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TO: All Students

FROM: Tetsuya Mizumoto, Executive Vice President for Education

Handling of authorized absences granted to students who miss face-to-face classes due to

COVID-19

As already announced, Tokyo Tech is planning to reopen campuses on Wednesday, August 19
for courses that require face-to-face instruction pertaining to experiments, practical training,

group work, etc.

In light of the ongoing spread of the coronavirus, Tokyo Tech has decided that students who must
miss classes due to reasons related to COVID-19 may be granted “authorized absences” under
certain circumstances. Please continue to self-monitor your health daily, and if you need to

request authorized absence, follow procedures and instructions as per the attached document.

While you might be feeling excited about returning to campus, it is natural to also experience a
level of anxiety during this unprecedented time. Tokyo Tech strives to support all students and
to provide a safe and healthy environment for the entire campus community. As such, all students,
faculty, and staff are expected to do their part to help protect one another from possible COVID-

19 exposure.

We continue to appreciate your understanding as we navigate this challenging situation.

Relevant link (“Authorized Absence”):

https://www.titech.ac.jp/kyoumu/procedure/pdf/procedure/koketsu_seido.pdf



I. Handling of authorized absences granted to students who miss face-to-face classes due to COVID-19

(A1)

. N Deadline for Request for . Contact / Where to
Circumstances Eligibility Length of absence Authorized Absence Documents to be submitted submit
A student has been diagnosed with Within 1 week after it’s
COVID-19 (regardless of whether or - To be determined as Request for Authorized o
(1) . Eligible . confirmed that the student Student Division
not symptoms are present or their explained below i< abl Absence
severity). 18 able to come to campus
Within 1 week after the
following conditions are
A student has been in close contact Until 14 days after the last | satisfied:
with someone diagnosed with - contact with the diagnosed | - 14 days have passed Request for Authorized o
(2)-1 COVID-19, and undergoes a PCR or Eligible person AND a negative test | since the last contact with Absence Student Division
antigen test. result is received. the diagnosed person.
-The student has tested
negative.
Until a public health center | Either of the following:
A student has been in close contact official or a doctor confirms | — Within 1 week after it’s
with someone diagnosed with that the student is able to | confirmed that the
COVID-19. come to campus. If no | student is able to come to Request for Authorized
(2)-2 | The student has no symptoms, and a Eligible specific instructions are | campus Ab(;ence Student Division
public health center or medical given, the absence must | — Within 1 week from the
institution determined that they did continue until 14 days after | 14™ day after the last
not require PCR or antigen testing. the last contact with the | contact with the
diagnosed person. diagnosed person
Until a public health center
A student has symptoms but no official or a doctor
known close contact with anyone confirms that the student is Within 1 week after it’s
2)-3 diagnosed with COVID-19. Elicible able to come to campus. If confirmed that the student Request for Authorized Student Division
The student underwent a PCR or & no specific instructions are | . Absence
antigen test and received a negative given, it must be is able to come to campus
result. determined as explained
below.
A student has symptoms but no Until a public health center Within 1 week after it’s
known close contact with anyone . official or a doctor confirms * Request for Authorized o
(2)-4 Y Eligible . confirmed that the student Student Division
diagnosed with COVID-19. that the student is able to | . Absence
After consultation with a public come to campus is able to come to campus




health center or medical institution, it
was determined that they did not
require PCR or antigen testing.

A student has been notified by the

COVID-19 Contact-Confirming Until it’s determined that ?iZ‘tglr?liLXietillzfglzrsl':uiien ¢ iebgzzzzfor Authorized
3) Application (COCOA) that they may Eligible the student does not require . . Student Division
. . . . does not require PCR or Copies of screenshots of
have been in close contact with PCR or antigen testing antigen testin COCOA anp. cic
someone diagnosed with COVID-19. £ & pp, €tc.
Absence up to three
At the earliest possible date | None days:
A student has a fever and/or cold-like . . . Couse instructors
) symptoms. Eligible Until symptoms subside Request for Authorized | Absence longer than
At the earliest possible date Absence four days:
Medical certificate, etc. | Student Division
A student is living with a person who
has undergone PCR or antigen . . .
testing due to sickness or close (2)-1 or (2)-2 is applicable. | Conditions and
. . . For the student diagnosed | requirements are the same Request for Authorized S
%) contact with someone diagnosed Eligible . . Student Division
with COVID-19. w1th. COVID-19, (1) is | as those for (2)-1, (2)-2, or Absence
(In a case where a positive result is applicable. ().
obtained)
A student is living with a person who
has undergone PCR or antigen
testing due to sickness or close Until a neeative test result
(6) contact with someone diagnosed Eligible is obtaine dg At the earliest possible date | None Course instructors
with COVID-19.
(In a case where a negative result is
obtained)
A student is living with a person who glgti:lel:i/:n tdeéizrciirzieodestﬁst
(7) visited a medical institution for Eligible . p . At the earliest possible date | None Course instructors
treatment require PCR or antigen
) testing
(8) A student is living with a person who Eligible Until the releyant PEISON | At the earliest possible date | None Course instructors
is resting at home due to sickness. recovers from sickness
) A student has an underlying medical
&) condition and needs to take Ineligible

