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Acaric Co., Ltd. plays a role to support Student, University and Company. In this manual,
“support organization” & “internship matching support organization” refer to Acaric Co., Ltd..

Internship Administration Office
Email: student-coopj@acaric.co.jp
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Terminology

e “support organization” & “internship matching support organization”
o Cooperative Education through Research Internships office of Acaric
Co., Ltd., a matching support organization. Establish a contact point
for inquiries for each student, university, and company.
Email : student-coopj@acaric.co.jp
e (Dedicated) System
o A matching system prepared by the secretariat exclusively for
Cooperative Education through Research Internships. The system is
not open to the public, so please login from the following URL.
https://2022ss-lgbr.coopj-intern.com/login
e Job Description (often shortened to simply as JD)
o Internship requirements for each company
e University Student Support Members (Student supporter)
o A person in charge of explaining, counseling, and permitting students
to apply for participation in the program.
o Since this internship program is a reqular educational program of the
university, university faculty and staff will also assist students in
matching JDs.

m University career coordinator, student's supervisor, etc.



mailto:student-coopj@acaric.co.jp
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Chapter 1: Overview



Background of this internship program
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This program was designed to develop practical skills to foster doctoral candidates who can
perform anywhere, and to improve the active employment and compensation of doctoral
candidates by industry, with the aim of realizing "diverse career paths for doctoral candidates.




This internship program is a long-term, paid,
job-based internship program carried out by
companies and universities in collaboration.

University

)

i:\";A

Support students by partnering
with an educational program

t 4

University faculty and

staff Assist with contract
work, etc.

Conclude employment contracts Co m p a ny
Student*

Perform practical research-related work

Provide salary and other benefits

*For the time being, doctoral students.

*Although the program has been conducted primarily in the natural sciences, it is now open
to all doctoral students’ research fields, including those in cross-disciplinary programs and
those in the humanities and social sciences.



What is “Cooperative education through research internships”?

Point 1. I The internship is long-term, salaried, and job-based

Student More than

Corp.p Employment

contract

Salaried Job
2 mo. description

in principal

- Credit Recognition
- Application Approval
- office support etc,,

Point 3. I Internship evaluations can be used for recruiting and hiring

This is also useful
for the selection of

Receive Evaluation other companies.

>Document & Certificate

*Participating in an internship does not guarantee that it will lead directly to employment.



Supplement: Internship Period

Point 1. I The internship is long-term, salaried, and job-based

Corp.p Employment More than Salaried

contract |\ sz #D i
: (8

Job
description

-based

in principal

After consulting with the host company, a schedule can be set up
to accommodate research activities.

Examples of specific work schedules;

e Work 3 days a week

e Five-day workweek, but with occasional time off to
participate in university laboratory activities

e Four days a week, basically working remotely ---etc.



Benefits of "Cooperative education through research internships”

1 I Earn salary and university credit

e The internship is paid on a salaried basis, and the working conditions are set forth in the JD and in the contract.
e The internship is a educational program, and credits can be awarded after the internship is completed.

p. I Experience more cutting-edge research projects and practical work

e By concluding an employment contract between a student and a company, the handling of confidential information
and the authority to use facilities and information can be strictly defined, and the student can be involved in the

work as an employee.

3 I Experience how your expertise and skills are useful in industry.

e Learning what you can do with the knowledge and skills you have acquired in your daily study and research
activities, you can discover your own strengths, gain awareness of new aspects of your field of expertise, and apply

them to your future research activities and career.

4 I Develop practical skills to work in a team environment

e Many jobs in companies and research institutes are “Team work” that proceeds through communication with
researchers in different fields and other professions. This will surely be useful not only for those who are
considering employment in the private sector after the doctoral program, but also for those who wish to become

faculty members.



’Cooperative education through research
internships” for international students

Several international students with insufficient proficiency in Japanese
have been accepted and participated in internships so far.

o However, there are only a few companies that can offer an internship
environment in English.

Read the job description carefully and consult with your supervisor or
career coordinator before applying.

Certain additional documents are required to start the internship.

o Please be sure to read the detailed explanation in Procedures
Required for International Students.

If you can create a profile in Japanese, please give it a try!




The Cooperative education through research
internships (direct employment type) involves two

types of contracts.
UniverSity Company

Internship Implementation Agreement

Employment Contracts
(including non-disclosure
agreements, pledges, etc.)

The contract is signed not only between the company and the student, but also between
the company and the university.



(Reference)Key Points in Japanese Employment/Labor
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e Employment Contract
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The content of the contract may be different depending on whether it is for
a permanent or fixed term and on the number of hours worked per week, but
It is always concluded.

In general, there are more procedures than for admission to a university or
graduate school. After graduating from a doctoral program, most students
work as employees. Cooperative education through research internships also
provide experience in the process of confirming and signing an employment
contract.

After signing an employment contract, the employee is under the employer's
(company's) direction during working hours, and patents, inventions, and
other results imagined during working hours are generally the property of
the company.




Employment Customs in Japan

This page is devoted to brief explanation of Japan's employment customs and its
uniqgue recruitment system. Although this is not directly related to the Internship

project, it is meaningful to learn the selection—style.
1. “AN\—yTEIEA” ~Membership Employment-—
"IE#t B” -Sei Shain—, parmanet position who could not be terminate

even if his/her engaged work were gone.

