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Letter from the ELP Director

Dear New Student,

Welcome to the English Language Program (ELP)! Our program offers you a unique
and exciting English learning experience. All classes are 100% English and
designed specifically for School of Policy Studies (SPS) students. Over the next two
years, you will be able to effectively improve your English skills, and enjoy
communicating in English with classmates and teachers. The ELP is challenging,
but if you work hard, you will be successful!

This handbook contains some important information about the ELP. Please read it
carefully before coming to the ELP Orientation on April 2, 2020. Also, note that you
will be taking the Test of English as a Foreign Language (TOEFL) exam immediately
following the ELP Orientation. This exam is important because it helps us to
determine the best ELP course placement for you. Be sure to rest up beforehand,
and do your best!

I am looking forward to meeting you very soon.
Sincerely,
Jennifer Jordan

Director of the English Language Program
School of Policy Studies, Kwansei Gakuin University
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English Language Program Information

1. Purpose of the English Language Program

The goal of the English Language Program is to help you to learn and use
English and language skills necessary for success in university study and
professional settings.

You will learn a lot of new language in your studies and have many chances
to use the new language in speaking and writing tasks.

Some of the skills you will develop in the ELP are . . .

how to learn and remember vocabulary
how to take part in group discussions
how to listen to different types of texts
how to give presentations in English

how to write different types of texts

how to read more quickly and effectively

YV V. V V V V V

how to talk about a variety of topics

Your ELP classes are 100% English!

2. Placement into ELP classes

Students enter the ELP with different backgrounds and experience with English. To
create the best possible learning situation for you, you will be placed into ELP
classes according to your current English ability.

In our program, your English ability will be measured three times using the Test of
English as a Foreign Language (TOEFL) exam:

TOEFL #1 = Start of your 15t year (on ELP Orientation Day)
TOEFL #2 = End of your 15t year
TOEFL #3 = End of your 2" year

The TOEFL is an important requirement for all ELP students. It helps us to know
your English ability in the different skill areas (e.g. listening, reading, and writing), and
determine the most appropriate ELP classes for you. It helps you to have record of
your improvement throughout the program. The TOEFL is a difficult exam, but it is
important that you always do your best to maximize your learning experience in the
ELP!
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3. An Overview of the ELP

The ELP is a 2-year (4-semester) English Communication (EC) program, as shown
below. The ELP is divided into two streams. Students enter one of the two streams,
Gold or Blue, based on initial TOEFL #1 scores. Placement into the two streams is done
separately for each block (e.g. block A, B, or C). You should try your best on the TOEFL
exam. After placement, if you feel you should change streams, talk to the ELP Director
as soon as possible -- by Friday, April 24t at the latest.

During the 2-year program, Gold stream students will take EC1 — EC4 courses, and Blue
stream students will take EC3 — EC6 courses. Students who score very high on TOEFL
#1 may take only 1 year of EC courses: EC5 and ECG6.

In the ELP, courses are coordinated, which means the materials, activities, homework,
assignments, and grading are equal for all students in each stream. EC courses focus
mainly on policy topics, such as current environmental, IT, political, social, and health
issues.

e e
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ECT K2 K3 B RGO EC6
[ | | [ \
GOLD STREAM | ‘ 1 1
|
= Reading = Reading = Reading = Presentation \
= Language for Writing = Language for Writing = Writing = Writing |
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i | ! |
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4. Grading

You will receive one EC grade at the end of each semester. This
final EC grade is the average of your four EC course grades during
the semester. You must earn a combined average of 60 or more to
pass into the next EC level.

If you do not earn a combined EC course average of 60, you will not
be able to pass into the next EC level. Instead, you will have to repeat
ALL four courses of the EC level you failed the next year. As a result,
you might not be able to graduate from the university on time.

5. Attendance

Attending class is an important requirement in the ELP. If you miss 4.5 classes or
more you cannot pass this course. Note that (a) arriving late to class 1 time = .5
absence, (b) arriving late to class 2 times = 1 absence, and (c) arriving late 30
minutes or more = 1 absence. If you are absent, you should submit the homework
due to your teacher’s mailbox in the SPS Office before the next class. It is your
responsibility to contact your teacher about missed in-class work and new homework
assignments. If you know you are going to be absent in advance, you should consult
with your teacher in advance. If you have any questions about this policy, ask your
teacher.

