk in groups of two or more. 

�ˆ  Students should only use the main thoroughfares 
between A-JIS and the Takaido or Fujimigaoka train 
station. The back streets in the Miyamae area are to 
be avoided by our students when walking to and from 
home. It is confirmed that there are strangers that 
walk or ride the back streets thus making it a place 
that we highly recommend not be used by our 
students.  

�‰ The parks (Daizen park, Miyamae park, Ohmiyamae 
park, Takaido-nishi park, etc.) located in the back 
streets mentioned above should be avoided by 
students. Students should only visit these parks with 
parental or guardian supervision. 

�Š Students must leave in their uniform unless 
mentioned otherwise. 

�‹  Students should not eat on trains and public buses. 
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E.  Behavioral Probation  
When a studentÕs behavior falls below the expectations 
of the school, the principal may institute a probationary 
status in which the studentÕs continued enrollment at the 
school will be reviewed. 

F.  Suspension  
A suspension from school means that a student may be 
prohibited from attending classes, and/or attending any 
school-sponsored activities/sports, and/or being on or 
near the school campus during the period of the 
suspension.  

Suspension removes a disruptive or potentially 
dangerous student from the learning environment and 
gives notice that it may be necessary to remove that 
student permanently from the school. 

Students may receive a suspension for violations of the 
school rules or for behavior that is viewed by the 
principal as inappropriate on or off school grounds.  

G.  Expulsion for  Behavioral Reasons  
When the Head or designee determines a studentÕs 
behavior in or out of School falls seriously below the 
SchoolÕs standards, the student may be expelled from 
the School. 

 

XIV. SCHOOL RULES / DISCIPLINARY MEASURES  
 

A.  Dismissal of Studen ts  
�ƒ  Pick Up of Students:  It is mandatory for 

parents/designated guardians of Kindergarten, Grade 
1 and 2 students to pick up students from school or  
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the schoolÕs drop off bus stop.  No exceptions will be 
considered. 

 
�„  In the interest of safety we kindly request that 

parents/guardians vacate the school premises 
promptly once students have been collected and/ or 
other business has been concluded.  Parents who 
are in front of the school waiting for other siblings to 
be dismissed or preparing to leave, are kindly 
requested to closely supervise their children. Please 
keep your children next to you at all times.   

 
B.  School Uniform   

(The uniform can be purchased at Isetan department 
store in Shinjuku) 
 

Students are required to be in complete uniform at all 
times while in school, from Monday to Friday, except for 
Òfree dress daysÓ. Complete uniform means shirts will be 
tucked in at all times while in the building. If a student is 
not in proper uniform, the parents/guardians will be 
notified and requested to bring it in. Students coming to 
school out of uniform will lose their free dress day. 
Students are also required to be in uniform when 
departing the school premises. 
 

 A ÒFree Dress DayÓ refers to those days provided 
periodically to all students for cleaning uniforms. On 
these days, students do not need to wear the school 
uniform (and school bag). However, if they have P.E., 
they should bring or wear suitable clothing. Tennis 
shoes/sneakers are required of all students while on the 
playground.  Uniforms are not mandatory during summer 
school. 
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�ƒ  Kindergarten  (Levels 3 to 4)  
 

a. Summer Uniform  
 

(Boys ) 
Beige or navy blue trousers with suspenders (not 
necessary if wearing vest or sweater), off-white 
short-sleeved or long-sleeved shirt, red V-necked 
vest or sweater if necessary, red short socks, and 
black or brown loafer style dress shoes or flat 
soled sneaker/tennis shoes. 
 
(Girls ) 
Beige skirt with suspenders (not necessary if 
wearing vest or sweater), off-white short-sleeved 
or long-sleeved blouse, red V-necked vest or 
sweater if necessary, red short socks, and black 
or brown loafer style dress shoes or flat soled 
sneaker/tennis shoes. 

 
b. Winter Uniform  

 
(Boys ) 
The school pea coat if necessary, beige or navy 
blue trousers, off-white short-sleeved or long-
sleeved shirt, red V-necked vest or sweater if 
necessary, red short socks, and black or brown 
loafer style dress shoes or flat soled sneaker/ 
tennis shoes. Navy blue coat, blazer, or jacket is 
an optional item. 
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(Girls ) 
The school pea coat if necessary, red check 
pleated skirt, off-white short-sleeved or long-
sleeved blouse, red V-necked vest or sweater if 
necessary, red short socks, tights if necessary, 
and black or brown loafer style dress shoes or flat 
soled sneaker/tennis shoes. Navy blue coat, 
blazer, or jacket is an optional item. 

