【参考例：オリエンテーション資料①】
○○高校での生活について

Life at ○○○○ High School

１　登校時間と1日の時程について(Time Schedule)

　　朝は8:30からホームルームが始まります、8:25までにホームルーム教室に入るようにしてください。火曜日から木曜日までは７時間授業です。

　　Homeroom starts at 8:30 every morning. You must be in your classroom by 8:25. 

    Tuesdays, Wednesdays, and Thursdays are 7 classes a day.

	SHR（Homeroom）
	ホームルーム
	　８：３０　　～

	1st Period　　　　　　
	1校時
	　　８：４５　　～　　　９：３５

	2nd Period　　　　　　
	2校時
	　　９：４５　　～　　１０：３５

	3rd Period　　　　　　
	3校時
	１０：４５　　～　　１１：３５

	4th Period　　　　　　
	4校時
	１１：４５　　～　　１２：３５

	Lunch Break　　　　
	昼休み
	１２：３５　　～　　１３：１５

	5th Period
	5校時
	１３：１５　　～　　１４：０５

	6th Period
	6校時
	１４：１５　　～　　１５：０５

	7th Period
	7校時
	１５：１５　　～　　１６：０５

	SHR(Homeroom)
	ホームルーム
	１６：０５　　～　　１６：２０

	Cleaning
	清掃
	　１６：２０　　～　　１６：４０


２　昼食について(About Lunch)

　　昼食を持参したほうが良いかもしれませんが、難しければ、購買でパンや弁当を買うこともできます。
It might be better for you to bring your own lunch, but if you can’t, you can buy some bread or Japanese style lunch at the school canteen.

３　服装・持ち物(Dress and Grooming / What to bring)

　　本校は制服がありませんので、基本的には好きな衣服で構いません。必要な持ち物は教科書などの勉強道具、弁当、ジャージ、その他必要なもの。何かあれば担任に確認してください。
    There’s no particular school uniform at this high school. Basically, you can wear anything you want. You should bring all materials such as text books, athletic jersey, lunch, and so on. Ask your homeroom teacher or your counselor for further information.

４　その他(Notes)

　　・急きょ連絡が必要になった場合は、ホストファミリーの方を通じて連絡をします。

　　・体調不良や行事などで学校を欠席する場合は、事前に担任の先生に伝えるか、ホストファミリーから学校へ電話してもらうようお願いしてください。
  In case of emergency, we will inform you of what you should know through your host family. 
If you will not be attend the class due to illness or some event, please let your homeroom teacher know in advance or ask a member of your host family to call us.
★留学生所属クラス　２年△組　

クラス担任名(Homeroom teacher)  Mr. Taro Hokkai (Hokkai-sensei) 　　　　　　

教務部留学生担当者名(Counselor)　Ms. Hanako Hokkai (Hanako-sensei)

【参考例：オリエンテーション資料②】

  Welcome to ○○H.S. 

Hello,     . We welcome you to ○○○○High School. We hope you are settling in well in Japan. Here are a few rules that will help you to enjoy your new school. We hope that you will find this information useful. 

DAILY SCHEDULE （時程）

· Please arrive at school and be seated by 08:30 at the latest.
· There is a 10 minute break period between lessons.

08:30 – 08:50 Short Home Room (SHR)

08:55 – 09:45  Period 1

09:55 – 10:45  Period 2

10:55 – 11:45  Period 3

11:55 – 12:45  Period 4

12:45 – 13:20  Lunch 

13:25 – 14:15  Period 5

14:25 – 15:15  Period 6

15:15 – 15:20  SHR

PUNCTUALITY AND ATTENDENCE （時間に関すること）
· Punctuality is extremely important. Please try to arrive for classes on time, or ideally, five minutes before classes commence.
· You must attend all scheduled classes. If for any reason you are unable to attend a particular class, you must inform your home room teacher in advance. 
UNIFORM　（服装・頭髪等に関すること）
· SHOES – You should change into your indoor shoes when you arrive in the morning. Your outdoor shoes should be put in the shoes box at the entrance. Outdoor shoes should not be worn in any classroom or in the staffroom. 
· Keep your top shirt button done up and ensure your tie is neat.
· Wear your trousers/skirt neatly. Some students try to wear them slack around their waists or to shorten them, but it is not acceptable.
· The uniform is available both in the summer and the winter.
· The sports uniform must be worn during P.E. class and athletics events. 
· Uniform policy dictates that hair must NOT be artificially colored, permed or spiked.  For male students, hair must be short and neat.
BEHAVIOUR　（校内生活のきまり）
· Students cannot leave the campus during the school day without permission.

