3. Course Registration and Assessment Policy

Course Registration

Registration Periods

The course registration takes place in two
time frames: the registration period and the
withdrawal period. For the registration
schedule, please check Academic Calendar for
2023-2024.

1. The registration period is a two-week
period each term, around the time of
commencement of classes. You must register
during the registration period to be able to
attend classes your desired classes. No credits
can be earned for courses completed without
registration.

You may add/drop course(s) during this period.

2. The withdrawal period is the only time
after the end of the registration period when
you can withdraw a course. If you withdraw
from a course, your transcript will indicate a
‘W’ grade. It is not permissible to withdraw

after the end of the withdrawal period.

*No withdrawal period is set for the Summer
and Winter Terms, since most summer/winter
courses are based on a short-term, intensive
approach. For any course during those two
terms, students must either: drop the course
during the registration period, or successfully
complete all course requirements: otherwise
they will fail the course.

Syllabus

In order to select courses effectively, students
are strongly advised to carefully read the
syllabus for each course on the GRIPS Gateway

online system.

Registration Process

Students must register via the online system.

In every term, the registration period and
withdrawal period begin at 9 am on the first
day of the period and the deadline is 5 pm on
the last day of the period.

Note: all dates and times are Japan Standard
Time.

*For the details of online registration, please
refer to the section entitled, How to register for

courses.




. Course Registration and Assessment Policy

GRIPS Assessment Policy

GRIPS Assessment Policy

Assessment Information
Provided in Syllabus

All information about assessment for each
university course will be provided in the detailed
syllabus available at the beginning of the course.
This will consist of:

e the the

marking/grading system to be used, and

assessment plan, including
the weight allocated to each significant
grading component
e examination dates /submission deadlines
e penalty for late submission
e other requirements, if any.
Once a course has started, instructors may not
change the requirements without (a) obtaining
the agreement of all students concerned and (b)

informing the Academic Support Team.

Procedure before Issuance of Final Grades

Assessment During the Course

Instructors should promptly return all items for
assessment completed during the term, with
marks or grades and, where appropriate,
comments to the students. Also, instructors
must comply with the guidelines for grading (cf.
‘Final Grades’) so that students can gauge their
own performance against that of the other
members of the class. Students are advised to
keep their returned original assignments in case

they decide to appeal their final grades.

Meeting All Assessment Requirements

Course assessments may include different forms
of assessment, such as class exercises,
assignments, quizzes, tests and examinations.
Students need to ensure that they have
completed all the required items for assessment
by the designated deadlines. Failure to attend a

class in which instructions were given or work
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was assigned is not a valid reason for non-

performance.

Students’ Own Work

All work submitted for assessment must be the
student’s own work, and must not be the result
of collaboration with others, unless it is clearly
indicated in the assignment details that the
submitted assignment may be a joint or
collaborative effort. In all joint assignments, the
student must specify the nature and extent of
the collaboration and the identity of the

collaborators.

Special Consideration

1. Students who have suffered from serious
illness, accident or any other incident beyond
their control, which they believe has affected
their assignment work, should complete and
submit as soon as possible a “Request for Special
Consideration” (form available at the Academic
Support Team counter) along with any medical
certificates or other certified official documents
indicating the duration and severity of the
problem to the Academic Support Team, who will

forward them to the instructor.

2. Students should note that work, family, and
sporting and social commitments are not
normally viewed as being beyond a student’s
control and so are not normally accepted as

grounds for special consideration.

3. If the student is not satisfied with the initial
to his/her

Consideration,” then the student may submit a

response “Request for Special

request for further consideration to the Program

Director via the Academic Support Team.

4, For

applications for special consideration, contact

further information  regarding

the Academic Support Team.

Course Withdrawal Procedure

A student may withdraw from a course without
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penalty during the registration period. After the
end of the registration period, students can still
withdraw from the
withdrawal deadline, but a grade of W will be

shown on their transcript.

courses before final

Note: it is not permissible to withdraw after the
withdrawal deadline.

However, the Academic Support Team may allow
a student to withdraw from a course after the
withdrawal deadline in the cases listed below.
Note: in such cases a grade of W will be shown
on the student’s transcript.