 
�„  Elementary School (Grade 1 to 5), Lower Intensive 

and Middle Intensive  (except for Grade 6)  
 

a. Summer Uniform  
 
(Boys ) 
Beige or navy blue trousers, off-white short-
sleeved or long-sleeved shirt, navy blue V-necked 
vest or sweater if necessary, navy blue short 
socks, and black or brown loafer style dress 
shoes or flat soled sneaker/tennis shoes. 
 
(Girls ) 
Beige skirt, off-white short-sleeved or long-
sleeved blouse, navy blue V-necked vest or 
sweater if necessary, navy blue short socks or 
black knee socks, and black or brown loafer style 
dress shoes or flat soled sneaker/tennis shoes. 
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b. Winter Uniform  
 
(Boys ) 
The school pea coat if necessary, beige or navy 
blue trousers, off-white short-sleeved or long-
sleeved shirt, navy blue V-necked vest or sweater 
if necessary, navy blue short socks, and black or 
brown loafer style dress shoes or flat soled 
sneaker/tennis shoes. Blazer, navy blue coat, or 
jacket is an optional item. 
 
(Girls ) 
The school pea coat if necessary, blue-check 
pleated skirt, off-white short-sleeved or long-
sleeved blouse, navy blue V-necked vest or 
sweater if necessary, navy blue short socks or 
black knee socks, navy blue or black tights if 
necessary, and black or brown loafer style dress 
shoes or flat soled sneaker/tennis shoes. Navy 
blue coat, blazer, or jacket is an optional item. 
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�… Middle School  (Grade 6 to 9) and Upper Intensive  
 

a. Summer Uniform  
 
(Boys ) 
Beige trousers with a black belt, off-white short-
sleeved or long-sleeved shirt, school striped 
necktie, white V-necked vest or sweater if 
necessary, navy blue short socks, and black or 
brown loafer style dress shoes or flat soled 
sneaker/tennis shoes. 
 
 (Girls ) 
Beige skirt, off-white short-sleeved or long-
sleeved blouse, school striped necktie, white V-
necked vest or sweater if necessary, navy blue 
short socks or black knee socks, and black or 
brown loafer style dress shoes or flat soled 
sneaker/tennis shoes. 
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b. Winter Uniform  
 
(Boys ) 
The school pea coat or solid-colored, all Navy 
blue coat, blazer, or jacket if necessary; beige 
trousers with a black belt; off-white short-sleeved 
or long-sleeved shirt; school striped necktie; white 
V-necked vest or sweater if necessary; navy blue 
short socks; and black or brown loafer style dress 
shoes or flat soled sneaker/tennis shoes. 
 
(Girls ) 
The school pea coat or solid-colored, Navy blue 
coat, blazer, or jacket if necessary; beige skirt; 
off-white short-sleeved or long-sleeved blouse,  
school striped necktie; white V-necked vest or 
sweater if necessary; navy blue short or black 
knee socks; navy blue or black tights if necessary, 
and black or brown loafer style dress shoes or flat 
soled sneaker/tennis shoes. 
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c. Formal Uniform  
 
(Boys)  
Navy blue coat, blazer, or jacket, navy blue 
trousers, off-white long-sleeved shirt, school 
striped necktie, white V-necked vest or sweater if 
necessary, navy blue short socks, and black 
loafer style dress shoes. 
 
(Girls)  
Navy blue coat, blazer, or jacket, navy blue skirt, 
off-white long-sleeved blouse, school striped 
necktie, white V-necked vest or sweater if 
necessary, navy blue short socks or black knee 
socks, navy blue or black tights if necessary, and 
black loafer style dress shoes. 
 