· Mobile/cell phones are not allowed in school.
· Make-up or accessories are not allowed in school.
· Music and video playback devices are not allowed in school.
· Students cannot eat or drink during lessons. It is allowed only for the break periods between lessons and lunchtime. The only places where food and drink should be consumed are the canteen, your homeroom and the skyway. The school has no cafeteria so you should bring a packed lunch each day (‘bento’). If you forget your lunch, there is a small store in the canteen where you can buy snacks, rice balls and cakes between lessons.
· Crossing your legs in class or having your hands in your pockets when speaking is considered rude.
· When you meet a teacher in the corridor, it is polite to greet them by saying ‘Ohayo-gozaimasu’ (‘Good morning’) or ‘Konnichiwa’ (‘Hello/Good afternoon’).  When you are leaving you can say ‘Sayoonara’ (‘Good bye’). 

· When you enter or leave the staffroom, you should say ‘Shitsurei-shimasu’ (‘Excuse me’).  At some times of the year, students cannot enter the staffroom at all. A sign will tell you this outside the door.

· You are expected to behave responsibly and respectfully at all times. Please remember that while you are here you will be treated like a member of the student body and as such you must remain mindful of the needs of your fellow students.
SCHOOL ORGANIZATION　（学校について）
Students spend three years at a Japanese senior high school. When they enter, they are called ‘ichinen-sei’ (first-year student). Next is ‘ninen-sei’ (second-year student) and finally ‘sannen-sei’ (third-year student). Classes are given numbers according to their year and course, e.g. Class 2-3 is a 2nd year Foreign Studies class.

Most classes take place in the home room with the teacher moving between classrooms rather than the students. First year classrooms are on the third floor, second year classrooms are on the second floor and third year classrooms are on the first floor.  However, there are exceptions, e.g. Science lessons in respective laboratories and so on.  Some English lessons take place in the Computer Assisted Language Laboratory (CALL Room) or the Audio Visual Room (Shi chou kaku kyoushitsu). You can find them on the map.

GARBAGE/RUBBISH (Gomi)　（ごみの処理）
· Please do not dispose of plastic (PET) bottles or aluminum/steel drinks containers in school. Take them home with you. 

· Please flatten your drink boxes before disposing of them. If there is any liquid left inside the box, you must drain it into the sinks or liquid disposal bin located near the drinks vending machine.  

CLEANING　（清掃当番）
· Long-term exchange students will be assigned cleaning duties as part of their home room responsibilities. 
· You are expected to keep the exchange students` room clean and tidy.
USE OF SCHOOL COMPUTERS（コンピューターの使用）
· Students are allowed to use computers on campus only after receiving a briefing on appropriate use by a teacher in charge of computers. During this briefing, you will be given your user ID, password and e-mail account. This is confidential information; do not share it with anyone and remember to log-off after using the computers.  

· Students may use the following computer rooms: the CALL room, the Computer Practice Room, the Information-Processing Practice Rooms 1 and 2
- During break times:  12:55 - 13:20 (Tuesday 12:45 - 13:10) 
- After school:  15:30 - 16:45
· Students are not allowed to use the printers except with permission from a teacher in charge. 

· Students are not allowed to use on the school computers, any media or storage devices, such as DVDs, CDs, CD-ROMs, portable hard disk drives, flash memory and SD-cards (secure digital cards). This is to reduce the chance of the school networks being affected by viruses and other security threats. In the event that any piece of software or hardware is not working properly or if you notice any possible viruses, inform the teacher-in-charge IMMEDIATELY. In the event that you spoil any of the equipment that you are using, inform the teacher-in-charge IMMEDIATELY.

· Downloads, games, installations and any attempts to make system or setting changes are NOT allowed on the school network.  

· Erasers are not allowed to be used in the computer rooms, as they generate small particles. 

· Please place the keyboard and mouse back neatly after use.

· Do not bring any food or drink into the computer rooms and do not throw food or drink containers into the rubbish bins in the computer room.