precautions to avoid the coronavirus.




A student is unable to attend classes
(10) | taught face-to-face or wishes not to

transportation for a certain period as
directed by the government.

e come to campus for reasons other Ineligible

than those listed above.

A student is coming from another
(11) ?Olintry to Jgpz}n,frand must sellf- licibl Until the end of the self- | Within 1 week after the end | * Request for Authorized Student Divisi
hH isolate and refrain from using public Eligible isolation period of the self-isolation period Absence tudent Division

Regarding the length of absence applicable to students diagnosed with COVID-19

In the case of (1), the absence must continue until all the following conditions are satisfied:

o Atleast 10 days have passed since symptoms first appeared. (The day of the onset of illness is Day 0.)

o Atleast 3 days have passed since fever and other symptoms* were resolved without the use of medications**. (The day symptoms are resolved is Day 0.)

* Cough, sore throat, shortness of breath, physical fatigue, diarrhea, etc.

** E.g., fever-reducing medications

e One week has passed since discharge from hospital or isolation at a designated facility.

Points to note:

o Ifsickness has continued for more than one week since discharge from hospital or an isolation facility, (4) is applicable.

o Public health centers or medical institutions usually advise individuals to self-monitor their health for four weeks after discharge from hospital or isolation at designated

facilities. At Tokyo Tech, students who have been discharged from hospital or isolation are not permitted to come to campuses until the end of a one-week self-monitoring

period, during which they must get adequate rest and ensure that they do not experience a recurrence of symptoms and/or aftereffects of COVID-19.

Regarding the length of absence applicable to students who have symptoms but no known close contact with anyone diagnosed with COVID-19

In the case of (2)-3, the absence must continue until all the following conditions are satisfied if no specific instructions are given by a public health center official or a doctor:

o The student has tested negative for COVID-19.

o At least 8 days have passed since symptoms first appeared. (The day of the onset of illness is Day 0.)

o At least 3 days have passed since fever and other symptoms* were resolved without the use of medications**. (The day symptoms are resolved is Day 0.)




* Cough, sore throat, shortness of breath, physical fatigue, diarrhea, etc.

** E.g., fever-reducing medications

II. Important points to note

In principle, authorized absences due to COVID-19 can be granted to students who must miss classes delivered face-to-face. However, under exceptional circumstances

such as being hospitalized or self-isolating for reason(s) stated in (1) and (2) above, those who must miss classes delivered online may also be granted authorized

absences.
A student requesting authorized absence must download the designated form using the following link:

https://www.titech.ac.jp/english/enrolled/certificates/submitting/forms_current.html

In the case of (1), (2), or (3), it is recommended that a student who has no symptoms or has mild symptoms submit a Request for Authorized Absence via email during
their absence (and supporting documents at a later date), if circumstances allow. As such, the student may be able to receive assignments and course materials from
instructors in a timely manner.
Even if students who miss classes delivered online due to reason (1) or (2) are granted authorized absence, they can choose not to take it and attend classes remotely as
long as they feel well enough.
In the case of (3), where a student has been notified by COCOA regarding contact with someone diagnosed with COVID-19, they must follow instructions displayed on
the app screen. Then,
if it is determined that they require PCR or antigen testing, (2)-1 is applicable.
if it is determined that they do not require PCR or antigen testing, they are permitted to come to campus. However, they must self-monitor for symptoms for 14
days following contact with the person diagnosed with COVID-19, and consult a public health center or medical institution for any symptoms associated with
COVID-19. If PCR testing is determined appropriate, (2)-1 is applicable.
As a general rule, absences from classes delivered online will not be authorized.
For absences up to three days due to a fever and/or cold-like symptoms (in the case of (4)), students must contact course instructors directly to obtain assignments and

course materials in a timely manner. As a general rule, absences from classes delivered online will not be authorized.