"E2#I#t B” —Keiyaku Shain—, temporal employment with a fixed term of
6—months to 5—years, work and salary is limited.

= 7

2. New Graduate Ph.D as “ (#8&H) IEft B” —~SouGouShoku Sei Shain—
Almost Ph.D holders are emploied as Sei Shain, thus---

i. Companies share an schedule to hire new graduate in April.

ii. Employment examination is conducted separately from Internship
selection. Examination will be held from June D2 through March D3.

li. Japanese language skills are important in selections, as Ph.D will

work with people who can only speak Japanese.



( Reference)Key Points in Japanese Employment/Labor?2

Membership-based employment job-based employment

< 4
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e Characteristics of Membership-Type Employment

o Employment laws in many countries determine the details that must be
specified in the employment contract.

o However, in Japan, employment contracts that do not limit the job
content (with the assumption that the employee will be transferred or
reassigned) are customarily used for indefinite-term direct employment.

o Since the job content is not limited, salary is set on an individual basis.

e Characteristics of Job-Based Employment

o Corporate activities are divided into development, manufacturing, sales,
intellectual property management, labor management, accounting, etc.,.

o Job-based employment is a method of hiring employees with the
necessary knowledge and experience for each job, and is characterized by
‘equal pay for equal work”.



Survey results for participating

Comments from participating students students Fr2021-2022)

Q: What was your overall impression of the Picked up comments from reasons
internship at your host institution?  (n=31) for the response (free description)

} B

Not as good an e | was able to understand what is expected when
experience as |

Met expectations a PhD graduate works in a company.

(generally consist
with job descri

n EEEE . . S

e |t was a great opportunity to see how the

transferable skills cultivated during the doctoral
program are utilized in the actual workplace.

While enhancing research knowledge and
skills, | also got to experience what it's like to
work within a company. Additionally, my
perspective widened, and | believe | became
more flexible in my thinking, such as in how to
develop research themes at the university,
compared to before participating.




Survey results for participating

Comments from participating students students Fr2021-2022)

Q. Please share the learning and insights gained through the internship. (Free description) (=31

e Learned the importance of having a broad
perspective through collaboration with
people from different fields.

e Experienced the reality of conducting research in the
field, the company's culture and atmosphere, the

mindset and speed of corporate research, and the

high level of awareness towards safety.

e Gained an understanding of the differences
between research in academia and

e Recognized that the abilities developed during the
research in the industry.

doctoral program are not only important for
research during the program but are rather
significant for one's career after graduation.

e Learned firsthand the significance of
finding value within time constraints in , =
corporate research and development. e Through interactions with colleagues in the same

team, gained an objective understanding of my

interests and skills cultivated during graduate

school.

e Realized that experiences gained during
the doctoral program can be applied to
other fields.

e Developed confidence by receiving external
evaluations of my strengths and weaknesses.
Also, discovered that the technical skills,

knowledge, and mindset required for research

extend beyond my own field of expertise.



How to view a "research internship."

Some require knowledge and skills in a specific area, others in a
somewhat broader range of knowledge and skills, such as academic
disciplines, and still others apply specialized skills or transferable
skills acquired through research activities.

» Utilize doctoral research’ areas of expertise

1D [BREGE AV AEEIRIE AR5, 9 2 A LHIREHRIDiAZE
Areas of expertise of JD: Al Areas of expertise of student:
Required Skills and Experence: Development with Python Computer Science

> Not limited to doctoral research’s fields of specialization (for which a match beyond the field of specialization has been established).

| ID [EREMRI OS]

Required Skills and Expenence: Basic knowledge of heat % Areas of expertise of student:
transfer engineenng reading English papers, etc Hementary Partides, Nudear, Astrophysics

» Utilize problem-setting and problem-solving skills cultivated through advanced research activities
ID [TEFT DAL ELZ A E DRIFRA A A — 23 BERDEBEE |

Areas of expertise of JD:
Information S cience, Information Technology, Ecoromics, Business Areas of expertise of student:

Administration etc. X Applied Physics Engineering

Required Skills and Experience: T hose ernvolled in a doctoral course




Internship Cases (Introduction of Interviews)

@ Case 1: Oki Electric Industry Co., Ltd. (Optical Systems Research and
Development) x Mr. Tajima (Field of Physics Engineering)

Quotes from the comments in the article:

"l decided to participate because | wanted to gain research experience in a company
during my doctoral program before entering the workforce."

"After reviewing the detailed job description, | realized that it didn't align perfectly
with my research topic, but | felt there was a compatibility between them, so | decided

to apply.”

"The actual job tasks were different from my research field, so | had to start by
studying about Oki’s sensing technology. In doing so, | realized that while the field
may be different, the process of solving problems is not significantly different
from how research is conducted in the university."

Oki Electric Industry Co., Ltd.

[ Yume Talk Episode 66: OKl's First Job-Oriented Research Internship - Background
and Achievements | (in Japanese)
https:/www.oki.com/jp/yume pro/yume talks/archives/20221121/index.html



https://www.oki.com/jp/yume_pro/yume_talks/archives/20221121/index.html

Internship Cases (Introduction of Interviews)

& Case2: Hitachi Ltd. (Decarbonization Solutions) x Mr. Suzuki (Field of
Environmental Science)

Quotes from the comments in the article:

"l believed that there was a gap between academia and the business environment,
so | wanted to know what was happening in the field, and that's why | participated.”