The ELP follows the SPS rules for official excused absences (see the “Excused
Absence Policy” on the Kyogaku-Web service for details). In the ELP, absences can
be excused only if you submit the necessary documentation to the SPS Office (e.qg.,
official notice from a doctor) within one week of the excused absence date. If you
have an excused absence, it is your responsibility to: (1) complete the excused
absence form correctly and submit it to the SPS Office within one week of the
excused absence date, (2) contact your teacher about how you can make up missed
in-class work (if possible), and (3) submit homework as soon as you return to class.

If you miss the final lesson of the semester, you must submit homework to your
teacher’s mailbox in the SPS Office within one week of the final lesson.

WARNING: Even if you have excused absences, you might miss important
assessments that cannot be made up, so please be careful. Furthermore, if you have
too many excused absences, they will not be accepted and you can fail the course.

6. Materials
Our program is unique because the curriculum and materials are designed
specifically for School of Policy Studies students. For most of your EC courses, you
do not need to buy textbooks. We create effective and interesting materials, using
sources such as books, newspaper, the internet, and video. You will receive a
packet of course materials in the first week of classes. You should bring these
course materials to every lesson. It is your responsibility to keep your course
materials safe because there are a limited number of copies. If you lose your
materials, you should talk with your teacher. Some course materials may
also be provided on the KGU intranet M: drive.

It is also strongly recommended that you:
v’ bring a dictionary to your EC classes.
v own a memory device (USB memory stick, etc.).
v be organized and keep materials in plastic two-ring binders.
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7. Homework

Homework completion is an important part of every course. You must complete the
homework assignments before the start of each class (not during or after), because it
is necessary to prepare well to participate in class activities. Specific policies about
homework can be found in each EC course syllabus.

8. Technology

EC courses often incorporate the use of technology as part of the
required coursework. You will often need to use computers to complete
course assignments, conduct research, and access multimedia materials.
It is your responsibility to become familiar with the tech resources used in
EC courses (e.g. Microsoft Word, PowerPoint, the Internet, the KGU
intranet, MReader, XReading and KGU email), and to use these
resources effectively and responsibly. Additionally, email is often used
by teachers and students in the ELP. You should check your KGU
email account regularly.

9. Plagiarism

EC course assignments require you to use your own original words and ideas.
Plagiarism means copying the work of another person or your work from another
course, and using it as your own original work. Plagiarism is cheating and it is a very
serious issue. Plagiarism includes: (1) copying another person’s work — for example,
another student’s work, text from the internet, text from books, or anything that you
did not write yourself, (2) using your work from another course, or (3) using your
work from the same course in a previous semester. If you plagiarize or allow another
student to copy your work, you may receive a grade of zero on the assignment and
you may fail the course.

10. Learning Assistance Center — Building I, Room 106

The Learning Assistance Center (LAC) is a tutoring program to help you improve your
English skills, especially academic writing, which you are learning in your EC courses.
The center is staffed by Learning Assistants (LAs) who are 3™ and 4" year School of
Policy Studies students who were very successful in their EC courses. Take
advantage of the LAC and get extra help with your English skills outside of class!

11. Cooperation

The ELP is a challenging program. Talk with your teachers when you need help or
have a problem. Your teachers want to help you. You can meet with your teachers
before or after class, during lunchtime, or you can communicate with them by e-mail.
Your teachers will give you more information about their teaching schedule, as well
as when and where they are on campus.

The ELP Director is also available to support you. If you have any major problems
with EC courses that your teachers cannot help you with, please feel free to talk with
the ELP Director: Jennifer Jordan.

12. ELP Research

Kwansei Gakuin University is an academic institution, so our faculty often conduct
research to improve the ELP and contribute to their academic fields. Student data
which is collected by KGU, the SPS, and the ELP may be used for research
purposes. This might include a variety of data, such as your biographical information
(e.g., age and gender), test scores, survey results, and course grades. Of course,
student data is carefully managed and treated with confidentiality. If you have any
questions or if you do not want your data to be used for research purposes, please
contact the ELP Director at jen@kwansei.ac.jp

Page 9



mailto:jen@kwansei.ac.jp

7. 6E

EOa—2ZBWTH, EXONEEEITZERICCDRTH I ENEE T, FEIL, R¥E
PR S Clie< . BRENEE DENCIRE LT IR0 ¥ A, BEFDOT 7T 41
T AT H7-01201%, TRREHNLIETT, EEICOWTOEERN R, &2—
ADYTNAEZHLTITEEN,

8. 7/ /uv—

ECTIL, arva—4ZHWRENMIRIIThbET, EARH LY., #HE2 Lz
D, Flo~vNTF AT A TERNIT 78 AT 57212, 2o Ea—XEHBIHEHTHZ &R
koonEd, V—FK, RNU—=KA U b, A F—F v b, BREEREY AT L, MReader,

