
– 1 –

Introduction

The number of foreign nationals working in Japan has been increasing year after year. At the same 
time, there have been a number of people obtaining employment through improper channels, such as 
illegal brokers, and some conþicts have been caused with employers etc. over working conditions due 
to a lack of knowledge on Japanese labour laws and working practices in Japan. Furthermore, there are 
cases where foreigners have not been able to obtain proper beneýts due to lack of Japanese social in-
surance and they and their families have not received sufýcient medical treatment for diseases.

To avoid these problems and ensure safe and comfortable living conditions, it is necessary for 
them to have correct knowledge and information on the laws and systems in Japan. In particular, for-
eigners who are intending to come to Japan should collect sufficient information and prepare them-
selves in advance.

This booklet consists of basic items for foreign nationals working, or wishing to work in Japan, to 
know how to get a job through the proper route and being able to work under proper management, pro-
viding you with the information you will need to work legally and comfortably in Japan. This booklet will 
also, hopefully, assist in reducing the time needed to become accustomed to life in Japan and to Japa-
nese culture. May your working career in Japan be a rewarding one.

1 Foreign Nationals who are permitted to work in Japan and those who are 
not

“The Immigration Control and Refugee Recognition Act” (hereinafter referred to as “Immigration 
Control Act”) prescribes fundamental regulations concerning entry and residence of foreign nationals for 
the purpose of working in Japan.

Foreign Nationals with the following statuses of residence may work in Japan ( )

(1) A status of residence with which people are permitted to work regardless of the type of 
industry or job

Under the Immigration Control Act, those who have the status of residence of “permanent 
resident”, “spouse or child of Japanese national”, “spouse or child of permanent resident”, or “long term 
resident” are completely free to engage in any working activities in Japan, and are free to work in any 
type of job and change their occupations, as long as there are no regulations under other acts.

(2) Statuses of residence with which people may work limited to certain types of occupations, 
industries, or job contents

Those who have the status of residence of “professor”, “artist”, “religious activities”, “journalist”, 
“investor/business manager”, “legal/accounting services”, “medical services”, “researcher”, “instructor”, 
“engineer”, “specialist in humanities/international services”, “intra-company transferee”, “entertainer”, 
ñskilled labourò, or ñdesignated activitiesò permitted to work only in the activities which are speciýcally 
designated by the Minister of Justice for foreigners such as those on the working holiday scheme or 
in technical intern training programs, are only permitted to engage in activities covered by the relevant 
status.
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However, they are required to obtain prior permission from the local immigration office, etc. to 
engage in extra-status-of residence activities or to change the status of residence, when they engage in 
these activities of running income-generating business or receiving remuneration in a status other than 
the relevant residence classiýcation.

( ) The Alien Registration Act requires any foreign nationals, in principle, to apply for alien registration to the governor 
of the municipality where they reside when they intend to stay in Japan for 90 days or longer after landing, regardless of 
whether they are permitted to work. Therefore, all foreign nationals need to register themselves at the city ofýce of the 
municipality where they reside.

Statuses of residence with which foreign nationals are not permitted to work without 
permission of engaging in extra-status-of-residence activities

Those who have the status of residence of “cultural activities”, “temporary visitor”, “college stu-
dent”, “pre-college student”, “trainee” or “dependent”.

Those foreign nationals are not permitted to engage in activities of running income-generating 
business or activities for receiving remuneration, so that they may naturally not be employed or entitled 
to receive employment services through PESO, etc., in principle.

Therefore, when those having one of these statuses of residence intend to start work, they need to 
obtain permission to engage in extra-status-of-residence activities beforehand at the local immigration 
ofýce, etc. This will be permitted only if the amount and scope of such activities are approved as appro-
priate so as not to hinder their original activities belonging to their statuses of residence.

In principle, those having the status of “college student” or “pre-college student” may take on a 
part-time job after obtaining comprehensive permission to engage in extra-status-of residence activities 
within the time limits shown in the table below. Even those who have obtained permission to engage in 
extra-status-of residence activities may not engage in adult entertainment businesses.

 Time limits for part-time job by foreign students 

Time limits per week
Time limits during  
school vacation

College 
students

Full-time students in college, 
etc.

28 hours per week

8 hours per day
Occasional or research stu-
dents in college, etc.

14 hours per week

Students in vocational col-
lege, etc.

28 hours per week

Pre-college students 4 hours per day
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Illegal working situations

The following constitute violations of the Immigration Control Act, and is subject to deportation or 
criminal punishment:

(1)	 In case a foreign national having the status of residence which permits him to work, has engaged 
without obtaining permission for an activity of running exclusively an income-generating business 
or an activity for receiving remuneration, which is outside the scope of activities permitted by his 
status of residence, and in case a foreign national has, having the status of residence which does 
not permit him to work and not obtaining the permission of engaging in extra-status-of-residence 
activities, engaged in an activity of running an income-generating business or an activity for receiv-
ing remuneration, he is subject to criminal punishment. If he is engaging in such an activity solely, 
he is subject to deportation or criminal punishment.

(2)	 Those staying illegally are subject to deportation or criminal punishment for illegal stay, and are not 
permitted to work in any way.

<For further information on statuses of residence, etc., please contact your local Regional 
Immigration Bureau. ( Ÿ34p)>

A foreign national who wants to engage solely in an occupation belonging to any of the 
other statuses of residence should change his status of residence. ( )

When a foreign national wants to engage in an occupation belonging to other statuses of resi-
dence, he must be approved to change the statuses of residence from the Minister of Justice. There-
fore, if he fails to receive such approval and operates business yielding income or conduct activities 
receiving compensation, such activities are considered to violate Immigration Control Act, and subject 
to deportation or criminal punishment. This application for change of the statuses of residence shall be 
conducted before the end of the statuses of residence period. Even applying for before the end of the 
statuses of residence period, unless such application is approved, the foreign national is not permitted 
to engage in activities in the range of statuses of residence which he now applies, although he can en-
gage in the activities in a range of statuses of residence which he currently has. He who is engaged in 
such activities is considered to violate Immigration Control Act.

The procedure to change the statuses of residence is taken at the local Immigration Control Ofýce, 
etc. He shall submit necessary materials such as documents certifying the details and period of his ac-
tivities in Japan, or documents certifying his identity.

Those who have the status of residence of “temporary visitor” are not permitted to change their 
status of residence, except in extraordinary and unavoidable circumstances.

( ) The Alien Registration Act requires any foreign nationals who change their status of residence to apply for registration 
of changes in their alien registration card to the governor of the municipality where they reside within 14 days of the day 
when the changes were made. Therefore, all foreign nationals this applies to need to apply for registration of changes at 
the city ofýce of the municipality where they reside.
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You cannot stay in Japan after the expiration of the residence period. ( )

If a foreign national intends to continue his activities in Japan after the expiration of the residence 
period, he should have permission on renewal the residence period by the Minister of Justice. The pro-
cedure to renew the period must be done before the end of the statuses of residence period.

If you stay in Japan after the expiration of the residence period without such permission, you are 
considered to violate Immigration Control Act, and subject to deportation or criminal punishment.

( ) The Alien Registration Act also requires any foreign nationals who change their period of stay to apply for registration 
of changes in their alien registration card to the governor of the municipality where they reside within 14 days of the day 
when the changes were made. Therefore, all foreign nationals need to apply for registration of changes at the city ofýce 
of the municipality where they reside.

Procedures to change the status of residence from “college student” to “engineer”, 
“specialist in humanities/international service”, etc. which allows engagement in an oc-
cupation

Students of graduate schools, universities, colleges, and vocational colleges who possess the 
“college student” status of residence may change their status of residence to “engineer”, “specialist in 
humanities/international service”, or another status that will allow for their engagement in an occupation, 
provided ¡ the student is deemed to have the necessary qualiýcations to be eligible to receive said sta-
tus of residence, and ¢ the academic background, etc. of the student satisýes the requirements of said 
status of residence.