“In a doctoral program, | have been specializing in a specific field and want to build my
career based on what | have been researching. This internship allows me to confirm if
there is a mismatch between my research and what the company expects, so | find it
very valuable. | believe it would be beneficial for other students as well."

(Comment from the representative of Hitachi)

"We would be happy if students choose Hitachi as their future workplace after
experiencing the real work environment. However, even if students don’t choose
Hitachi as their future workplace, | believe that they can gain something valuable
for their research and career through the internship. That's also good for society."

Hitachi Ltd. ["Cooperative Education through Research Internships" Targeting PhD
Students - The Purpose Behind It ] (in Japanese)
https://social-innovation.hitachi/ja-jp/article/job type employment internship/



https://social-innovation.hitachi/ja-jp/article/job_type_employment_internship/

Internship Cases (Introduction of Interviews)
€ Case3 : Air Liguide Japan (R&D of decarbonization materials)

V4

BALRMOBNL

POaFRRRAVE—=2 v TIKDVT
—ETRMMCSBICOVTHIT(ESL

EHE IXRAHZXLERBAHAOHRLYIHTISIY—TH3
I7-U¥—F#(FH:7522) 00 —HRL— FR&D(PREHR
A IR AREHNEDSHAB0 FT. TOPOVEDHELH,

" va7 B3R
= 7 AvE—vyv7
INTERNSHIP %ﬁﬁg{ﬂ

PHBRASH T UF—F 5K PI—X

MLMBTHICOUCMBERAENICMET,
AVE=2 9T TITSRIP V- B3®NE
FicR/TELL

2021 EMHSIITRRBEAVF -V yTERBLTVERWT
WAKARHTT V¥ —F 585 M - X0 RBRIW Rt R OE
7 8. RBCPERAELARBOBYEDIT> /(o0 J17
(WL (TY) OABICEFHFICOVTI VI —ELELE,

BFESRCERERICRVCELEB>TLET. TOMBEORX
LA LEVEESEERIC. E5 Vo Bl CRENICBMLT
B THAOMEBFETAICELTHEVEVWSBHDBOET,

—AVE=Yy T EBMINIPECMBT I L NI BE-
HIRBEPELEATHIRBRECHBLTVSI LS BNIE
WATIREW

Even though we use the term "specialization," the specific field of
study during student years typically spans only a few years.
I believe it can be seen as training for problem-solving skills.

...If they are faced with various challenges, how they perceive the
problem and how they solve it, they repeat their training while
majoring in a particular field.

..PhD students have acquired sufficient experience in developing
their thinking skills, and they possess specialized knowledge and
problem-solving abilities in their respective fields, which are highly
sought by companies.

Also, they are required to have what is called "bird's-eye view,"

"influence," '"communication," and "leadership" at the same
time.

An excerpt from an interview article is on the right side.

The full article is available on the website of Coop-J o , ,
In Japan, typical internships are often very short, lasting only a week

consortium. D .

o or so. However, what we want to emphasize is that we aim for
https://coopj-intern.com/24e59344336a476b8126f54b43 internships to be opportunities for student growth. If a student
59c093 participating in an internship at a company can achieve results and

make a contribution that benefits society, it would be a wonderful
opportunity for the students. In the case of participating in

short-term internships, there is usually no expectation for

students to take full responsibility for results. It’s because such
internships often limit the experience to the "process" and probably

do not make a significant societal impact, even if students are fully
committed. I



https://coopj-intern.com/24e59344336a476b8126f54b4359c093
https://coopj-intern.com/24e59344336a476b8126f54b4359c093

Chapter 2: Preparation

before application
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Overall Flow *Red boxes indicate matters that occur to all

Dedicated System

preparatory Account
period Registration
Beginning Common.brl.eflng Check JDs and Profile completion
of each at the beginning of . : .
month each month consider applying & application to JD
\/
Monthly Matching selection & Confirmation & Preparation for
Mid-month Check the matching conclusion of internship
or later results. contract participation
\J
Internship Receive_a summary in an _
interview Credit approval
After. Receipt of evaluation and (On-campus debriefing session, etc.)
completion evaluation certificate




List of Preparation Materials and Procedures

The following table lists the preparations and procedures for Cooperative Education through Research
Internships from participation to credit approval. I[tems that are mandatory for all students are
indicated in red.

