About one-hour break must be taken if tutoring exceeds 6 hours.
(less than eight hours a day)

<In case supervisor is absent>

Another faculty member's or staff's seal (who was present then to verify the tutoring activity) and Supervisor's

seal g
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Seal

©@Tutor affixes seal in ""52#§3& EN"" section. Supervisor affixes seal in "#&E1"" section.
<If the supervisor is absent> Another faculty member/staff who is present then to verify the tutoring activity will affix seal.
However, even in this case, the supervisor is requested to affix seal beside it no later than the deadline every month.

©Use a red ink pad when affixing seal. Don't use a "*Shachihata’ stamp.

How to fill out the time

Tutoring should be on one hour basis and fill out the time on a 24 hour basis.
<Incorrect x> 1.5 hours, 3.5 hours 9:00~1:00, 5:00~6:00

<Correct O> 1 hour,. 3 hours,

Tutoring hours

9:00~13:00, 17:00~18:00

© About one hour break must be taken if tutoring exceeds six hours.
@Tutoring must be less than eight hours a day.

Note

Don't use white-out or correction tape.

Time Sheet must be filled out/written by tutor.
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