The above is also applied to graduates of special courses in vocational colleges. Among these 
standards, the requirement related to academic background (university degree, etc.) is not necessary, 
only if the candidate has ¡ a title of “specialist”, and ¢ the chosen occupation is relevant to the study 
undertaken in that college.

Please also note that both students with “college student” status of residence who are enrolled at 
vocational colleges (in both advanced and regular courses) and those with “pre-college student” status 
do not satisfy the requirements regarding academic background and therefore cannot engage in any 
occupation. However, in the situation where the candidate has already obtained a university (bachelor’
s) degree, etc. deýned in the standard, or if the candidate possesses sufýcient professional experience, 
etc. defined in the standard, permission to work will be granted upon completion of the necessary 
application procedures.

<For further information on statuses of residence, please contact the nearest Local Immigration Control 
Ofýce. ( Ÿ 34p)>
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2  When you look for a job

When you look for a job in Japan, please contact the Public Employment Security Of-
ýces (PESO).

A Public Employment Security Ofýce (hereinafter referred to as ñPESOò) provides foreign nation-
als with employment services such as vocational counseling, offering information about job, just same 
as Japanese nationals. There are 584 PESO ofýces located in major municipalities throughout Japan 
(including the area offices and branch offices). All offices are connected with an on-line system, en-
abling you to obtain job vacancy information from any PESO in Japan. Please contact a PESO nearby 
when you look for a job. Information on job openings can also be obtained from the Hello Work website, 
where users can carry out searches for the latest job openings. The listings include not only fundamen-
tal information such the type of job, income level, and conditions of employment, but also now include 
(at the request of employers) the employer’s name, location, and telephone number. The site can be 
viewed at the following URL http://www.hellowork.go.jp address (this service is available in Japanese 
only):

Those who don’t feel at home in the Japanese language can visit “The Employment Service Cor-
ner for Foreign Workersò which some PESOs have, where interpreters are assigned. <see 36p> Also, 
there is “The Employment Service Center for Foreigners” in Tokyo and Osaka for foreign university 
graduates and foreigners with special knowledge and techniques. <see 43p> 

How to ýnd a job at PESO

PESO is open, in principle, from 8:30 a.m. to 5:15 p.m. (closed for lunch between 0:00 p.m. and 
1:00 p.m.) (For those who cannot visit PESO during daytime hours on weekdays, some PESOs provide 
vocational counseling and placement services during evening hours on weekdays and on Saturdays.). 
Some PESOs have “The Employment Service Corner for Foreign Workers” where interpreters could 
help you. However, these interpreters are not always in the ofýce. They attend the corner on determined 
days and hours . These hours might be subject to change, so that it is advisable for you to ask PESO by 
phone in advance, or take your family member or a friend who is familiar with Japanese.

When you visit PESO to ýnd a job at ýrst, please register yourself at ñreceptionò. You ýll out a pre-
determined “application form” to register. As this form will be used for PESO to provide work-related 
advice and introduce possible job opportunities to you, please ensure that the form is completed accu-
rately. If there is any question in writing this application, do not hesitate to ask the staff. 

Based on the information you provide, the staff will discuss with you your future course of employ-
ment, taking into consideration factors such as your desired occupation, working conditions, etc. After 
registration, you will be issued a “PESO Card.” By presenting this card on your subsequent visits, you 
can receive employment counseling services at any of the PESOs in Japan. Also taking into consider-
ation your abilities (any qualiýcations or licenses you may have, your professional experience, etc.) and 
suitability for any given position, PESO staff will help you gain reemployment through the counseling 
services.

Upon ýnding a position that is suitable for you, the staff will make the arrangements for you to at-
tend an interview and/or exam with the employer in question. However, the chance may not be given for 
certain reason, e.g., the enterprise has already employed someone else.
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The staff will need to conýrm that you are eligible to work in Japan, therefore you will need to bring 
both your Certiýcate of Alien Registration and your Passport when initially registering at PESO. Please 
do not forget to bring these two documents with you.

When the date of interview is ýxed, PESO gives you a ñletter of introductionò. Check the date, hour 
and place of interview on the letter. Some employers may ask you to bring other materials to the inter-
view (such as your resume). Please inquire to the staff and conýrm what (if any) additional documents 
you will need to prepare before your interview.

Procedure of applying for a job at PESO

Not
employed

Employment

Fill in the application form and complete employ-
ment registration.

You can freely access and search information on 
job openings. The staff will discuss with you your 
desired working conditions such as type of work, 
wages desired, working hours, etc., and then will 
search for the employment possibilities that come 
closest to meeting your wishes.

When a possible job opening is found that meets 
your wishes, you will contact the employer through 
PESO staff to make arrangement for an interview 
and/or exam.

You shall visit the enterprise on the appointed day 
and have an interview

Registration of Job Application

Vocational counseling

Placement service

Interview
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How to Read the Job Postings

Posting Number
All information regarding this posting 
will be managed using this number. 
Make note of this number, as you 
will need it when inquiring about the 
position.

Place of Employment
The location you would actually be 
working in the event you are hired. 
Please make note of the place of 
employment, as it may differ from 
the location of the employer/ofýce.

Deadline for Applications
This date is set by the employer. 
However, as the position may be 
ýlled before the deadline, be sure to 
submit your application as early as 
possible.

Length of Employment
In the event that the length of 
employment is pre-determined, this 
information will be shown here.

Pay Raises / Bonuses
The amount of a pay raise or bonus 
will always be linked to actual ýnancial 
performance of the employer over the 
last ýscal year. As such, pay raises and 
bonuses may vary and cannot be guar-
anteed.

Days Off / Five-Day Work Week System
If the employer has already pre-determined what 
days of the week will be rest days, those days 
will be shown here. If the position operates on a 
regular five-day work week, that information will 
also be shown here. If the company has no such 
system, (N/A) will be shown.

Required Experience and/or Qualiýcations
Requirements that the employer has indicated 
all applicants should possess. If you do not 
meet these requirements, you may not be 
able to have an interview by this employer.

Working Hours / Shift System
In the event that there is more than one pat-
tern listed in this space, there are two pos-
sible scenarios: (1) the applicant will be re-
quired to be available to work all of the shifts 
listed, or (2) the applicant will work one of the 
shifts from amongst the shifts listed. Please 
read carefully for full details.

Remuneration
Line “a” gives the basic remuneration for the position. If there is a range of possible 
remuneration provided in this line, the actual remuneration will be determined based 
on factors such as your experience. You will need to conýrm the actual rate during 
your interview.
Line ñbò provides beneýts that the employer will provide irrespective of the applicant. 
Other lines provide beneýts that the employer may provide, but which are subject to 
change based on the individual eventually hired. Such beneýts may include matters 
such as dependent allowances and commission-based bonuses. Please ensure that 
you inquire and settle matters regarding transportation costs during your interview.

Payment of Remuneration
There are generally three types of payment sys-
tems: flat monthly salary, day-based pay (paid 
monthly after calculating number of days worked), 
and hourly-based pay. Please confirm with the 
staff if you are unsure of the stipulations.
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Interview and employment

Most enterprises ask you to prepare “resume” for the interview. The resume is the document that 
will be used by the prospective employer to gauge your suitability for any given position. As it is a very 
important document, care must be taken in ensuring that it is completed in a neat and easy-to-read 
manner. Standardized ñresumeò form is available at stationers. You have to ýll out the resume with black 
or blue pen or ballpoint pen.

Be careful not to be late for the interview. If an accident prevents you from arriving on time, you 
have to call the person in charge of interview whose name is indicated on the “letter of introduction”. 
Also, if you want to cancel the interview, or change the date or hour, you have to call and consult with 
this person.

After the interview, you might be admitted, or not admitted. Even if you are admitted, you can de-
cline the employment when you are not agreeable. In some cases, the employer might suggest less 
favorable condition, according to your ability than that indicated in the job application card. If you are to 
agree to the employment, you should conýrm the working condition again with the employer.

If you are declined by that employer, you can consult with PESO again. Please do not hesitate to 
visit us.