Preparations and Procedures Explanation
P Create a system account Use JD's until the end of the checking/application, post-acceptance
R correspondence, etc.
=5 Fill in your profile information Required when applying. Please prepare well in advance as there are
many open-ended items.
AP | Consultation with student supporters on Please consult with the University in advance. Written requests for
P application and confirmation of permission contract details, if any, will be submitted at the time of application.
t Additional documents required by the company e.g., presentation slides, research summary, etc.
Answer tol [GE R ICRIZ4F LT HER ) In some JDs, answers are required.
Check and sign the contract Contracts are required between the student and the company and
M between the university and the company, respectively.
,_Io: Pre-Internship Learning Be sure to take the pre-study test provided by the support
CH organization.
I Submit documents to JSPS(Beneficiaries only) There are certain procedures required to receive a research grant
g Preparation of other documents for on-site Some companies require receiving training and submitting of
acceptance, attendance to some training. paperwork documents (e.g., photos for entrance passes).
(For international students) Notification to the Submit the notice of employment conditions issued by the company to
regional immigration office the local regional immigration office.
(*if applicable)Application for individual permit If you work more than 28 hours per week, please bring the Notice of
Conditions of Employment to the Immigration and Residence Office
A Receipt of evaluation report & certificate Received with interview after completion of internship
.II:. Enrollment in the insurance plan you joined prior to If your host company's social insurance enrollment is required, the
participating in the internship procedure will be completed after the internship is over.




Overview of Dedicated Systems

Matching for Cooperative Education through Research Internships (direct
employment type) is conducted through a dedicated system.

Only those who belong to organizations participating in the consortium can register
for this system, and the matching can be conducted through the system.

University Systems = Company
Invitation to apply —

X You may receive offers from companies only when you set up
to receive them.

2. Apply for internship.

3. Application
confirmation
&.approval

1. Register JD

person in charge
Instructors, (HR)

Subject instructors, Other ,\( ' \:
2 TR G 5. File Confirmation J’

Student Support
& Permission

4. Upload contracts, evaluation forms, etc.



iii. Login and Password Reset

After completing your account registration, you can log in to the system by entering
your registered Email address and password at this URL.

After logging in, you can view detailed JD information, register or modify your profile,
etc.

OJ-1>

A L7 LR

L. TEST@acaric.test.co.jp

FIREROAERIES )
RO — BEENIEAERTIES )



https://2022ss-lgbr.coopj-intern.com/login

iii. Login and Password Reset

1. Youcanreset any password from this login URL, "Forgot your password?"
under the "B% 4" button.

2. If you have any problems with logging in or setting your password, please
contact the support organization.
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https://2022ss-lgbr.coopj-intern.com/login

Supplementary (i): If your university is not a member of the
consortium

If your university (or department, such as a graduate school) is not a member of Coop—J consortium,
we will not be able to respond to your application for selection or internship participation through this
program.

Coop-J consortium Member University List

Please refer to the consortium website https://coopj—intern.com/membership



https://coopj-intern.com/membership

Supplementary (ii): Scope of Publication of Registered Items

The following items for student registration cannot be viewed by the company until
the student actually applies to the company.

[Items that will not be made public until you apply.]
Name (KANA) / Date of birth / Gender / Email Address / Phone Number

Only if you wish to receive Invitation to apply, the following items from the student’s
registration will be available for companies to review.

[Items that can be verified by the company in case of receipt of Invitation to apply]
Previous University, Research institute, or Other career(Company name etc.) / Graduate School, Departments,
laboratory, other affiriation, position etc. / University (Current) / Graduate School / Departments / Status of
Enrollment / Grade / Field of Study / Title of Major Research / Details of Major Research / Major Research
Achievements (Papers, Presentations at Conferences, Funds Received, Awards Received) / Licenses and
Qualifications / Japanese Language Ability / Language Ability(Others) / Experience of Studying Abroad / Experience
of other international projects / Other notable activities / Skills gained from past experience / Self-promotion / When
you want to participate in the internship / Enthusiasm for participating in Internship / Research topics that you would

like to conduct during your internship / Vision for the future, what you want to achieve, etc.




Supplementary (iii): About the target grade level

Applicants must be currently enrolled in a doctoral program.

In the case of 5—year integrated doctoral programs, the 3rd year or later is eligible.
The eligible academic year may differ depending on the JD.

You do not need to consider the prospect of completing the doctoral program or the
possibility of dropping out of the program. Please apply for the internship you are
interested in first.

If you are not in the target academic year but would like to apply for an internship, you
can contact the company representative to inquire whether or not you are eligible to
apply. The contact information is listed at the end of each JD, so please contact the

company directly.




Supplementary (iv):If the social insurance of the host company
applies

e If the internship is for two months or longer, the intern will be required to join the
social insurance (health insurance and employee pension insurance) of the host
company.

(kIf the weekly working hours are more than 3/4 of the company’s regular
employees)

e (mainly Japanese students) If you are a dependent of a family member, we
recommend that you share this information with your dependents in advance, as it
will affect the amount of take—home pay for your dependents.

e Please note that if you are covered by your host company’s social insurance, you
will need to switch to your original insurance (National Health Insurance of Japan)

after the internship.

*Please see the guideline description on the next page for details.



(Ref.) Handling of various types of insurance during the implementation
of Cooperative Education through Research Internships
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Supplementary (v): Combination with JSPS and other support funds

You can participate in the internship program as long as it meets the purpose of each
project.
Please check about salary as follow:

(1) JSPS Research Fellowship for Young Scientists

—Notification to JSPS required, within 6 months
(2) University Fellowship Creation Project —No restriction
(3) SPRING —Norestriction
(4) Government-sponsored international students, MEXT Scholarship for Privately
Financed International Students

—You need Permission to Engage in Activity Other Than That Permitted under the
Status of Residence Previously Granted

(5) WISE Program

The university will set an appropriate amount based on the fact that the DC can receive
internship salary, considering the combined amount of salary.
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i. View JD

After login, click [A 28— T%HET Jon the left side, and You can check
internship job descriptions.
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i. View JD

On the page 1B —>2 3w T%$ET |, students can search, refine, and view published JDs.

o [RIZ%:5 ] is a bookmark function, but this is scheduled to be changed in May 2024, and if you
have not rejected the “IitZA 77— (Invitation to Apply), you will be able to search from
companies.