Notes: 
�ƒ  The winter uniform is worn from October 15 to 

April 30, or as announced by the Administration. 
�„  New kindergarten level 4 pupils and fifth graders 

entering A-JIS in September need to buy the 
required uniform for their respective levels. They 
have the option of either selling the uniform later 
or wearing it for another year. New kindergarten 
level 4 pupils and fifth graders entering A-JIS 
after the beginning of January may buy the 
uniform for the next grade level. 
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C. Desirable Appearance for School & School 
Function s 

 
�ƒ  For All Students  

The selection of apparel worn on ÒFree Dress DaysÓ 
is required to conform to what the school feels is 
appropriate as described throughout this section 
entitled ÔDesirable Appearance for School & School 
Functions.Õ 

 
�„  For the Boys  

a. A proper haircut as deemed appropriate by the 
administration is expected. Hair must not touch 
the collar of the uniform. No dyed hair, no permed 
hair, no extreme hairstyles, no shaved heads. 

b. Earrings, excessive accessories, body piercing 
and tattoos are definitely not permitted.  Religious 
or cultural reasons are the only exceptions. 

c. Only white undershirts, with no prints or lettering, 
are allowed to be worn under the dress shirt. 
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�… For the Girls  
 
a. No hoop or dangling earrings 
b. No make-up except for: 
 �~ lip balm 
 �~ clear nail polish (for middle school and UI girls) 
c. No excessive accessories to school such as 

multiple pierced earrings 
d. No dyed hair 
e. Uniform skirts may not be shorter than just above 

the knee 
f. No color contacts 

 
 
 
 

D. Care of School Property  
 

Students are expected to show proper care of school 
property and the building. All students are expected to 
help keep the school and their classrooms clean. Any 
form of vandalism is strictly prohibited. 
 
Acts of vandalism such as destruction of school property 
are punishable by: 

 
a. Conference with parents/guardians 
b. Work detention 
c. Pay repair or replacement cost 
d. Suspension 
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Acts of vandalism such as writing on walls, desks and 
chairs will result in the student: 
 
a. Cleaning the wall, table or chair 
b. Work detention 
c. Pay repair or replacement cost if necessary 
d. Conference with parents/guardians 
e. Suspension 
 

E. Snacks/Lunch  
 

Students can only eat at recess time, lunchtime, or after 
school snack time.  Upper Elementary (grades 4 and 5), 
Middle and Upper Intensive, and Middle School students 
are not allowed to eat or drink at any place other than in 
the cafeteria or the vending area.  It is prohibited to eat 
or drink in the entrance hall. 
 
No gum is allowed at anytime. 
 
For health, hygiene, and safety reasons snacks are not 
to be shared with other students unless the teacher has 
given permission.  

 
F. Telephone Calls and Cell Phones  

 
In case of emergency, the phone may be used with 
permission from the PrincipalsÕ Offices. During school 
hours, mobile phones may not be used without principal 
permission.   
 
All 8th and 9th grade students will turn in their cell phones 
to the designated location in the morning and can be 
picked up after school. 
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All other Middle School students will secure their cell 
phones in their locker and will not be used. Cell phones 
will be confiscated if used and will be returned at the end 
of the day. 

 
 
 
G. Items Not Permitted to be Used at  School  

 
Students are not to use the following items at school: 
 
�ƒ  Electronic games 
�„  Motorcycles 
�… Water guns 
�†  Toys 
�‡  Roller blades/skates/kickboards or any footwear or 

means of transportation with built-in wheels 
�ˆ  Trading/collectors cards of any kind 
�‰ Comic books and magazines 
 
 
These items will be confiscated by a teacher and 
brought to the Principal's Office. 
 
Violation of this particular rule will result in: 
 
�ƒ  First Offense 

Pickup by parent/guardian  
�„  Second Offense  

Confiscation 
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H. Items Strictly Forbidden  to Be Brought to School  
 

The following items are strictly forbidden: 
 
�ƒ  Drugs, stimulants 
�„  Cigarettes/lighters/matches 
�… Alcoholic beverages 
�†  Pornographic or immoral materials 
�‡  Guns (stun, air, or any type) 
�ˆ  Firecrackers 
�‰ Knives 
�Š Anything that can be a weapon 
 
 
�~ Any student found possessing such items could 

be subje ct to immediate expulsion.  

�~ Law enforcement authorities may be notified.  
 

Regarding the possession and/or usage of illegal drugs, 
the same consequence will be given to any student even 
if the act is done outside the school premises. 
 