It is illegal to conduct business of dispatching workers to another enterprise or providing 
placement service without authorization. Please be careful not to fall prey to illegal bro-
kers when looking for a job in Japan.

In Japan, there are the following regulations on the recruitment of workers, employment placement 
business, worker dispatch business and so on.

(1)	 On recruiting workers
Employers are allowed to recruit workers through their own efforts or those of their employees, or 

by putting ads in newspapers, etc. An employer who intends to entrust brokers, instead of his/her own 
employees, to recruit workers must obtain permission from- or notify the Minister of Health, Labour and 
Welfare or the Director General of Prefectural Labour Bureau pursuant to the Employment Security Act.

(2)	 On the employment placement business
The Employment Security Act authorizes the operation of employment services under the permis-

sion of the Minister of Health, Labour and Welfare.
But the operation of fee-charging employment services concerning the harbor express and 

construction is not permitted.

(3)	 Prohibition of labour supply business
The Employment Security Act in principle prohibits labour supply services which dispatch 

employees to work for other people and for the purposes of having them work under someone else’
s authority, with the exception of the following system of dispatching workers. However, when labour 
unions, etc. may conduct labour supply services free of charge following the obtaining of permission 
from the Minister of Health, Labour and Welfare.
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(4)	 On the worker dispatch business
The Worker Dispatching Act prescribes that an employer has to obtain the license from, or report 

to the Minister of Health, Labour and Welfare, when the employer dispatches a worker employed by the 
employer to be engaged in work for another person under the direction of that person. It is illegal to con-
duct worker dispatching business without license or report.

Employer Undertaking Dis-
patch

Employer Receiving Dis-
patched Workers

Dispatched Worker

Worker dispatch contract

Employment 
relationship

Direction

The  dispatching of workers is prohibited in the following work categories, which are excluded un-
der the Worker Dispatching Act: port and harbor transport work, construction work, security work, and 
medically-related work at hospitals, etc. (excluding cases where workers are dispatched for prospective 
placement regarding relevant work categories, where the relevant work consists of duties of workers 
taking maternity leave, childcare leave, or nursing leave, and doctors’ work that dispatched workers un-
dertake in isolated districts (as of September 1, 2007)).

The number of illegal brokers who violate the Employment Security Act and the Worker Dispatch-
ing Act has been brought damages such as intermediary exploitation or vile dismissal of foreign nation-
als who contracted the brokers in order to ýnd jobs, as the number of foreign nationals working in Japan 
increases. Furthermore, when such illegal brokers are arrested, foreign nationals who had worked un-
der contract with them may have difýculty maintaining employment.

When you look for a job, you should be careful not to contact illegal brokers, but go through ofýcial 
channels, such as PESO, fee-charging employment service operators or worker dispatching service op-
erators.

When you would like to know if the employer has authorization of fee-charging employment ser-
vices or worker dispatching services, please ask the staff of Prefectural Labour Bureau.
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How to Write a Resume

- Basic Point -
Your resume will be the ýrst contact you have with your prospective employer. In order to convey to the employer 
that you are sincerely seeking employment, it is vital that all of the information contained in the resume is accurate 
and that the resume is structured in an easy-to-understand manner.
You must write out your resume by hand and using a format standardized JIS is recommended. Use a black ball-
point pen and ensure that it is completed neatly. If you make an error, do not attempt to hide the error with white-
out. If an error is made, you must start again on a new sheet. As well, try to ýll up all blank spaces on the resume 
as much as possible.

Ú

Ú

Qualiýcations/Licenses
Enter all qualiýcations or licenses you have earned in your lifetime, ir-
respective of their applicability to the position you are currently applying 
for. Enter qualiýcations and licenses in the order that you earned them. 
Do not abbreviate any names or titles in any manner, and ensure that 
all information is correct.

Photograph
Use a photo that has been taken within the 
last three months. Your photo should picture 
you from the chest up, facing forward. Align 
the photo correctly on the resume when 
pasting. Avoid using snapshots or instant 
photos.

Current Address
Starting with the prefecture you 
reside in, enter your complete 
address. Ensure you do not over-
look apartment numbers or any 
other information.

Educational History
Enter your complete educational background, including 
your elementary, junior high school, and senior high 
school education. Do not abbreviate any school names 
in any manner and ensure that all information is cor-
rect. For university education, be sure to include your 
program (faculty) and your major (specialty).

Employment History
Leaving one line blank following your educational history, begin 
entering your employment history. Do not abbreviate any em-
ployer or company names in any manner, and ensure that all 
information is correct. Include part-time or casual employment 
in this category if the part-time employment was for a signiýcant 
length of time.

Statement of Purpose
Enter your reasons for applying for the job 
here, being as speciýc as possible. This 
space is an opportunity for you to market 
yourself to your prospective employer.

Applicant Preferences
I f  you have a preferred 
position, a preferred work 
location, or any other such 
preferences, enter those 
here.

Date
Enter the date of the in-
terview (or the date you 
mail the resume)
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How to Write an Employment History Document

- Basic Point -
You must correctly provide basic data such as the document title, your name, your age, and the date, etc. and afýx 
your seal. If there are any qualiýcation requirements, you must state your qualiýcation in a concrete fashion.
You should avoid using abbreviations or buzzwords only acceptable in speciýc ýelds.
You must clarify the facts (your past experience) and your goals.
You should brieþy compile a summary of your experience, your goals, and the reason why you are interested in 
working for the company.
You should make sure that there are no errors, omissions or incorrect conversions.

Ú

Ú

Ú

Ú

Ú

ͨ http://www.hellowork.go.jp/html/into_1_s.html  Employment history samples are available by job category.

This document may be ýled. You 
should leave a margin on the left-
hand side.

Outline your employment history (lo-
cations and job contents) in chrono-
logical order.
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3  The labour standard laws, etc. in Japan you need to be aware of.

Foreign nationals working in Japan are covered by the Labour Standards Act and other 
related laws. These laws prescribe the following provisions by which the employers are 
required to obey (excerption).

(1)	 Prohibition of discrimination against people based on their nationality
It is prohibited for an employer to discriminate against workers in terms of wage, working hours, 

and other working conditions because of their nationality, religion, or social status. (Article 3 of the 
Labour Standards Act)

(2)	 Clear indication of working conditions
In concluding a labour contract, the employer must clearly indicate wages, working hours, and 

other working conditions to the worker concerned. With regards to the major issues such as wages 
and working hours, and other matters that are subject to the speciýc instructions of the employer, it is 
necessary for the employer to issue a document (Notice of Employment, etc. (see Appendixes) clearly 
indicating such conditions. (Article 15 of the Labour Standards Act).

(3)	 Prohibition of forced labour, intermediary exploitation.
The employer must not force labour upon workers by acts of violence or intimidation against the 

latterôs will. Unless authorized under the law, he must not make a proýt by intervening as a business in 
the employment of others. (Articles 5 and 6 of the Labour Standards Act).

(4)	 Prohibition of a contract which describes the payment of a penalty damages, for non-fulýllment of 
a contract.

Making a contract which ýxes in advance the payment of penalty or damages for non-fulýllment 
of a contract on a part of workers such as resignation before the completion of the contract period, etc. 
(Article 16 of the Labour Standards Act)

(5)	 Restrictions on the dismissal of workers who have been injured or are under medical treatment by 
an industrial accident.

In principle, dismissing a worker who has been injured or become sick in connection with his 
work and is absent from work in order to receive medical treatment is prohibited during such period of 
absence plus 30 days thereafter. (Article 19 of the Labour Standards Act)

(6)	 Advance notice of dismissal
In principle, in the case of dismissing his worker, the employer is required, to give the worker an 

advance notice of at least 30 days before dismissal. In case a dismissal notice is not given at least 30 
days in advance of the date of dismissal, the employer must pay the average wages for, at a minimum, 
the number of days falling short of the 30-day dismissal notice allowance required by law. This shall not 
apply, however, in the case where the employer becomes unable to continue his business owing to un-
controllable circumstances such as natural calamities, etc., or where the employer dismisses the worker 
for reasons in which the worker is responsible for being dismissed.