* In this case, the information available to the company will be the same as if you had accepted the
invitation to apply.

Ay TEET —mmn
E:tid) ) SRR ] FoSE I LiedsEse ) )
F—T)—I A4 ML, £EE. RETRE
i (EHEIREIR) BRUTLZE0N v
BIER (BHERAH) BRULTCIEEL &
HENT (EERIRAIE) BRUTEZN v

FzUty b ®REI3

1v5->svTnmeR 194 BoER v | 110779
(Eremsr = | Brewass | .

Fig. Image of the ‘42 2—> v 7T %$#E9” (Find a Internship) screen



(Ref.) Type of research internship (job contents)

R Theme explanation Theme assignment R&D Support
T RRE ‘F-IRHEE | HREARXER
Explanation | Specific themes are Companies provide Companies provide
determined in specific R&D themes to | specific R&D support
consultation between students when services to students
companies and recruiting for when recruiting for
students for specific internships. internships.
research projects.
Example “‘Research internship | “Development of new | “Preliminary study to
in the field of ...” technology for ... promote the project of
analysis in the ... field” "

(BF) X FE O3 TRRARAE—2 29T (ITH-

https://www.mext.gojp/b_menu/internship/1421136_00002.htm

AATRYERAE) EiEA & (TAF542) 1P.10




i. View JD

The contents of JDs can be viewed from pages in [E£&]).

The “Jobs” and “Company” information is summarized, and the full text can be
found in [E¥flZ R 5]. Select the [182] tag to see basic information
(headquarters information, capital, etc.) about the company posting the JD.

e Appart form JDs, information about internships is available at student information

sessions and exchange programs.

RA =

XU WMRAFREAHT—2SVT

Reseach & Development Internship

TS DFFH

| FilERD > | =9 D >

*[183€] includes the following

Name of Company/organization
URL

Capital

Address of Head Office

Date of Establishment

Number of employees

Average Age

Name of Representative

Business Activities



Il. Briefing and Event

To assist students in understanding the internship programs and
considering applying for JDs, support institute and universities will
periodically hold information sessions for students.

Briefing by support institute

o Held in an online format on the first weekday of each month and
open to all registered student in the system.

o Presentations introducing internships by companies.
*Only if the participation of the company can be coordinated.

o Participation will be announced by Email to those registered in the
system and in the "Notices" that can be found after login to the
system.

Briefing by University / Department

o Some universities will hold individual information sessions.

o Check the Career Center or organization's information.

o To participate in the information session, students apply in the
manner described in information from the university.



ii. Briefing and Event; “Open Door"”

Contact information for students will be posted to inquire before applying,
and "Open Doors" will be held monthly to provide an opportunity for
students and companies to interact and deepen mutual understanding.

The "Open Door" program allows for individual interviews (online) with
students who have not yet applied.

The flow of implementation is as follows *Subject to change

(1) Support institute releases a list of available reservation dates and times to companies
during the implementation period.

(2) Companies can make reservations by specifying date and time.

(3) Once the date and time are confirmed, support institute will issue individual
participation URLs for each company.

(4) The date and time will be announced to students registered in the system.

(5) The participation URL will be shared only with students who have requested to
participate on the date and time announced.

(6) On the day of the event: Participating students enter the URL, and support institute
will guide them to the company breakout session one by one.

*The time required per person is limited to 10 minutes.



1. Invitation to Apply

Companies can view the profiles of registered students and send them
"Invitation to apply". Students are encouraged to take this into account when
considering which JD to apply for.

e Students can choose whether receive Invitation to apply or not.

e |f choose not to, all companies, except the company to which applying
for, will not be able to see any of students registration information.

e |n some cases, university or department may have its own policy on the
use of Invitation to apply.

e There is no difference between applying through an Invitation to apply
and a reqular application, and JDs who receive an Invitation to apply may
not always be successful in their selection procedure.

e There is no disadvantage or problem if you do not respond or apply for
Invitation to apply.

e Once a match is made, the Invitation to apply need to be changed.
Students who have internship offer will not receive any other Invitation

to apply.



Iv. Consultation before Apply

e \When students have any questions about the content of JDs, they can
check with company representatives before applying.
The contact information is listed at the bottom of the JD.
If students are not sure which JD apply for, they can consult with an
career advisor of Acaric (Freely welcomed to ask questions via Email!)
o Please fill out and submit the form below.
Interview Request Form
https://forms.gle/cHikg1feD9HUyVvCcAA

e Please consult also with their internship course instructor and/or
supervisor regarding the JDs.

o |f the contractual content described in the JD is needed to make
adjustments, Student supporter may submit “Written request from
the university” and students need to send to a company at the time
of application.

o |t is very important to consult with academic advisor when
considering how research plan fits in. We encourage students to
consult with their advisor.


https://forms.gle/cHikq1feD9HUyvcAA

v. Set Up Address for Sharing Email Notifications

Students add the University Student Support Members address as [ Your
student supporter(supporters’ email address)] (“"X=—JLiEHIHEBH7 KL X")
for status sharing of application, matching results and subsequent
contracting procedures.

e Students add the University Student Support Members address.
o Students confirm the address of their academic advisor and/or other
relevant members.
o The administration office address may be automatically populated.
e In improper entry, administration account may correct the information.