In the case of (9) (5), where a student with an underlying medical condition is absent from classes, authorized absence will not be granted. It is advisable that they
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consult a department chair, head of graduate studies, chair of first-year studies, academic supervisor, or academic advisor regarding the range of support Tokyo Tech
offers to students.

® In the case of (10) (6), authorized absence will not be granted to a student who is unable to attend classes delivered face-to-face or wishes not to come to campus for
any other reasons. It is advisable that they consult a department chair, head of graduate studies, chair of first-year studies, academic supervisor, or academic advisor
regarding their study plans.

® Please see the following web page for information concerning what you should do when you might have been infected with COVID-19, when you go in for PCR testing,

and reporting to Tokyo Tech: https://www.titech.ac.jp/english/enrolled/news/2020/048265 .html

® Even if authorized absence is granted, when extended absence may affect attainment of course credits, course instructors may refrain from permitting the student to

register for the course.

III. Submission of Request for Authorized Absence and supporting documents
Undergraduate students: Undergraduate Services Group, Student Division (Email: kyo.gak@jim.titech.ac.jp)
Graduate students other than those below: Graduate Services Group, Student Division (Email: kyo.dai@jim.titech.ac.jp)
Students of the School of Life Science and Technology, Graduate School of Bioscience and Biotechnology, and Interdisciplinary Graduate School of Science and
Engineering: Suzukakedai Student Group, Student Division (Email: suz.kyo@jim.titech.ac.jp)

Revisions effective as of January 8, 2021 are reflected in red.
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For both undergraduate and graduate students

/Authorized Absence|

1. What is authorized absence?

Authorized absences refers to absences officially granted to students who must miss
class(es) for valid reasons stipulated by the Institute at the discretion of course instructors. In
such cases, students will not be treated as being absent in the normal manner.

When an absence is officially granted to a student, the course instructor who authorized the
absence will provide that student with teaching and other reference material used in class(es)
as well as an opportunity to take makeup exam(s) as necessary, at the discretion of the
course instructor.

Reference: Agreement on Authorized Absences at Tokyo Institute of Technology (Enacted by the Office of
Education and International Cooperation on November 28, 2019)

2. Authorized absence will be granted in the following four cases (valid reasons).

(1) When a student has contracted or is suspected to have contracted any of the notifiable

infectious diseases (Note 1) listed in Article 18 of the Ordinance for Enforcement of the School

Health and Safety Act

(2) If condolence leave is required (limited to spouse or relative within the second degree of

kinship)

(3) When a student is selected for service as a lay judge, lay judge candidate, prosecution

councilor, or alternate councilor

(4) In the event of a disaster or major incident where an emergency or weather warning is

issued:

® \When the residence of a student or student’s family has been damaged

® \When a student is unable to commute to campus due to disruptions in public transportation
(However, authorized absences will not be considered for classes cancelled due to
disasters or other incidents affecting the Institute’s campuses)



(Note 1)
Ordinance for Enforcement of the School Health and Safety Act (excerpts)

(Notifiable infectious diseases)

Article 18: Schools should prevent the spread of the following diseases:

Class I: Ebola hemorrhagic fever, Crimean-Congo hemorrhagic fever, smallpox, South American hemorrhagic fever,
plague, Marburg virus disease, Lassa fever, acute poliomyelitis, diphtheria, severe acute respiratory syndrome (limited to that
involving SARS coronavirus within the genus Betacoronavirus as a pathogen), Middle East respiratory syndrome (limited to
that involving MERS coronavirus within the genus Betacoronavirus as a pathogen), and specified avian influenza (i.e.,
specified avian influenza stipulated by item vi, paragraph 3, Article 6 of the Act on the Prevention of Infectious Diseases and
Medical Care for Patients with Infectious Diseases; the same will apply in the following item and Article 19, item ii, subitem
(a)

Class IlI: Influenza (excluding specified avian influenza), pertussis, measles, mumps, rubella, varicella,
pharyngocongunctival fever, tuberculosis, and meningococcal meningitis

Class lll: Cholera, shigellosis, enterohemorrhagic Escherichia coli infection, typhoid fever, paratyphoid fever, epidemic

keratoconjunctivitis, acute hemorrhagic conjunctivitis, and other infections

2. Notwithstanding the provisions of the preceding paragraph, “novel influenza infection, etc.,” “designated infectious
disease,” and “new infectious disease” stipulated in paragraph 7, 8, and 9, Article 6 of the Act on the Prevention of Infectious

Diseases and Medical Care for Patients with Infectious Diseases will be regarded as Class | infectious diseases.