In that case, the employer shall obtain approval for exemption from advance notice of dismissal, 
from Head of Labour Standards Inspection Ofýce. (Articles 20 and 21 of the Labour Standards Act)

(7)	 Payment of wages
Wages must be paid to the worker in currency, directly, in full, at least once a month, and on a 

ýxed date. However, statutory deductions for taxes, employment insurance, health insurance, as well 
as other deductions arising from labour-management agreements, such as union dues, etc. shall be 
deducted from the full payment. (Article 24 of the Labour Standards Act)

(8)	 Minimum wages
The employer must pay his worker wages which is not less favorable than the amount of minimum 

wages. (Article 5 of the Minimum Wages Act) The amount of minimum wages is fixed according to 
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region and industry of the work in each prefecture.

(9)	 Working hours, rest days
Employers must not have their employee(s) work more than 8 hours per day, 40 hours per week (for 

certain sizes and types of industry, 44 hours per week). (Article 32, 40 of the Labour Standards Act)
The employer must provide their employee(s) with a minimum of one rest-day per week, or four or 

more rest-days per four-week period. (Article 35 of the Labour Standards Act

(10)	 Extra pay for overtime, work on rest days and midnight work
Should an employer have their employee(s) work in excess of the maximum statutory working 

hours permitted by law (in principle, 8 hours per day, 40 hours per week), or if an employer has their 
employee(s) work on stipulated statutory rest-days (one rest-day per week or four rest-days per four 
week period), the employer shall comply with certain procedures as stipulated by law. (Article 36 of the 
Labour Standards Act)

For work done in excess of the statutory working hours, extra pay shall be calculated at a rate of 
25% or more of the payable wages during normal working hours or normal workday, and must be paid; 
for work on statutory rest days, at least 35%.

In addition, extra pay for work conducted during late-night hours (between 10 p.m. and 5 a.m.), 
shall be calculated at a rate of 25% or more of the wages payable for the normal working hours or 
normal workday. (Article 37 of the Labour Standards Act

(11)	 Annual leave with pay
The employer must give annual leave with pay to workers who have been employed continuously 

for 6 months, and have worked for 80% or more of the whole working days. (The number of days of the 
annual leave depends on the duration of continuous employment. For the ýrst year of employment, ten 
days will be given.) (Article 39 of the Labour Standards Act)

(12)	 Return of money and other goods
When a foreign worker dies or resigns, the employer shall pay the wages owed within seven days 

and return any money or articles in his/her ownership, as requested by the right holder. (The employer 
must not keep the passport or Alien Registration Certiýcate (Article 23, etc. of the Labour Standards 
Act).

(13)	 Industrial safety and health
In order to secure the safety and health of workers, employer must take measures to prevent dan-

gers or health impairment to workers, such as providing industrial safety and health education (educa-
tion, etc. at the time of hiring), and health examinations. (Article 59 and 66, etc. of Industrial Safety and 
Health Act)

In the following cases, please consult with the nearest Advisory Service for Foreign 
Workers (established in Inspection Divisions of Labour Standards Departments of major 
Labour Bureaus) or Labour Standards Inspection Ofýces.

For example,
•	 Unpaid wages
Å	 Unpaid overtime beneýts
•	 Dismissal due to absence resultant from injury incurred through on-the-job accident
•	 Sudden dismissal and non-payment of dismissal notice payment
•	 Lack of compensation for medical and leave expenses necessitated by workplace accident
•	 Lack of clear indication of working conditions such as wages and working hours upon signing labour 

contract
Å	 Insufýcient guarantee of workplace safety and health and risk of accident
	 Consultation on working conditions is available in foreign languages at the Advisory Services for For-

eign Workers. ( Ÿ p.44)
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4  When you resign from a company

In the case of resignation from enterprise, please pay attention to the following points.

(1)	 Resignation at worker’s initiative
Commonly the rules of employment have provisions over resignation. It is advisable to read and 

conýrm the content of the provisions and procedures of resignation in advance. Based on the Civil Code 
(Article 627), in cases where the labour contract does not ýx the term of employment, the employee 
should tender a notice of resignation at least, in principle, two weeks in advance. If the employee is paid 
wages on a ýxed timetable, the employee should in principle give notice during the ýrst half of the cur-
rent pay period of their intended resignation in or after the next period.

Even if you ask to be released ñimmediatelyò, however, the employer may have difýculty in passing 
your work to another employee, or looking for a new employee, etc. It is better to talk over thoroughly 
the time of resignation, etc. with the employer.

(2)	 Dismissal by the employer
“Dismissal” means that a labour contract is brought to an end one-sidedly at the employer’s 

initiative. In the case of dismissal, as mentioned in 3 (6) (Advance notice of dismissal), the employer 
is required to give the worker an advance notice of, in principle, at least 30 days before dismissal. In 
case a dismissal notice is not given at least 30 days in advance of the date of dismissal, the employer 
must pay the average wages for, at a minimum, the number of days falling short of the 30-day dismissal 
notice allowance required by law. (Articles 20, etc. and 21 of the Labour Standards Act)

Those who have been hired by an establishment in Japan and meet certain require-
ments will be covered by the Employment Insurance System. When such Insured per-
son resigns from such establishment, he has to take the necessary procedures to ob-
tain basic beneýts

(1)	 Employment Insurance System
In Japan, the Employment Insurance System has been established. The system intends to secure 

the life and employment of the workers, promote re-employment, through allowing unemployment 
beneýts . In principle, it is required that foreign workers (excluding foreign government employees and 
those certiýed as having been covered by the Unemployment Insurance System of any foreign country) 
be enrolled in the Employment Insurance System, with the exception of part-time and other employees 
who work less than 20 hours per week. When joining a company, a worker will be, regardless of his/her 
nationality (those who have no nationality will also be covered), insured, and will receive a certiýcate of 
the insured of employment insurance  through his/her employer. If you are not enrolled in the System at 
the time you start working, please come visit PESO to discuss possible options.
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(2)	 When you resign
When a worker becomes unemployed, he can in principle receive unemployment beneýts, etc. for 

a certain prescribed number of days within 12 months counting from the day after resignation, subject to 
the following requirements.

¡	It is authorized that he is not insured any more due to resignation.
¢	He cannot start work in spite of his ability and intention.
£	In principle, the period covered by the employment insurance system is more than 12 months 

in total, within two years before his/her resignation. (However, when resignation is due to bank-
ruptcy or dismissal, etc., the period may be more than six months in total within a year prior to 
resignation.)

After the resignation, bring the following items to the PESO of your district and apply for a job.

¡	Separation notice (provided by the employer after resignation, or demanded from the employer 
by the employee)

¢	The certiýcate of the insured of employment insurance 
£	Seal (if your have one)
¤	Certiýcates that show your address and age (registered identiýcation card, etc.)
¥	Two recent photographs (3 x 2.5 cm)
¦	Bank book (passbook) of an account in the applicants name.

After applying for a job, and if you are entitled to obtain basic allowance, the next day for you to 
visit to the PESO will be appointed, and a ñQualiýed Recipients Identiýcation Cardò is issued. Please 
visit the PESO on the appointed day, and receive recognition of unemployment. When you obtain the 
recognition, you will be paid unemployment beneýts.

When you receive recognition of unemployment, you must respond as to your status on the 
following ýve points on the ñApplication for Unemployment Recognitionò and submit it to PESO.

¡	If you worked, took extra job, or have been employed by other establishment before receiving 
recognition of unemployment.

¢	In case for extra job, the days you worked and the amount you earned.
£	If you actively sought employment before receiving recognition of unemployment.
¤	If you are in place to take up a job introduced by the PESO.
¥	If you have accepted employment or started self-employment, or if you are planning to do either 

one.