It is illegal for anyone under 20 to smoke or drink in 
Japan. The possession of tobacco and or alcohol is 
grounds for suspension or expulsion. 
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I. Bicycles  
 

Bicycles are not permitted to be brought to school. 
 

J. Truancy and Leaving the School Premises  
 

No student is allowed to leave the school premises 
during normal school hours for any reason without 
permission from the principal. If a student leaves the 
school premises without permission, a Notice of 
Misbehavior will be sent to the studentÕs home. If a 
student has to leave school early, a written note from 
parents/guardians is required in advance.  
 

K. Valuables  
 

Students should not bring cash in excess of ´3 ,000 or 
other valuables to school. 
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L. Borrowing and Lending Money  
 

Borrowing and lending money is not allowed. If a student 
needs money in an emergency, he/she should go to the 
PrincipalÕs Office. 

 
M. Cheating/Dishonesty in Schoolwork   

 
Cheating will result in: 
 
�ƒ  First Offense 

a. Counseling by the Principals 
b. Disqualification of the test/assignment 
c. Parents/guardians informed  

�„  Second Offense 
a. Immediate suspension from classes 
b. Conference with parents/guardians 
c. Disqualification of the test/ assignment 
d. Student placed on probation 

�… Third Offense 
a. Immediate expulsion or suspension depending on 

the gravity of the offense 
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N. Student Behavior  
 

The following behavior is punishable: 
 
�ƒ  Gross disrespect, vulgar language, gross 

disobedience, threatening a teacher, school 
personnel, or any school authority. 

�„  Fighting, stealing, gambling, extortion, obstruction or 
disruption of classes, physically or mentally abusing, 
intimidation, bullying, harassing, ostracizing, or 
physically impeding students from attending classes. 

�… Tampering with any school forms, reports, notices, 
falsification of signatures of teachers, parents/ 
guardians, or other school personnel. 

�†  Framing another student of an offense. 
�‡  Tampering with the locker of another student. 
 
Punishment shall be as follows: 
 
�ƒ  First Offense 

a. Counseling by the Principal and behavioral 
probation 

b. Parents/guardians are informed  
c. Work Detention 

�„  Second Offense 
a. Immediate suspension from classes 
b. Conference with parents/guardians 
c. Student placed on probation 

�… Third Offense 
a. Expulsion or suspension depending on the gravity 

of the offense 
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Habitual violation of school rules and regulations is 
punishable by suspension or expulsion.   

 
Where a student has acted improperly, but is forthright in 
bringing his/her role to the attention of the proper 
authorities, this act of honesty will be considered 
favorably and as a sign of maturity in terms of the 
school's response. 
 
NOTE: 
ALL CIRCUMSTANCES SURROUNDING THE 
COMMITTING OF AN OFFENSE WILL BE TAKEN 
INTO CONSIDERATION BEFORE THE SPECIFIED 
DISCIPLINARY SANCTIONS ARE IMPOSED. CASES, 
ESPECIALLY THOSE WHICH INVOLVE POSSIBLE 
EXPULSION OF STUDENTS, WILL BE REVIEWED BY 
THE ADMINISTRATIVE COUNCIL WHICH IS 
COMPOSED OF:  

 
Founding Director  
Principals 
Homeroom Teacher 
 

O. Child Abuse  
 
Every student enrolled at the school has the right to live 
in a safe and secure environment.  While the school 
does not monitor the conditions in which the students 
live, school personnel will be vigilant and proactive in 
recognizing signs of abuse or neglect and report all 
cases for further investigation. When abuse or neglect is 
confirmed, the school will, while remaining sensitive to 
cultural differences and on a case by case basis, 
pursues all options in its sphere of influence to achieve 
the outcome of ending the abuse. 
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P. Guidelines for School Bus Riders  
 

If your child rides the bus, A-JIS would like to make sure 
that there is as little confusion for your child as possible. 
The school would like to ensure the safety of all the 
children. The following rules apply to all A-JlS students 
riding the buses. Disciplinary action will be handled at 
the respective campus of the misbehaving student. 
�ƒ  General Information  
 

a. Morning pick-up is at the designated point.  The 
bus will not wait any longer than one-minute past 
the designated time. 

b. If there is any reason we do not put your child on 
the bus you will be notified. 