A— )L EFHHEE S8 / Your student supporter(supporters’ position) %7

22403 | —_ S P

A—JLBAIAERES / Your student supporter(supporters’ name) 417 Click after entering
the address
A—)LEHIEBERAT FL-X / Your student supporter(supporters’ email address) /
(FrUPEs4—. BERESE. BERERELELT RLRZBNUTREEL)  ua J
AT B
COT RLZAEGEEOERE(CMNZ S




vi. Notes on Application Confirmation Screen

e Once students have decided which JD they apply for, click [[GET S >]

button to proceed.
o Incomplete profile information will not be accepted.

e Students check the application requirements and advance preparations
carefully before submitting application.

e Inacase of the question [HERICEIEEHFL I SER] is listed in the JD,
be sure to include it in application.

e Answers to the questions can be entered and submitted from the
confirmation screen after the [[GEYS>] button.

Ta3TFAROVTZ a3 CBRNSZR8EEF. EEZRZALTIZEW (1000 XFIUA)

RA iR
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XY HREAFREAHFT—2SVT

Reseach & Development Internship

RkFSDFFH

IEEEHRHER

%2374 ROVTS a3 VICTHREERO SNEBRPAENBSOZNEICRT IBEEN BNEU T LD TRELE

&L\, Please submit any documents requested in the job description or any written requests from the university staff

regarding contracts, etc., below.

FileRd > | =93 >

RRONIERTH D77 ERSYS - PR FOvIZUTLK SV, 7y IO~ FaEER2 7 7-1)LIEPDFDH. 1 XDt

PR(Z100MBTY,
7 )76

e ——————




vii Application Process(i) Application approval request &

Confirmation of Application Approval by Student Supporter

The application process involves the following steps

1.

2.
3.
4

Fill in all required fields in your profile,
Click on "I[0EZ&FRMEE" in JD
A request will be sent from the system to all your student supporters.

Your student supporter reviews the approval request email and decides
whether to approve your application.
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*(Ref.) Student Supporters’ view
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viii Application Process(2) Once you have received permission to
apply, please click "5 9 %" on the system
1. You will receive an email notification if your student supporters have
accepted or rejected your application.
2. Once all of your student supporter's applications have been approved,
please click on "5 9 3" in the system.
3. Once your application is complete, following the instructions provided by

the company to which you are applying.
*In particular, please remember to follow the second step.

Email message(Sample)
SITEMAEA 59—y THERERR

L I—S Y TADRBISEZEECLD [FR] ShE "IGE Y D" in the system(Final step)
LE
XY TILTY ZHUODT) —TEETHZ

T3 TBRHRA VY-V Y TEERTY. S Sl e :
SRR FRESORRBREEFICHESVEE

FEZEED BEJOSVbTY., BEESNCAERAS
YT ILAZERIBY

job-internship+sampleuniv@acaric.jp

[CEDSITERRA 2F— 22y T ADIGEN [FR] SnEUE. ‘ FHERD > =

FHICDVWTEZIEBENEEDSEVEHELES,

XFRAULRWTREDRS, BIEIIEEOANERLU THERER>T
M BEEDBREZ LTULWEREL LD, BELLET.




IMPORTANT Notes on Apply page 1

This Internship is also a University curriculum. On application, student need to receive a permission from
Supervisor/Administration office. This page explains essential operations on the system. This List shows
2 types of frequently asked questions

(1) "Application"( Ti5E9 31 ) has not been completed after application approval.

- If the button in the job description is [ [G&E 9 3 1("Apply"), please push the button and proceed with the
application from there.

- If the job description contains [ I0SER(CE&EZEHE I SEM ] ("Questions you wish to answer when
applying for a position"), please enter them on the next screen.

- If University student supporter specifies that you are required to submit a "Request for Contract” or
other documents, please submit them at this time.

(2) When there are multiple student supporter addresses, the application approval has not been completed
at the specified address.

- If more than one person has been approved for an application in the "Your student
supporter(supporters’ email address)" section of the profile, the application must be approved by all of
them.

- Please check the TIGE—&EME| ("Application List"), etc., as the address may have been added by the
supporter.

https://2022ss-lgbr.coopj-intern.com/apply-job/list
*If the button for the job description is [ IGEASRAKFE ]("Application Approval Request™) and all the

aiilications have alreadi been aiiroved, iou will be redirected to the [lGE—EEH | ("Aiilication List").



IMPORTANT Notes on Apply page 2

This Internship is also a University curriculum. On application, student need
to receive a permission from Supervisor/Administration office. This page
explains essential operations on the system. This List shows 2 types of
frequently asked questions

(2) When there are multiple student supporter addresses, the application
approval has not been completed at the specified address.