You cannot obtain unemployment beneýt for the initial 7 days of unemployment after you applied 
for a job (waiting period). In case you are dismissed for serious reasons imputable to yourself, or resign 
at your own initiative without sufýcient reason, you will not be paid for 3 months after 7 days of waiting 
(Restrictions on beneýts)

<For further information on the Employment Insurance System, please contact the nearest Public Em-
ployment Security Ofýce (PESO) ( Ÿ 36p).>
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Public Vocational Training

(1)	 Public Vocational Training
At public vocational development centers established in each prefecture, vocational training 

courses are available for displaced workers and career changers to acquire skills and knowledge that 
will help them ýnd a new job. There is no participation or tuition fees for the courses (in some cases, 
you are required to pay the actual costs of textbooks or course materials). For participation in public 
vocational training courses, please inquire at the nearest PESO. It is possible to collect Employment 
Insurance beneýts, etc. (basic allowance, training allowance, commuting allowance) while undergoing 
training. While undergoing training, it is also possible to extend the period of time for which you are 
eligible for Employment Insurance beneýts, etc.

(2)	 Training and Education Beneýts System
As part of the Employment Insurance system, expenses incurred for training courses during the 

training period may be partially refunded by the PESO when ordinary persons covered by the Employ-
ment Insurance (workers or those who have resigned) take any training courses designated by the Min-
ister of Health, Labour and Welfare and such persons have been under the system for three years (or 
one year only for ýrstïtime trainees) or more as of the ýrst day of the training course.

<For further information on Public Vocational Training, please contact the nearest Public Employment 
Security Ofýce (PESO) .>
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5  Other insurance Systems for workers

(1)	 Workmen’s Accident Compensation Insurance System
According to the Workmen’s Accident Compensation Insurance Act establishments employing 

worker are covered by the Workmen’s Accident Compensation Insurance, in principle. Relevant insur-
ance beneýts shall be paid for injury, disease, physical handicap, death and so on to workers resulting 
from their work or commutation.

The details of insurance beneýts provided by Workmenôs Accident Compensation Insurance are as 
follows.

¡	Medical treatment beneýts (medical compensation beneýts)
	 This will be paid in case a worker undergoes medical treatment for an injury or disease from his 

work or during commutation.

¢	Absence beneýts (non-duty compensation beneýts)
	 This will be paid from the 4th day of the medical treatment in case a worker does not receive 

wages for not being able to work due to medical treatment stated in the above item ¡.

£	Sick pension beneýts (sick compensation beneýts)
	 This will be paid when a worker is in a condition of handicapped 1 year and 6 months after he 

started to undergo medical treatment for an injury or disease from his work or during commuta-
tion.

¤	Physical disability beneýts (physical disability compensation beneýts)
	 This will be paid according to the degree of physical disability in case a worker is disabled from 

work or during commutation despite of medical treatment.

¥	Survivors beneýts (survivors compensation beneýts)
	 This will be paid to survivors in case a worker dies from his work or during commutation. Also, 

funeral allowance is paid to those who hold funeral for him.

¦	Long-term care beneýt (long-term care compensation)
	 This will be paid to the people under physical disability pension (compensation) program or sick 

pension (compensation) program, and is taken care constantly or on occasions, due to speciýed 
physical disability or disease.

§	Secondary medical check beneýts, etc.
	 When a doctor determines, based on the results of the periodical medical check required under 

the Industrial Safety and Health Act that a worker has all of the following disorders: obesity, high 
blood pressure, high blood sugar level, and a high level of fat in the blood; the worker will be eli-
gible to undergo either a secondary medical check or special health counseling (those who are 
found to have disorders of the brain or heart are not eligible).

<For further information on the Workmen’s Accident Compensation Insurance System, please contact 
the Labour Standards Inspection Ofýce.)>

(2)	 Employees’ Health Insurance System
As long as foreign nationals are regularly employed by a covered workplaces( ), the Health Insur-

ance applies to them. So they are required to join in this system
By participating in the Health Insurance, the insured and their dependent family members will be 

paid medical beneýts and allowances needed in case they receive medical treatment for a disease or 
injury. In addition, beneýts are available in the event of a birth or a death. 
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If you are regularly employed by a workplaces covered by Employees’ Health Insurance but are 
not insured under the Employees’ Health Insurance plan or you forgot to bring your Health Insurance 
Certiýcate , all medical costs incurred must be borne by the person seeking medical assistance.

 This refers to cases where foreign nationals are employed by corporate workplaces and private 
workplaces with ýve or more employees for hours or days amounting to approximately three-quarters or 
more than those of other regular workers engaged in the same type of work.

(3)	 National Health Insurance System
Also, registered foreign nationals who are not covered by other public health insurance System 

and for whom the prescribed period of stay according to Immigration Control Act is one year or longer 
(and including foreign residents with a period of stay under one year who have a certiýcate from their 
employer or school stating that they will be in Japan more than one year), will be covered by National 
Health Insurance, in principle.

The National Health Insurance System assures you necessary medical beneýts when you take 
medical treatment in case of disease or injury. Maternity and death beneýts are also provided. Those 
who have not provided notiýcation that they are covered by the System have to pay the full amount of 
medical expenses.

(4)	 Employees’ Pension Insurance System, National Pension System
As long as foreign nationals are regularly employed by covered workplaces, the Employees’ Pen-

sion Insurance System applies to them, so it is necessary for foreign nationals to participate in this Sys-
tem. On the other hand, those who live in Japan, even if they have no regular employment relations, are 
obliged to participate in the National Pension System.

By participating in the public pension systems, old-age pensions, disability pensions(or disability 
allowances), or survivor’s pensions will be paid respectively, when you become old, suffer disability, or 
die.

Moreover, Lump-sum Withdrawal Payments shall be paid to those who have been participating in 
the public pension systems in Japan by ýlling applications  after leaving Japan. The Lump-sum With-
drawal Payments will be paid in principle to those who meet all of the following conditions if an applica-
tion is ýled within 2 years after departure from Japan. The conditions for receiving the Lump-sum With-
drawal Payments:

¡	Persons who do not possess Japanese citizenship.
¢	Persons who have paid contributions to the Employees’ Pension Insurance System or the Na-

tional Pension System for 6 months or more.
£	Persons who do not live in Japan.
¤	Persons who have never entitled to receive pension beneýts(including disability allowances).

IMPORTANT NOTE:

If you have insured periods under the public pension Systems of a country other than Japan and if Japan and 
that country have concluded an agreement on social security including totalization provisions, you may be en-
titled to pension beneýts corresponding to the insured periods under the legislation of each country on condition 
that you satisfy speciýc eligibility conditions under the agreement. However, once you receive the above-men-
tioned Lump-sum Withdrawal Payments, the Japanese insured periods which are used to calculate the amount 
of the beneýt can not be used for totalization purposes under the agreement.

¹ The country with which Japan has concluded agreements on social security including totalization provision.

Germany, U.S.A, Belgium, France

<For further information on Health Insurance System and the Pension Insurance System, please contact the 
nearest Social Insurance Ofýce. For National Health Insurance System, please contact the local government of-
ýce in your district.>
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6  Mandatory notiýcation of status of foreign workers

The Employment Measures Act was revised and since October 1, 2007, all employers 
hiring foreigners are required to endeavor to improve management of foreign workers 
and provide support for foreigners in their new employment. At the same time, they 
have come to be required to provide notiýcation of the status of their foreign workers.

(1)	 Outline of the System for provide notiýcation of the status of foreign workers
Since October 1, 2007, all employers are required to, upon hiring foreigners or at the time of their 

resignation, conýrm and notify the name, status of residence, and period of stay of each foreign worker 
(excluding special permanent residents and those with a status of residence as ñdiplomatò or ñofýcialò) 
to the Minister of Health, Labour and Welfare. (A ýne not exceeding 300 thousand yen will be levied 
against any party failing to provide notiýcation or who provides false information.)

Therefore, foreigners are to be requested by employers to produce their alien registration 
certiýcates or passports when entering employment or resigning from a job.