XReading, P E A — NV ZEEZHHIENZ2E5 L 9EH L TLLEEY, /2, Z0XH7%
FEHRIFIIRN RN, OB EZ b > TR L TFEW, F£72, ELP TiE, F4 L HEAER T,

BEBIZE A—NZHLET, KEDA—ILT FLRIEL A —/iE, EMWMICTF =y 74
52 EDNNETT,

. Hlgg (O xoED)

EC OFBETIX, A OFELEZEZEZH WL ENRROONTWET, THIEF &L,
DOARENZLDEaE— LT, bENLESREVWCLIIHEI 225 0nET, [H
)L, REfTATHY, RKEREBKRMETT, [HEEG) I TFofranEsEns

T ADLFELEZa—T 25 WX, MoOFREOLE, (X2 —F v b EOXFE, AD
XE, ZoMbRT-AFNRENTH 2N ED) | Qfoa—ATHEHLZESOXEL A
W5, QRIOFHOR L a—ATCHEALZAZOXEEZH WS, THE) (WAOXEE
at— - X=X T 3B) LEEHE. HDHWIT TEILE) 87z (oFAICHRT-OXEE 2
VX)) HAE. BT [0 Sl UHa—ARREKERD T,

10. 5—=VF «T7LREVR kU HZ— (154810 6#HR)

TG T T UVAR A X — (LAC) 1%, R ORIES, FIZECa—AD
—ODTHDITNT IV « TAT AU TDAXNLNT v FHHELI-WHEDED, 15610
6 HEICHKITONTWET, LACTIL, ECEEFZRMETIET LI-k#E-D (3~44
) B, T—=v T TR (LA) £ EAEEEZITVET, &I ZOLA
CZEIEHLT, BENTOIGENT v 72 BEEL T ES 0!

11. B

ELP (X, RV PV OHDIEL T r T A TT, Wotc 2 EREMRHIUE, #H4HE ITH
RLTLTEE N, ZBIZ, BIZhRZOMFIZRD - EBoTnET, REDORIBSLT
F LA DNCHEPE, £20F. EXA—VEEZFIH L CHR XX, £/, K12 0E4EN, Vo
Xy U RNV THRICENDIDEDO LV FLWERL, RIEEBALELET,

ELP OF 4 L7 X —4 HR— MEFIZ L > TWET, BEICE LT, 4B NERTX
RN D R BN A U285 803, BERLS T 4 L7 X —ITHBL T 72 &0,

12. HZEOHEIES)

BIVE P KT, #F - gt <d, ZEBIX. ELPZXVBEWI /I AlCkET L
W, £, BEABHFOEMOY Th L MGEHEICEMRT 5720, #kx 2FRIEE 217> TV
FT, TOWRT, KERFH., HDHWIFEED ELP IZBW TS L7 P EICET 27— 4
Bl ZIX, H7eloOFHn, M, 7 A NORGE, ZEFH L WVITEENTIT- 127 7 — M
B, ECOEEAZMIRIEINAAT LI EnHVET, TOZLEEZHOLNLD I THTS
W, bBHAA, FEFITERDIEH LD MARRESINDS Z ENLNEL 2T, T—HIZ
B A EMEHITFEICB b d, 202 LI LTER SV, £, EiticE
DIVTND KRB 7el=DTFT — 2 ZHEOWIROT-DIZHi> TR L W EEHSHEF, E
LPF 4 L7 #—~AX—)L (jen@kwansei.ac. jp) THEHKLEL T ZIV,

Page 10


mailto:jen@kwansei.ac.jp

13. Building | and Building Il Maps

Building I (1 548)

| ELP Director's Office |

b B 7 = (MDR)

7%“}%’ 1] MDR SR
1F _L—1 (EEO)
EEO
Courtyard
o e MR
SPS (/)fflce - \\\%‘(51@%
B (TMR)
/ B | 1101 T-102 ééll ol |
@ OB | - -
1106
— —tiac| |F105
T T T VAR A —
(Learning Assistance Center)
Building Il (2 5-48) I
' 1I-109
| ' I-110
lF 1-103 I-104 1-108
(PC) (PC) (PO @%)
aLl = Bl
05| L1061 o7 E M1 112
o n (PO) ®0 | g \l] =
I-101 102
(Chapel) -t- lv
ZF YOUARE HERE !! 214
1-202 | 1-203 I-204 1-208 | I-209 |I-210
BV
1-205 -206 | II-207 [-211| 0-212 | I-213
L]l

-201

Page 11