- If more than one person has been approved for an application in the "Your
student supporter(supporters’ email address)” section of the profile, the
application must be approved by all of them.

- Please check the lGE—EEME] ("Application List"), etc., as the address
may have been added by the supporter.

https://2022ss-lgbr.coopj-intern.com/apply-job/list

*|f the button for the job description is [ [GEA&SRKEE 1("Application
Approval Request”) and all the applications have already been approved, you
will be redirected to the TIGE—EEAE | ("Application List").



IMPORTANT Notes on Apply page 3

(Student Action 0) On the [ 7O 7 +—JU ] page, fill in Your student supporter
(supporters’ email address) , click [ ZREEKFET D ] ("Approval Request™)

Y Notification by email
(Authorizer Action 1) "Authenticate" from the email received.

(Student Action 1) [InE2&E2#k$H]("Application Approval Request")
in the job description

Y Notification by email
(Authorizer Action 2) "Authorize" from the email received
J Notification by email

(Student Action 2) "Approved"” email received.
Students have not applied yet

(Student Action 3) [ 6289 3 ]("Apply") for the approved job
¥ Notification by email
(Company Action) Respond to applicants
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I. Matching Selection

l. Selection by profile documents

e Some companies have a selection process by the registered profile.
e \When students pass the profile selection, matching interviews will be set

up.
Il. Matching Interview

e In matching interviews, students meet with a responsible person for the
recipient department or Human Resources.
*Matching interview in principle once, but in some cases more than once.

e |f companies instructs you to prepare some materials (e.g., slides for
research presentations), please do so.

e When matching results are confirmed, companies enters the results in the
system, and notifies students with corresponding messages.



I. Matching Selection

lll. Decline after Matching Interview or Decline to another
JD/Company
Decline after Matching Interview

e After final selection interviews, Student has the right to withdraw.

e The deadline for notifying to withdraw is within one business day from the
date of the final selection interview.

e |If students do not contact with companies about refusal by the deadline, there
is no intention to decline the offer. Students and companies will assume that
Students will not decline offer.

e Inprinciple, please do not withdraw after the selection process.
Decline to another JD/Company

e |f students have applied for some internships and after been selected for a
internship programs, please be sure to notify other companies to withdraw
selection by Email or phone by the next business day.

e Please respond promptly to avoid receiving multiple acceptance decisions.



I1i. Confirm selection results

The selection results will be registered in the system by the applying JD
companies and corresponding messages will be sent to students.

e Notification messages are also shared with University Student
Support Members.

o |In the case of notification of acceptance, students will contact with

companies to participate in the internship immediately by Email,
telephone, etc.

o Students work with University Student Support Members to confirm

the various contracts sent by companies and to prepare for the
internships.

o In unsuccessful cases, selection reasons may be shared. Consult with

advisors so that making the best use of the information for another
internship.
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I. Contracts, Employment / Implementation Agreement

In this internship program, the employment contract between a student
and a company must be signed. In addition, Internship Implementation
Agreement ("1 85— 2w TERMEE") will be concluded between a
university and a company.

Employment Contract

e Students and Student support members coordinate the internship start
date, working conditions, etc., and conclude contracts with Company.

e Students review the contents of the various contracts with University
Student Support Members to ensure that there are no major discrepancies in
the JD or in the interview.

e Students should discuss the actual number of working days per week or
month, the frequency of work if the work location is far from the
university, and also check transportation and lodging subsidies.

e For international students, there will be additional documentation for local
immigration offices.



I. Contracts, Employment / Implementation Agreement

Internship Implementation Agreement

e Companies conclude Internship Implementation Agreement ("1 59—
2w TRHEEIZ") with universities to which the student belongs.
e This agreement includes the university's responsibility to provide
guidance to the student (confidential information, student reporting,
IP, etc.) and the education provided through the internship (credit
recognition, termination during the course, etc.).
e The following five pages provide details on this agreement. (Japanese
only)
o Following contents about contract have already been explained to
the persons in charge of each university at the Coop-J consortium
meeting. Please check them for your reference.




(Ref.)
Guideline's statement on employment contracts
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Confirmation of Internship Implementation Agreement(details)
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Confirmation of Internship Implementation Agreement(details)
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Confirmation of Internship Implementation Agreement(details)
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Confirmation of Internship Implementation Agreement(details)
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ii. Procedures Required for International Students

e If an international student has a comprehensive permit, Student can participate in the research
internship almost the same as a Japanese student as long as Student workswithin 28 hours per
week.

e If Student who works more than 28 hours, international students with the status of residence
“Student” are required to obtain Application for permission to engage in an activity other than
those permitted by the status of residence previously granted (individual permission) from ISA in
advance.

o Please submit your application approximatelyone month prior to the start of the internship
as it takes time for the screening process to be completed.
o Please refer also [SA web page.