(2)	 Obligation to endeavor to improve management of foreign workers and provide support to foreign-
ers in their new employment
Employers are required to endeavor to improve management of foreign workers and provide sup-

port to foreigners in their new employment.
Please take a look at the key points of the guideline concerning the improvement of employ-

ment management, which are outlined in the “The Employers’ Guideline for Appropriate Approaches 
to Improving Management of Foreign Workers (excerpt)” and the full text of the guideline that follows. 
Foreigners are strongly recommended to ýnd jobs at workplaces where employment is managed in a 
proper manner, in accordance with the guideline.
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With regard to foreign workers, employers shall take appropriate measures for matters speciýed by this guideline, so 
that
・employers should comply with labour- and social insurance-related laws, and
・foreign workers may work in appropriate working conditions and in safe and health environments and fully exercise 
their potential within the scope of their status of residence.

¹ Basic policy

¹ Measures to be taken by employers concerning the improvement of management of foreign workers
Appropriate recruitment and employment of foreign workers

1. Recruitment
When recruiting foreign workers, employers shall clearly indicate the contents and wages pertaining to the 

duties in question, working hours, locations, labour contract terms, and matters concerning the application of 
labour and social insurance-related acts by issuing a written document or an e-mail (only when requested). In 
particular, in the case of foreign nationals residing outside Japan, employers shall endeavor to clarify the de-
tails of conditions in advance, such as whether travel expenses are to be borne by the employers or residence 
in Japan is to be ensured.

When accepting the introduction of foreign workers residing outside Japan, employers shall utilize em-
ployment service operators that have obtained a license or have provided notiýcation and shall refrain from 
accepting workers from those who violate the Employment Security Act or the Worker Dispatching 
Act.

When requesting introductions to workers from employment service operators, employers shall take all 
precautions against any discriminatory treatment in relation to nationality, etc.

2. Employment
Employers shall confirm that any given foreign national is eligible for the duties in question in 

terms of the scope of his/her status of residence prior to hiring said foreign national, and shall not hire 
ineligible foreign nationals.

Employers shall endeavor to select foreign workers in a fair manner so that they may fully exercise 
their potential within the scope of their status of residence.

When making plans to hire new graduates, employers shall not exclude foreign students. Moreover, they 
should be aware that recruiting foreign students may contribute to revitalize and globalize the company, as 
they can be expected to offer unique ideas as a result of their divergent educational and cultural background.

The Guideline concerning  Appropriate Approaches to Improving Management of 
Foreign Workers for Employers(excerpt)
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Assurance of safety and health

1. Implementation of safety and health education
Safety and health education for foreign workers shall be implemented in a manner in which the contents 

thereof can be easily understood. In particular, employers shall make sure that usage of the machinery and 
equipment, safety apparatuses, and protective equipment used by foreign workers is fully understood 
by said workers.

2. Implementation of Japanese language education for the purpose of preventing accidents
Employers shall endeavor to ensure that foreign workers obtain the necessary Japanese language 

skills and learn basic signs, etc. so that they may understand directions, etc. so as to prevent accidents.

3. Signs and notices, etc. concerning prevention of accidents
Employers shall endeavor to display signs and notices, etc. concerning the prevention of workplace 

accidents in a manner easy for foreign workers to understand, such as through the use of charts. Further-
more, employers shall implement medical checkups pursuant to the Industrial Safety and Health Act.

4. Dissemination of related laws and regulations such as the Industrial Safety and Health Act
Employers shall disseminate the contents of related laws and regulations pursuant to such laws and regu-

lations. In such cases, employers shall endeavor to give necessary consideration to the promotion of under-
standing on the part of foreign workers such as through the use of easy-to-understand explanatory booklets.

Securing of appropriate working conditions

1. Equal treatment
Workers shall not be treated discriminately based on nationality in terms of working conditions, 

such as wages and working hours.

2. Clariýcation of working conditions
When signing labour contracts with foreign workers, employers shall issue a written document that 

clariýes fundamental working conditions, such as wages and working hours, in a manner that is easy 
for the relevant foreign workers to understand.

3. Appropriate management of working hours, etc.
Employers shall manage working hours appropriately and prepare workers’ name lists, etc. Further-

more, employers shall not retain the passports, etc. of foreign workers and shall return money and goods 
to which the relevant foreign workers are rightfully entitled, upon their resignation.

4. Dissemination of related laws and regulations such as the Labor Standards Act
Employers shall disseminate the contents of related laws and regulations pursuant to such laws and regu-

lations. In such cases, employers shall endeavor to give necessary consideration to the promotion of under-
standing on the part of foreign workers such as through the use of easy-to-understand explanatory booklets.
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Application of Employment Insurance, Workmen’s Accident Compensation Insurance, Health Insurance, and Employ-
ees’ Pension Insurance

1. Dissemination of systems and necessary procedures
Efforts shall be made to disseminate the contents of the laws and regulations related to Employment 

Insurance, Workmen’s Accident Compensation Insurance, Health Insurance, and Employees’ Pension Insur-
ance and insurance claims procedures. Employers shall take the necessary procedures for applying such 
insurance systems to covered foreign workers, pursuant to laws and regulations pertaining to labour and 
social insurance.

2. Assistance for claiming insurance payments
Upon the resignation of a foreign worker, the employers in question shall take the necessary procedures 

such as issuing separation notices, introducing service ofýces for employment beneýts by the Public Employ-
ment Security Ofýces, and shall endeavor to provide other necessary assistance to the foreign worker in ques-
tion.

When a workplace accident involving a foreign worker occurs, employers shall provide consultation to 
the foreign worker with regard to procedures such as claiming Workmen’s Accident Compensation Insurance, 
carry out said procedures in lieu of him/her, and endeavor to provide other necessary assistance.

Upon the return of a foreign worker who has been covered by Employees’ Pension Insurance for six 
months or more to his/her home country, the employers  in question shall explain that the relevant worker 
may claim lump-sum withdrawal payments upon his/her departure from Japan, and shall endeavor to 
introduce him/her to service ofýces at related organizations such as Social Insurance Ofýces.

Appropriate personnel management, educational training, and beneýt coverage

1. Appropriate personnel management
Employers shall endeavor to present a picture of the ideal worker by clarifying the required qualiýcations 

and capabilities, arrange conditions conducive to smooth workplace communication, and operate systems for 
evaluating and determining wages, deploying workers, and managing personnel in a transparent fashion so as 
to create environment where various types of personnel can fully exercise their respective potential.

4. Facilities for welfare
Employers shall endeavor to ensure appropriate accommodation facilities and guarantee workers suf-

ýcient opportunities to utilize facilities for meals, medical care, general education, culture, athletic activity, and 
recreation.

3. Implementation of educational training, etc.
Employers shall endeavor to implement educational training and other necessary measures, as well as 

develop comfortable workplace environments through such means as establishing systems for the accep-
tance of complaints and consultation, and providing orientation in foreign workers’ mother tongues.

2. Daily life guidance, etc.
Employers shall provide Japanese language education and guidance so as to help foreign workers 

deepen their understanding of Japanese habits, culture, customs, work culture, etc. and shall endeavor to pro-
vide foreign workers with consultation concerning daily life and workplace problems.
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5. Assistance for leaving Japan and changing status of residence
Upon the expiration of foreign workers’ period of stay, employers shall terminate the employment relation-

ship and endeavor to provide the relevant worker with consultation on procedures for leaving Japan. When a 
foreign worker intends to change his/her status of residence, the relevant employers shall give necessary con-
sideration with regard to working hours, etc. so that he/she may undertake the relevant procedures.

6. Notes for employers engaged in worker dispatching business or contracting business
Employers undertaking dispatch shall conduct business appropriately in accordance with the Worker Dis-

patching Act.
• �Details of work shall be clearly indicated to the foreign worker to be dispatched, such as the 

contents of the work, locations, and matters concerning the persons directly overseeing the relevant 
worker.

• �The name of the foreign worker to be dispatched and his/her labour/social insurance status shall be 
notiýed to the company accepting the relevant worker.