c. No visitors, parents/guardians are allowed on the 
bus.   

d. Bus riders must ride only the bus on which they 
are registered.   

e. Students may be dropped off only at their 
assigned stop.   

f. The bus coordinator determines the order of pick 
up and drop off of students. 

g. All communications should be done by the 
PrincipalÕs secretary for any change. 

h.  Kindergarten, grade 1 and 2 students, and grade 
1 and 2 lower intensive students MUST BE 
picked up by a parent/guardian at their assigned 
bus stop at the designated time. Under no 
circumstances will students be dismissed alone at 
their bus stop. If students are not met and picked 
up by a parent/guardian the student WILL NOT 
be allowed off the bus and will return to school on 
the bus. Parents/guardian can contact the school 
to make arrangements to pick up their child from 
school. 
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�„  Rules for Parents / Guardians  
 

a. Each child is given a badge with his/her name, 
address, and drop-off point, home and school 
telephone printed on it.  Please help your child 
memorize the information on this badge.  Please 
make sure that your childÕs name is marked on all 
clothing. 

b. Please contact the school if your child will be 
absent. 

c. If a child who normally uses the school bus is to 
be picked up at A-JIS, inform the school no later 
than 2:00 p.m. 

d. Please inform the school of your childÕs after-
school activity schedule no later than 2:00 p.m. if 
he/she will not be riding the bus. 

e. If your child is to be met and picked up at the bus 
stop, please be on time.   

f. If your child requires bus service for saturday 
school beginning in October or for summer school 
beginning in June, complete a bus application two 
weeks in advance. 
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�… Rules for Students  
 

a. At the end of the school day students must go 
directly to the bus assigned to them, board the 
bus in an orderly manner, and proceed to their 
assigned seats. 

b. Eating, drinking, or littering is not allowed. 
c. Use of radios, tape recorders, CD, iPods and MD 

players, or any device in a manner that will 
disturb others on the bus is not allowed. 

d. Mobile phones are not to be used except with 
permission from the attendant. 

e. Unruly behavior, including name-calling is not 
allowed. 

f. Students shall remain seated until the bus comes 
to a complete stop. 

g. Seatbelts are to be worn at all times. 
h. Windows are to remain closed at all times. 
i. All school and personal items must be properly 

and safely stored. 
j. Students should always show respect to the 

driver and attendant. 
k. Students must observe the rules of safety while 

waiting for the bus. 
 

Remember:  
For safety reasons, any student who 
misbehaves may be suspended from the bus. 
If conduct does not improve,  the student may 
be denied bus service. Parents/guardians will 
be kept informed as needed.  
Should suspension or denial of service 
become necessary , there will be no 
reimbursement of fees.  
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�†   Student beh avior on bus must be of the highest  
  standards  to ensure safety of all students . 

a. First time misbehavior may result in a written  
 warning resulting in pink slips in the studentÕs  file. 
b. Second time misbehavior may result in a        
  telephone call and/or a requested PTC. 
c. Third time misbehavior may result in a temporary  
  suspension of bus privileges. 
d. Further occurrences of misbehavior may result in  
  permanent loss of bus services. 

 
 

The principal will hand down disciplinary measures. 
Depending on the gravity of the offense, suspension 
of bus service may apply even on the first infraction.  
Students with past records of bus misbehavior will be 
accepted on a conditional basis, meaning a Second 
Misbehavior Report within the year will mean an 
automatic denial of bus service. 

 
Q. PE Participation during/after Illness  

 
The decision concerning a studentÕs participation in P.E. 
classes due to a minor illness, will be made by the P.E. 
teacher involved and the School Nurse. 
 

XV. STUDENT SERVICES 
 

A. ACADEMIC SUPPORT PROGRAMS 
 

Students who do not perform well academically or wish 
to improve their academic performance, may participate 
in any of the following Academic Support Programs that 
run from October to May.   
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① Skill Development Session (SDS) 
a. Minimum 3, maximum 5 students for each SDS 

class 
b. Tuesday, Wednesday, and Thursday from 4:00 

p.m. to 5:00 p.m. from October to May. 
*  Fees for participation in SDS will be notified under 

separate cover. 
 