+ The case where a student takes a leave of
absence, withdraws, or is deregistered from
GRIPS before the grades are submitted by the
instructor; or

* The case where the Dean deems it difficult for
a student to continue studying due to
circumstances beyond the student’s control, such
as a disaster or a political change.

The the

registration periods and withdrawal periods for

academic calendar stipulates

each term and course type.

Final Grades

Final Grades
The following grading scale will be used for all
courses.

A 90-100 Outstanding performance

B 80-89 Superior performance

C 70-79 Satisfactory performance

D 60-69 Minimum acceptable performance
E 0-59 Unsatisfactory performance

P Pass (in courses designated Pass/Fail)

F Fail (in courses designated Pass/Fail)

W  Withdrawn
T Credit transferred

Grade Distribution Guidelines

For courses in which letter grades are assigned,
the grade distribution should satisfy both the
mean Grade Point Average (GPA) criterion (see

(1)-3 below) and the reasonable distribution

criterion (see (2) below).
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(1)-1 Grade Point (GP)
A, B, C, D and E carry grade points of 4, 3, 2, 1

and 0, respectively.

(1)-2 Calculation of GPA

Calculate only for courses (other than Category
X) for which a GP is granted.

(* Ratings of P, F, W and T are not included in
GPA.)

GPA per term =
numerator / denominator, where

numerator = total of (GP for each course to be
calculated for the term) x (number of credits for
each course)

and

denominator total number of credits for

courses to be calculated for the term.
GPA for the entire enrollment period =
numerator / denominator, where

numerator = total of (GP for each course to be
calculated for the entire enrollment period) x
(number of credits for each course)

and

denominator = total number of credits for all
courses to be calculated for the entire enrollment

period.

(1)-8. Mean Grade Point Average Criterion
Courses should have a mean GPA between 3.1
and 3.5.

(2) Reasonable Distribution Criterion
should be

accordance with the following guideline.

The distribution of grades in

A 20-50% of class
B 30-70% of class
C <25% of class
D <10% of class
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E <10% of class
If the grade distribution is not in accordance
with the guideline, the instructor must provide

a reason for that non-compliance.

Release of Course Results

Course results are submitted to the Academic
Support Team by the end of the third week after
the end of the term. After the end of each term
and within ten working days of the final
submission date, each student will be issued an
official results notice providing the details of

courses completed and grades awarded.

Appeal

1. A student who has concerns regarding their
grade in a course should request discussion
regarding grades with the instructor of the class
within seven days after the grade is released
(excluding Saturdays, Sundays, national
holidays, and university holidays such as year-
end and New Year holidays), or within 3 days if
the student is scheduled to receive a graduation
judgment in that semester and the grade to be
discussed is related to the graduation judgment.
The faculty member who receives a request for
discussion shall respond to it promptly, being
aware that the deadline for appeal to the
director in the next section (which is to be made
if the student's concerns remain unresolved after
after the
announcement of the results (or one week after,

if the student

the discussion) is three weeks
is scheduled to receive a
graduation judgment in that semester and the
grade to be discussed is related to the graduation

judgment).

2. A student who, after discussion with the
course instructor, still wishes to appeal the
grade, must submit a request in writing to the
Program Director or Concentration Director
(hereinafter referred to as the Director) through

the Academic Support Team within three weeks

of the announcement of the results (or within
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one week if the student is scheduled to receive a
graduation judgment in that semester and the
grade to be discussed is related to the graduation
judgment). If the request is judged appropriate,
the Director will review the content of the appeal
with the course instructor and the Dean, and if
necessary, with the relevant faculty member.

If the course instructor is the Director, then the

request will go directly to the Dean.

3. When the particular assessment in contention
is a group assignment, the formal request for
review must be signed by all members of the

group and submitted as specified above.

4. As noted previously, students should keep all
marked work that is returned to them in case
those documents are required for discussion
with the instructor and reassessment after the
appeal. Faculty members should keep evidence
related to grading, such as attendance records,
examination responses, report assignments, and
submitted assignments that are not returned,
for a minimum of three weeks in case an appeal

1s lodged.

Repeating a Course

1. In principle, students cannot repeat a course
which they have already completed successfully.
They can do so only with the permission of both

the course instructor and their Director.

2. Those who wish to repeat a course should
submit a completed “Application to Repeat a
Course” to the Academic Support Team after
obtaining the approval* of both their Director
and the course instructor.