No company shall accept foreign workers from those who have not obtained a license or have not 
provided notiýcation. Employers who conduct contracting business shall not engaged in the supplying or 
dispatching of workers under the name of a contracting business, and shall comply with the Employment Se-
curity Act and the Worker Dispatching Act.

Employers who conduct contracting business shall, when foreign employees of theirs are employed at an 
workplace belonging to one of their clients, elect a person in charge of employment affairs, etc. to perform 
duties related to personnel management and daily life guidance at the relevant workplace.

Prevention of dismissal and assistance with new employment

When intending to downsize the scale of business activities, etc., employers shall refrain from dismiss-
ing foreign workers without careful consideration. When dismissing foreign workers becomes unavoidable, 
employers shall endeavor to provide necessary assistance for those wishing to ýnd new employment to 
ýnd such employment within the scope of their status of residence, such as through introducing them to 
related companies, providing them with vocational training or encouraging them to undertake such training, or 
providing them with job information.

¹ Appointment of persons in charge of employment affairs of foreign workers
When regularly hiring ten or more foreign workers, employers shall appoint persons such as personnel affairs de-
partment managers as persons in charge of employment affairs, and have said persons oversee the implementa-
tion of the matters pertaining to the improvement of employment management speciýed in this guideline.
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The Guideline concerning Appropriate Approaches to Improving Management 
of Foreign Workers for Employers

No. 1	 Purpose
The purpose of this guideline is to specify the necessary measures to be taken by employers 

so that they may appropriately cope with the matters prescribed in Article 8 of the Employment 
Measures Act.

No. 2	 Basic policy for appropriate approaches to improving management of foreign workers
With regard to foreign workers, employers shall comply with labour-related laws, such as 

the Employment Measures Act, the Employment Security Act (Act No. 141 of 1947), the Act on 
Securing the Proper Operation of Worker Dispatch Business and Improvement of Working Con-
ditions for Dispatched Workers (Act No. 88 of 1985; hereinafter referred to as the "Worker Dis-
patching Act"), the Employment Insurance Act (Act No. 116 of 1974), the Labor Standards Act 
(Act No. 49 of 1947), the Minimum Wages Act (Act No. 137 of 1959), the Industrial Safety and 
Health Act (Act No. 57 of 1972), the Industrial Accident Compensation Insurance Act (Act No. 50 
of 1947), Health Insurance Act (Act No. 70 of 1922), the Pension Insurance Act (Act No. 115 of 
1954), and social insurance-related laws (hereinafter referred to as “labour and social insurance-
related laws”). At the same time, employers shall take appropriate measures in relation to mat-
ters specified in this guideline so as to ensure an environment wherein foreign workers may 
work in appropriate working conditions and in safe and health environment and fully exercise 
their potential within the scope of their status of residence.

No. 3	 Deýnition of foreign workers
The term “foreign nationals” as used in this guideline shall mean persons who do not possess 

Japanese citizenship, excluding permanent residents and those with ñdiplomatò or ñofýcialò resi-
dence status. The term “foreign workers” as used in this guideline shall mean foreign national 
workers.

“Foreign workers” shall include persons pursuing technical internship programs who conduct 
activities for the purpose of obtaining more practical technique and skills under the employment 
relationship with “designated activities” residence status (hereinafter referred to as “technical in-
terns”).

No. 4	 Necessary measures to be taken by employers concerning the improvement of management of 
foreign workers

1.	 Appropriate recruitment and employment of foreign workers

(1)	 Recruitment
When recruiting foreign workers, employers shall clearly indicate the following matters 

to the foreign national who intends to gain employment: the contents of  the duties that the 
relevant foreign national is to perform after being hired, wages, working hours, locations, 
length of labour contract, and matters concerning the application of labour and social insur-
ance-related laws (hereinafter referred to as ñmatters to be clariýedò in (1.). These matters 
shall be indicated either by issuing a written document containing the contents or by e-mail 
when requested by the foreign national in question (hereinafter referred to as ñclariýcation 
methods” in (1.). In particular, when a foreign national who intends to gain employment is 
residing outside Japan, the employers in question shall endeavor to clarify the details of 
conditions in advance, such as whether travel expenses are to be borne by the employers 
or residence in Japan is to be ensured so as to avoid disputes between labour and man-
agement due to mutual misunderstanding of recruitment conditions.



– 25 –

When accepting the introduction of foreign workers residing outside Japan, employers 
shall utilize employment service operators that have obtained a license or have provided 
notiýcation pursuant to the Employment Security Act (hereinafter referred to as ñemployment 
service operators” in (1.) and shall refrain from accepting workers from those who violate 
the Employment Security Act or the Worker Dispatching Act. In this case, employers shall, 
when requesting introduction of workers, clearly inform employment service operators of all 
matters to be clariýed by way of any of the above-stated clariýcation methods. Under the 
Employment Security Act, employment service operators are prohibited from discriminating 
against foreign nationals on the basis of nationality when conducting employment service. 
Employers shall also take all precautions against discriminatory treatment in relation to na-
tionality, etc., when requesting for workers from employment service operators.

(2)	 Employment
When hiring foreign workers, the employers in question shall confirm, in advance 

through the methods, etc. prescribed in No. 5, that the relevant foreign national is eligible 
for the duties which he/she is to perform upon gaining employment, in terms of the scope of 
his/her status of residence. Employers shall not hire ineligible foreign nationals.

Employers shall endeavor to select foreign workers in a fair manner so that they may ful-
ly exercise their potential within the scope of their status of residence. In particular, employ-
ers shall note that there are no restrictions on activities with regard to permanent residents 
and  long term resident.

When making plans to hire new graduates, employers shall not exclude foreign students. 
Moreover, they should be aware that recruiting foreign students may contribute to revital-
ize and globalize the company, as they can be expected to offer unique ideas as a result of 
their divergent educational and cultural background.

2.	 Securing of appropriate working conditions

(1)	 Equal treatment
Workers shall not be treated discriminately based on nationality in terms of working con-

ditions, such as wages and working hours.

(2)	 Clariýcation of working conditions
a.	 Issuance of a written document

When signing labour contracts with foreign workers, employers shall issue a written 
document that clarifies fundamental working conditions, such as wages and working 
hours, in a manner that is easy for the relevant foreign workers to understand.

b.	 Explanation of wages
When clearly indicating wages, employers shall endeavor to clarify the actual amount 

to be paid to the relevant foreign worker by explaining not only the methods of determin-
ing, calculating and paying wages, but also outlining the details of deduction such as 
taxes, labour and social insurance premium, and other deductions based on the labour 
management agreement, in an easy-to-understand manner.

(3)	 Appropriate management of working hours
Employers shall comply with laws pertaining to working hours and manage working 

hours appropriately by ensuring rest days.

(4)	 Dissemination of related laws and regulations such as the Labor Standards Act
Employers shall disseminate the contents of related laws and regulations such as the 

Labor Standards Act, pursuant to such laws and regulations. In such cases, employers shall 
endeavor to give necessary consideration to the promotion of understanding on the part of 
foreign workers such as through the use of easy-to-understand explanatory booklets.
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(5)	 Preparation of workers’ name lists, etc.
Employers shall prepare workers’ name lists and payroll books, pursuant to the Labor 

Standards Act. In this case, employers shall endeavor to compile the addresses of foreign 
workers’ families and other emergency contact numbers.

(6)	 Return of money and goods, etc.
Employers shall not retain foreign workers’ passports, etc. and shall return money and 

goods to which the relevant foreign workers are rightfully entitled, upon their resignation, 
pursuant to the Labor Standards Act. When a foreign worker leaves Japan within seven 
days of making a claim for the return of money or goods, these shall be returned prior to the 
departure of the foreign worker in question.

3	  Assurance of safety and health

(1)	 Implementation of safety and health education
Employers shall implement safety and health education for foreign workers in a manner 

in which the contents thereof can be easily understood. In particular, employers shall make 
sure that usage of machinery and equipment, safety apparatuses, and protective equipment 
used by foreign workers is fully understood by said workers.