3. Period applicable, supporting document, and deadline for request for authorized
absence

Deadline for
Request for
Reason(s) Period applicable Supporting document Authorized
Absence
(see note 2)

2. (1) For a period designated as a “mandatory Medical certificate or Within 1 week after
Notifiable | exclusion period” by Article 19 of the certificate of recovery the end of the
infectious | Ordinance for Enforcement of the School from infection issued by | mandatory

disease Health and Safety Act a medical institution exclusion period

. Up to 7 consecutive
Spouse or first- ) .
) days inclusive of
degree relative

) weekends and ) Within 1 week after
2.(2) (parent or child) ) Funeral service card or
holidays o the end of the
Condolence ] document verifying .
Up to 3 consecutive applicable absence
leave Second-degree ) ) death )
days inclusive of period

relative (grandparent,
. ) weekends and
sibling, or grandchild)

holidays
Document mandating }
] ] ) ] Before the first day
2.(3) The president and course instructors will assignment (e.g., a i
) ) ) o of service (after

Lay judge, determine a reasonable absence period notice issued by a Court .

] ) receiving the
etc. based on the supporting document. or Committee for

mandate)

Inquest of Prosecution)




Disaster Victim
Certificate (TSR E

2.(4) The president and course instructors will risai-shomeisho) or Within a reasonable
Natural determine a reasonable absence period certificate issued by a period after the
disaster, etc. | based on the supporting document. public organization incident occurs

attesting to the damage

or incident

(Note 2) You are supposed to submit required documents by the deadline for request for authorized
absence, but report to your course instructor first, to the extent possible, when a need for authorized
absence arises.

4. How to request (refer to “Appendix 1: [Reference] Flow of authorized absence
procedures”)

(1) In principle, when a need for authorized absence occurs for one of the reasons stipulated in
2. (1), (2), (3), or (4), students must complete a “Request for Authorized Absence”
(Appendix 2) and submit with supporting documentation to the Student Division by the
deadline applicable to the reason.

(2) The Student Division will refer to the relevant course instructor after confirming the required
documents.

(3) As soon as the course instructor determines whether or not to grant authorized absence and
inform the Student Division of the determination as well as special consideration in the case
that the instructor grants the absence, the Student Division will notify the student by sending
a copy of the separately stipulated “Notice of Decision on Request for Authorized Absence.”

(4) Students who submit the Request must check the contents of the Notice of Decision on
Request for Authorized Absence and contact the course instructor to take the necessary
steps.

5. Points to remember

(1) In principle, courses involving exercises or experiments, intensive courses, or those of a
specific nature (e.g., requiring group work), will not be subject to authorized absences.
However, there may be cases where authorized absence are granted at the discretion of course
instructors.

(2) Even if authorized absence is granted, when extended absence may affect attainment of
course credits, course instructors may refrain from permitting the student to register for the
course.



[Contact]

{Ookayama Campus)
Undergraduate students: Undergraduate Services Group, Student Division; Tel: 03-5734-3004, Email: kyo.gak@jim.titech.ac.jp
Graduate students: Graduate Services Group, Student Division; Tel: 03-5734-3005, Email: kyo.dai@jim.titech.ac.jp
Non-degree students: Registrar, Student Division; Tel: 03-5734-3007, Email: kyo.gsk@jim.titech.ac.jp
International exchange students: Student Exchange Group 3, International Student Exchange Division 3; Tel: 03-5734-3027,
Email: ryu.kor3@jim.titech.ac.jp

{Suzukakedai Campus)
Undergraduate students: Suzukakedai Student Group, Student Division; Tel: 045-924-5933, Email: suz.kyo@jim.titech.ac.jp
Graduate students: Suzukakedai Student Group, Student Division; Tel: 045-924-5934, Email: suz.kyo@jim.titech.ac.jp