USE OF LIBRARY（図書館の利用）

· Opening hours:  8:00 - 16:45   (In the event of opening hours or borrowing rules change due to examinations or other events, notices will be posted outside the library.)
· Students are allowed to borrow up to 3 books at one time for up to 7 days with your Student ID card. Ask the librarian or a student in charge for help. 

· How to borrow: Bring the books to the counter.

· How to return: Bring the books to the counter or drop them into the book drop which is a box on the counter. 

· Place your bag or coat in the Baggage Storage Area.

· Do not wear outside shoes into the library. 

AFTER SCHOOL ACTIVITIES （課外活動）

· Extra-curricular club activities are very important in Japanese schools and are taken very seriously. A wide range of clubs are available at our school. You can obtain more information about the clubs from your homeroom teacher. Take your time to look around and visit various clubs before deciding. Once you have decided, please fill up the club sign-up sheet and submit it to your homeroom teacher. 
CLUB LIST  - Sports:   1. Baseball 野球

2. Track & Field　陸上

3. Soft-tennis　ソフトテニス

4. Basketball　バスケットボール

5. Swimming　水泳

6. Volleyball　バレーボール

7. Badminton.　バドミントン

8. Soccer　サッカー

9. Skiing　スキー

10. Table-tennis　卓球
CLUB LIST  - Societies / Cultural / Performance:

1. ESS (English Speaking Society)　英語

2. Computer パソコン
3. Chorus 合唱

4. Tea Ceremony 茶道
5. Flower Arrangement　華道
6. Band 吹奏楽
7. Drama  演劇
8. Art　美術工芸
9. Library Service  図書
10. Broadcasting  放送
11. School News  新聞
12. Volunteer ボランティア
OTHER （その他）

· You may use the library for self-study, during specific periods of self-study. Try to spend as much time as you can with your classmates. It will help you to make friends more quickly and anyway, it is lonely on your own!
· There are no lockers in the school. You should bring most things you need to school with you each day.  However, you can leave some books and other items in your box at the back of the classroom. Your home room teacher will tell you what you can and cannot leave in the box. But please do not leave any valuables there.  Make sure that you keep your wallet with you at all times.
· If you have any problems you can speak to your Home Room Teacher, Mr. Hokkai, or Head of International Department, Ms. Hokkaido at any time. There will also be counseling sessions with a resident ALT (Assistant Language Teacher ), Mr. Jack in which you can discuss any problems or concerns you may have.
【参考例：誓約書】

誓　　約　　書

　　　　　(Contract)

　　　年　　月　　日

北海道○○○○学校長　様

(To The Principal of ○○○○ High School)

本国住所(Address in Home Country)   　　　　　　　　　　　　　　　　　　　　　
Alberta, CANADA        
生徒氏名(Name of Student)        　　　　　　　　　    性別(sex)  　　　　　　
私は、○○○○学校の生徒としての本分に反しないことをここに誓います。

(I, the above named student, agree to abide by the rules and decisions of ○○○○ High School.)

　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　　

　　　　　　　　　　　　　　　Student’s Signature            Date(mm/dd/yyyy)

　
【参考例：見学旅行参加承諾書】

承　　諾　　書
　　　　　(Written Consent)

　　　年　　月　　日

北海道○○○○学校長　様

(To The Principal of ○○○○ High School)

本国住所(Address in Home Country)   　　　　　　　　　　　　　　　　　　　　　

Alberta  CANADA        
生徒氏名(Name of Student)        　　　　　　　　　    性別(sex)  　　　　　　
　
私は、保護者として、　　　　　　　　の見学旅行への参加を承諾します。

(I, a guardian of　　　　　　　　, permit　　　　　　　　　’s participation in the school trip of ○○○○High School.)

                             Guardian’s Signature         Date(mm/dd/yyyy) 

【参考例：インターンシップ参加承諾書】
Written consent and Written oath

To the principal of ○○○○ Senior High School

We approve of a purpose of the internship and consent to participate.

We take an oath for training about the internship as follows

(Student)

 I promise that I will obey the rules of the company and the guidance of the company, host-parents, and my school and I will do my best to achieve my aim.

(Parents)


We promise that we will help our child and we cooperate with the guidance of the company and the school so that our child will finish safely and get good result. We promise that we do not demand the responsibility from the company for every accident that occurred without obeying guidance.

A training period  2024/○○/○○~2024/△△/△△
                                                        Date          /           /        

Signature of student

                                                        Date          /           /        

Signature of parent 