Class comprehensive permit individual permission

Available - Within 28 hours per week - Depends on the details of the permit
working time - Up to 8 hours per day during long vacations

Procedure Submit the following to the regional immigration ~ Submit the following to the regional immigration
office with jurisdiction over your place of office with jurisdiction over your place of residence
residence - Application form
- Application form - Residence card
- Contract of employment - Passport or Certificate of Eligibility
- Residence card - Certificate of enrollment
- Passport or Certificate of Eligibility - Documents explaining the activity, duration of the

activity, remuneration, etc.
(Contract of employment or notice of working
conditions, etc.)


https://www.isa.go.jp/en/applications/procedures/16-8.html

(Ref.) Guideline's statement
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iii. Attend Required Pre—Training

I .Taking the confirmation test (pre-study)

e Support institute has prepared comprehension tests (Google Form) on
"Intellectual Property and Patents," "Information Management and Cyber
Risk," and "Safety Management in the Field," as well as preliminary study
materials (PDF) for each.

download

e The following link will take you to the test

"Intellectual Property and Patents"

"Information Management and Cyber Risk"

"Safety Management in the Field"



https://nextcloud.acaric.com/index.php/s/5AszEMBLYjCZCmW
https://docs.google.com/forms/d/e/1FAIpQLSd4jPmSkUcXq5swJzVLPZ0UfKe3iRssNt5RNXrSVa5cguGshQ/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSdhi7sIw3Q6zMt8e0KZXjs1MUYgDaSdKw1iH8iN2fXvMJHS4w/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSdb8z0NqTQAx3n0lwHs3-V-pmRdZo8cZRSUh0ZvLwNuIMWYEA/viewform?usp=sf_link

jiil. Attend Required Pre—Training

II . Pre— Training in University

e Depending on the affiliation, the university may provide training to participation in

the internship.
e Students confirm with supervisors before participating in the internship not to

take confidential information from laboratories.

Ill. Pre— Training in Company

e Depending on the internships’ work, companies will provide the necessary
training and reference documents. Students follow the instructions and check

them.
e Students may be sent necessary documents, equipment (e.g., security card), and

procedural information.




iii. If Internship is Canceled

l. Conditions for Cancellation of Internship

e Incase of emergency, the internship may be cancelled even in the middle.

e The following are examples of conditions for cancellation. Please confirm the details in
the notice of employment conditions or written pledge, as well as in the internship
implementation contract.

o If the university or company violates the contract
o If the student violates the employment contract (company rules)
o  When it becomes difficult or inappropriate to continue the internship due to

natural disasters or other unavoidable reasons
e |f the internship ends in the middle of the internship period and the employment
contract is still in effect, please confirm the details in the written pledge and notice of
working conditions.
o Example. The written pledge includes a statement that the student is responsible
for the resignation procedure.

I . Cancellation of Internship
If the internship has to be cancelled, the university or company will notify you to that effect.



iv. Course Registration

Once the employment contract is completed, students check the course
registration procedures.

Check the course registration and complete procedures within the deadline.
Please be sure to confirm in advance, because additional documents may be
required for course registration and credit approval.

e Some universities and departments may require students to "register for
courses after the internship is completed. Students follow the instructions of
university and/or department for registration and credit.




Chapter 6: After Internship
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i. About Series of Procedures / After Internship

A summary will be given at the end of the internship.

Company issues Evaluation Document (capability evaluation section & result
evaluation section) and Evaluation Certificate.

Company also conducts a feedback interview with students.

Capability evaluation sections will be shared with universities by support
organization. *Secrets, IP and know—how will not be included.

Evaluation document are used as reference for grading and credit Recognition.
*Some universities would assign reports and/or presentations.

Students can use Evaluation Certificate for their own job search.




ii. Receive Evaluation Document & Certificate

e FEvaluation Document is divided into two parts — capability evaluation section and
result evaluation section. Please confirm the description of the guidelines on the
next page for details (Japanese document).

e Company’ s feedback is based on Evaluation Document.
e Student will receive a document and a certificate in feedback interviews as usual.

e University will receive Evaluation Documents (only capability evaluation section)
via system. *Suport institute also receive these documents.

e Result evaluation section will be presented only to Student, depending on its
content. If it contains confidential information, be careful to avoid information

leakage.




(Ref.)
Description of Evaluation in the Guideline
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lii. Evaluation Certificate

Evaluation Certificate will be issued by companies as proof of completion of
internships. Students receive certificate directly or through the system.

Da TRMEA v E— Yy TEMIEEE
Evaluation Certificate
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Others

I. Credit Recognition and Others

I . Credit Recognition

Cooperative Education through Research Internships are offered as credit courses in the
regular curriculum. When universities recognize credits, some universities require
presentations of “internship report”.

II . Implementation Report Meeting

e In implementation reports and meetings, students should be careful in handling
confidential information.

e Students will receive prior confirmation from companies that the presentation
does not contain confidential information.




Others

il. Recruitment information after internship

e After students receive evaluation document and evaluation certificate,
companies can send recruitment information to students.
o Companies evaluate students by the high standard of comparison with
"first year new graduate Ph.D employees".
o InJapanese employment practices, companies treat internship hiring and
new graduate hiring as two separate things.
e Following the company's guidance, students will formally apply for the new
graduate selection after the internship .




Others / Inquiries

ii. Contact information

Support organization has set up a consultation desk.
If you have any questions or concerns, please contact us.

Contact information

Email: student—coopj@acaric.co.jp



mailto:student-coopj@acaric.co.jp

Appendix materials

*Japanese only
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