* Approval to repeat Japanese language courses

is not required.

3. Note: only the grade assigned in the repeated

course will be shown on the student’s transcript.
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Course Code Classifications

In Alphabetical Order
CUL | Cultural Policy
DEV | Development
DMP | Disaster Management Policy Program
Disaster Management Program
DRM | Disaster Risk Management (Japanese)
ECO | Economics
EDU | Educational Policy
EPP Economics, Planning and Public Policy
Program
GEN | General
GGG | GRIPS Global Governance Program
GLD | Global Leadership Development Program
GOV | Government
(Political Science, International Relations)
IPR Urban Policy Program
(Intellectual Property Rights, Japanese)
LAN | Language
MEP | Macroeconomic Policy Program
MOR | Operations Research
MSP | Maritime Safety and Security Policy
Program
PAD | Public Administration
PFP Public Finance Program
PPP Public Policy Program
REG | Regional Policy
SSpP Strategic Studies Program
STI Science, Technology and Innovation Policy
UPP | Urban Policy Program (Japanese)
YLP | Young Leaders Program

By Type and Discipline

University-wide Courses

Economics
ECO

Political Science, International Relations and
Public Administration

GOV

PAD

Multi-disciplinary Policy Studies

CUL

DEV

EDU

GEN

MOR

REG

STI

Language
LAN

Program-specific Courses

DRM
EPP
GGG
GLD
IPR
MEP
MSP
PFP
PPP
UPP
YLP

Independent Program Courses

DMP
SSP



3. Course Registration and Assessment Policy

How to Read Course Codes and Numbers

The first digit of the four digit number

indicates the level of the course.

1st digit

Level

1

Introductory courses

2

2nd level courses

3rd level courses

Thesis writing and related courses

(O, [N SNy OS]

Other special courses

6-9

Reserved for higher level courses

The second digit of the four digit number

indicates subjects under a specific code.

e ECO Courses
2nd digit | Subjects
0 Economic Theory

(Microeconomics, Macroeconomics)

Public Finance
Social Security
Labor Economics

2 Regulatory Economics
Law and Economics

3 Urban Economics
Transportation Economics

4 International Economics

5 Environmental Economics

6 Finance
Macroeconomic Policy
Monetary Policy

7 Econometrics
Cost Benefit Analysis

8 Development Economics

9 Others

e GOV Courses
2nd digit | Subjects

1 Domestic Politics

2 International Politics

3 Comparative Politics

4 Regional Studies

5 Public Administration

6 Topics in Policy Studies

7 Political Philosophy
Political Ideas

8 Not assigned

9 Others

e DMP Courses

2nd digit | Subjects

0,1 Disaster Management Policy
(Common subjects including thesis)
Seismology
Earthquake Engineering
Tsunami Disaster
Water-related Disaster Management

O || |Ww

<IIENIS)

The first letter after the four digit number
indicates language of instruction.

English
J Japanese

The second letter after the four digit number
indicates the section.

A Section A
B Section B

Example

Economics
Introductory
ECO1020EA Theory (Micro)
English

Section A
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Where to Buy Textbooks

Maruzen (Marunouchi)

Location: a one-minute walk from JR Tokyo Station, Marunouchi North Exit
Opening hours: 9:00-21:00

Tel: 03-5288-8881

Foreign books: 4th floor

B :

__I_ Tozai-line Otemachi Station

A MARUZEN
Marunouchi

Mita-line Otemachi Station

Marunouchi-line Tokyo Station

Station

Kinokuniya (Books Kinokuniya Tokyo)

Location: a six-minute walk from JR Shinjuku Station, South Exit

Opening hours: 10:00-20:30

Tel: 03-5361-3316

Foreign Books: 6th floor

URL: https://www.kinokuniya.co.jp/contents/en

Access through
Takashimaya B1F/2F/5F

x .
E8 Exit
% Su%wéy
g Books Kinekuniya Tokyo
ot NEWoMan TakashimayL
JR Dept.
5h|nJL|kL| r’j:!ll Kaido ,—| |
station East Exit

IR Shinjuas < :
SOUth Gate Bus Ifmlillal — : B — — — Yoyogl St 1
Subway ,
Yoyogi St. '—
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