�„  Saturday Class Sessions  
 (available on regular Saturday class schedule) 

a. Private Individual Tutorial  
 (available 12:30 p.m. to 3:00 p.m.) 
b. Group Tutorial 
 (available 12:30 a.m. to 3:00 p.m.) 

�~ Minimum 3, maximum 5 students for each class  
*  Fees for participation in Saturday School will be 

notified under separate cover.  
 

 
B. Placement  

 
The Placement Counselor will assist in the placement of 
graduates into other schools in Japan or abroad. 

 
C. Testing Services  

 
SLEP (Secondary Level English Proficiency: a language 
proficiency test) and the GATES MACGINITIE TEST (a 
comprehension test) are given to graduating students to 
evaluate student progress, reading level, and help in 
determining placement. 
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D. Counseling  
 

A-JIS does not have a certified school psychologist on 
staff, but will refer parents/guardians to one upon 
request. 
 
The school reserves the right to require parents/ 
guardians to seek professional advice from a certified 
psychologist should the school suspect the child of 
having a learning disability or behavioral difficulties.  The 
certified psychologist, based on testing and evaluation, 
will determine the extent of a possible disorder and will 
recommend treatment/strategies to best suit the childÕs 
particular need(s). 

 
XVI: EXTRA-CURRICULAR ACTIVITIES  

 
A. Club Activities  

 
Opportunities for development are not only confined 
within the four walls of the classroom. Clubs are also 
offered as an extra-curricular activity. The clubs aim to 
develop students' potential and interests, as well as 
personal initiative and leadership. The availability of a 
club depends on number of students applying for 
enrollment and what clubs are actually being offered by 
A-JIS teachers. A list of available clubs will be 
distributed during the first few weeks of the new school 
year. 
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�ƒ  Participation in more than one club 
 A student may join more than one club as long as 

there is no conflict in schedule.  
�„  Activity day 
 All clubs run from October through May, Tuesdays 

and Wednesdays. 
 
*  Fees for participation in Club activities will be notified 

under separate cover.  
 

 
B. The Student Council  

 
The Student Council is composed of representatives 
from middle school and upper intensive classes, and it 
plays an active part to meet the following objectives: 

 
�ƒ  to resolve student problems through participatory 

discussions; 
�„  to create a spirit of teamwork among students; 
�… to create a school atmosphere conducive to mental, 

social, and emotional growth; and 
�†  to develop responsibility and leadership in students. 
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XVII �}  CONFERENCES AND COMMUNICATIONS 

 
Students with problems or concerns are welcome to 
speak to any of the teachers, who will always try their 
best to help or to refer them to someone who can help. 
 
Parents/guardians who wish to confer with teachers or 
administrators must make an appointment through the 
principalÕs secretary through a written note or by 
telephone. Conferences with parents/guardians are 
conducted individually. Administration will not confer with 
a parent/guardian without prior appointment. Only 
English Ð Japanese interpreter will be provided if needed. 
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XVIII.  PAYMENT AND REFUND OF TUITION            
 

A.  Refunds of Tuition and the Related Fees  
  

(New Students Only)  
Even though your child has been accepted by A-JIS, if 
financial obligations are not met by a pre-arranged date, 
your child's acceptance will be abrogated.  In case of a 
cancellation of enrollment, fees will be refunded as 
follows upon receipt of written notification at the 
Admissions Office. 
 
(Entrance Fee)   

   75 days prior to the date of entry �|  100% Refundable 
45 days prior to the date of entry �|    70% Refundable 
30 days prior to the date of entry �|    50% Refundable 
After 29 days prior to the date of entry    �|    No Refund 
 
(Tuition)  

  100% Tuition Fee will be refundable if the enrollment 
cancellation is notified in a written form before the actual 
date of entry.  On and after the actual date of entry, 
refund will be made according to ÒC. Tuition Refunds.Ó 

 
(Educational Development Fee /Building  
Maintenance/Technology Development Fee/Family 
Community Expense Service)  
100% Educational Development Fee, Building 
Maintenance, Technology Development Fee and Family 
Community Expense Service will be refundable if the 
enrollment cancellation is notified in a written form 
before the actual date of entry.  No refund will be made 
on and after the actual date of entry.  
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B.  Re-enrollment (Continuing Students Only)  
A deposit of ´150,000 �� is required by the due date to 
reserve a place for 2009-2010 school year.  This deposit 
is applied towards the tuition fee.  Re-enrollment without 
the payment of a deposit by the due date will result in a 
´50,000 re -instatement fee.  Re-instatement fee is not 
refundable.  In case of a cancellation of re-enrollment for 
the next school year, the deposit will be refunded as 
follows upon receipt of a cancellation letter (written 
notice) at the RegistrarÕs Office. 
 
Up to March 19, 2009 (Before teachersÕ 

contracts renewal 
for the following 
school year) 

100% 
Refundable 
 

Up to June 11, 2009 (Last day of the 
final term) 

 70% 
Refundable 
 

Up to July 9, 2009 (Last day of 
Summer School) 

 50% 
Refundable 
 

On and After July 10, 
2009 

(After Summer 
School) 

No Refund 

 
C.  Tuition Refunds  

Tuition will be refunded, upon receipt of ÒNotification of 
WithdrawalÓ at the principalÕs office two weeks before 
the actual withdrawal date, for only those terms (*see 
below) that the student has not attended.  
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D.  School Bus Fee  
School bus fee must be paid in one lump sum.  Students 
cannot choose to take the school bus during specific 
months.  In case of a cancellation, refund�� will be made 
for those months (the number of times for Saturday 
school bus) that the student has not taken a school bus. 
 

E.  School Lunch Fee  
School lunch fee must be paid in one lump sum.  
Students cannot choose to take the school lunch during 
specific months.  In case of cancellation, refund will be 
made for those months that the student has not taken a 
school lunch. 
 

F.  Other Fees 
Any other fees (application fee, summer school, Saturday     
school, skill development sessions, clubs, tutorial, after 
school program) will not be refundable in any case. 
 

G.  Re-entry  
In case of re-entry, the student is exempted from paying 
the full Entrance Fee according to the following: 

�ƒ  Re-entry in the same school year as 
withdrawal: ´50,000  

�„  Re-entry in the next school year after 
withdrawal:  ´150,000  

�… Re-entry in the second school year after 
withdrawal: ´200,000  

�†  Re-entry after elapsing of two years: Full 
Charge 

 
*In case of a cancellation of re-entry, entrance fee will be 
refunded according to Òsection A, Refunds of Tuition and 
the Related Fees.Ó 
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H.  Leave of Absence  
 

Tuition during leave of absence from school will be 50% 
only with the prior official approval from the Principal. 

 
 
 
 

I.  Delinquent Payment Policy  
 

An arrearage charge of 2.0% per month, compounded 
monthly, will be assessed on all overdue accounts.  In case 
of serious financial delinquency, school prohibits class 
attendance and/or the release of report cards or transcripts. 
 
 
 
 

J.  Enrollment after the School Year Commence  
 

Tuition is calculated based on the school's three 
academic terms (*see below).  A child's attendance for 
any portion of a term requires the payment for the entire 
term.  Full payment of building maintenance, educational 
development fee, technology fee and Family Community 
expense service is required regardless of the length of 
attendance. 
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K.  Tuition Installment  
A thirty-five thousand yen (´ 35,000) finance charge will 
be applied if Three Payment Option is selected.  If a 
student enters AAéJIS from October to December, one or 
two payment option is available.  For students entering 
from January to June, only one payment option is 
available.  

 
* The following are the three academic terms for the 
2008-2009 school year.  Please note that refunds and 
payments of tuition will be based on the following three 
academic terms, not the two academic terms applied for 
kindergarten students. 
 
 
1st term: September 2, 2008�™November 28, 2008 
2nd term: December 1, 2008�™March 13, 2009 
3rd term: March 16, 2009�™June 11, 
2009(Mainstream)/July 9, 2009(Intensive) 
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ACKNOWLEDGEMENT  
 
I have read this handbook thoroughly and I will comply with the 
rules and policies of Aoba-Japan International School. 
 
Name of Student: 
 

____________________________________ 
 
Class/Grade: 
 

____________________________________ 
 
Parent/Guardian Signature:   

 
   ____________________________________ 
 
Date: 

 ____________________________________ 
 
 
 
 

Note:  
This page must be signed and returned to your childÕs 
Homeroom Teacher by Wednesday, September 10, 2008. 
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