(2)	 Implementation of Japanese language education for the purpose of preventing accidents
Employers shall endeavor to ensure that foreign workers obtain necessary Japanese 

language skills and learn basic signs, etc. so that they may understand directions, etc. so 
as to prevent accidents.

(3)	 Signs and notices, etc. concerning prevention of accidents
Employers shall endeavor to display signs and notices, etc. concerning the prevention of 

workplace accidents in a manner easy for foreign workers to understand, such as through 
the use of charts.

(4)	 Implementation of medical checkups
Employers shall implement medical checkups for foreign workers, pursuant to the Indus-

trial Safety and Health Act. When implementing medical checkups, employers shall endeav-
or to explain the purpose and contents of said checkups in an easy-to-understand manner. 
When intending to take any follow-up measures based on the results of medical checkups, 
employers shall endeavor to explain the results of said checkups, as well as the neces-
sity and contents of the follow-up measures, to the relevant foreign workers in an easy-to-
understand manner.

(5)	 Implementation of health guidance and consultation
Employers shall endeavor to provide foreign workers with health guidance and consulta-

tion by fully utilizing the services of industrial physicians and health supervisors.

(6)	 Dissemination of related laws and regulations such as the Industrial Safety and Health Act
Employers shall disseminate the contents of related laws and regulations such as the 

Industrial Safety and Health Act pursuant to such laws and regulations. In such cases, em-
ployers shall endeavor to give necessary consideration to the promotion of understanding 
on the part of foreign workers such as through the use of easy-to-understand explanatory 
booklets.
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4.	 Application of Employment Insurance, Workmen’s Accident Compensation Insurance, Health In-
surance, and Employees’ Pension Insurance

(1)	 Dissemination of Systems and necessary procedures
Employers shall endeavor to inform foreign workers of the contents of laws and regula-

tions related to Employment Insurance, Workmen’s Accident Compensation Insurance, 
Health Insurance, and Employees’ Pension Insurance (hereinafter referred to as “labour 
and social insurance”) and procedures for claiming insurance payments, such as through 
providing said workers with easy explanations upon their recruitment. Employers shall also 
take the necessary procedures for applying such insurance Systems to covered foreign 
workers, pursuant to laws and regulations pertaining to labour and social insurance.

(2)	 Assistance for claiming insurance payments
Upon the resignation of a foreign worker, the employers in question shall take the neces-

sary procedures such as issuing separation notices, introducing service ofýces for employ-
ment benefits of the Public Employment Security Offices(PESO), and shall endeavor to 
provide other necessary assistance to the foreign worker in question.

When a workplace accident involving a foreign worker occurs, employers shall provide 
consultation to the foreign worker with regard to procedures such as claiming Workmen’s 
Accident Compensation Insurance, carry out the procedures in lieu of him/her, and endeav-
or to provide other necessary assistance.

Upon the return of a foreign worker who has been covered by Employees’ Pension In-
surance for six months or more to his/her home country, the employers in question shall 
explain that the relevant worker may claim lump-sum withdrawal payments upon his/her 
departure from Japan, and shall endeavor to introduce him/her to service ofýces at related 
organizations such as Social Insurance Ofýces.

5.	 Appropriate personnel management, educational training, and welfare

(1)	 Appropriate personnel management
Employers shall endeavor to present a picture of the ideal worker by clarifying the re-

quired qualiýcations and capabilities, arrange conditions conducive to smooth workplace 
communication, and operate Systems for evaluating and determining wages, deploying 
workers, and managing personnel in a transparent fashion so that foreign workers can 
easily adjust and begin working with a full understanding of what is expected of them and 
of their working conditions. Employers shall thereby endeavor to create an environment 
wherein various types of personnel can fully exercise their respective potential. In the pro-
cess, business persons shall fully adopt advice and guidance concerning employment man-
agement provided by the PESO for the purpose of ensuring appropriate approaches.

(2)	 Daily life guidance, etc.
In order to ensure foreign workers’ smooth adaptation to Japanese society, employers 

shall provide Japanese language education and guidance so as to help foreign workers 
deepen their understanding of Japanese habits, culture, customs, work practices, etc. and 
shall endeavor to provide foreign workers with consultation concerning daily life and work-
place problems.

(3)	 Implementation of educational training, etc.
Employers shall endeavor to implement educational training and other necessary mea-

sures, as well as develop comfortable workplace environments through such means as 
establishing Systems for the acceptance of complaints and consultation, and providing ori-
entation in foreign workers’ mother tongues so that foreign workers can work by fully exer-
cising their potential within the scope of their status of residence.
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(4)	 Facilities for welfare
Employers shall endeavor to ensure appropriate accommodation facilities and guarantee 

workers sufýcient opportunities to utilize facilities for meals, medical care, general educa-
tion, culture, athletic activity, and recreation.

(5)	 Assistance for leaving Japan and changing status of residence
a.	 Upon the expiration of foreign workers’ period of stay, employers shall terminate the em-

ployment relationship and endeavor to provide the relevant worker with consultation on 
procedures for leaving Japan.

b.	 When a foreign worker intends to change his/her status of residence, the relevant em-
ployers shall give necessary consideration with regard to working hours, etc. so that he/
she may undertake the relevant procedures.

(6)	 Notes for employers engaged in worker dispatching business or contracting business
Employers engaged in the dispatching of foreign workers shall conduct business appro-

priately in accordance with the Worker Dispatching Act by clearly indicating details of the 
work in question to the foreign workers to be dispatched, such as the contents of the work, 
locations, and matters concerning persons directly overseeing the relevant worker and pro-
viding notiýcation of the names of foreign workers to be dispatched and their labour/social 
insurance status to the company accepting the relevant worker. No company shall accept 
foreign workers from employers that have not obtained a license or have not provided noti-
ýcation. Employers who conduct contracting business shall not engage in the supplying or 
dispatching of workers under the name of contracting business, and shall comply with the 
Employment Security Act and the Worker Dispatching Act.

Employers who conduct contracting business shall, when foreign employees of theirs 
are employed at an establishment belonging to one of their clients, elect a person in charge 
of employment affairs, etc., to perform duties related to personnel management and daily 
life guidance at the relevant establishment, pursuant to No. 6.

6.	 Prevention of dismissal and assistance with new employment
When intending to downsize the scale of business activities, etc., employers shall refrain from 

dismissing foreign workers without careful consideration. When dismissing foreign workers be-
comes unavoidable, employers shall endeavor to provide necessary assistance for those wishing 
to ýnd new employment to ýnd such employment within the scope of their status of residence, 
such as through introducing them to related companies, providing them with vocational training or 
encouraging them to undertake such training, or providing them with job information. In this case, 
employers shall closely cooperate with the PESO and fully adopt advice and guidance concerning 
assistance in new employment provided by the PESO for the purpose of ensuring appropriate ap-
proaches.

No. 5	 Notiýcation of status of foreign workers
Pursuant to the provisions of Article 28, paragraph 1 of the Employment Measures Act and 

Article 2, paragraph 1 of the Supplementary Provisions, when a employer newly hires a foreign 
worker or when a foreign worker resigns, and if the employers has already hired foreign workers 
as of October 1, 2007, the employers shall conýrm the matters listed in 1., such as the name, 
status of residence, period of stay of the relevant foreign worker, by any of the methods listed in 
2., and provide notiýcation of such matters to the director of the PESO governing the location of 
the relevant employer’s establishment by any of the methods and deadlines listed in 3. Notes for 
making conýrmation shall be as prescribed in 4.
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1.	 Matters to be conýrmed and notiýed

a.	 Regarding foreign workers covered by the Employment Insurance System (excluding those 
falling under c.)

The name, status of residence (when hiring workers with permission for activities out-
side the scope of their status of residence, including whether or not the relevant person has 
obtained permission for said activities; the same shall apply in b.), period of stay, birth date, 
sex, and nationality, as well as the matters pertaining to foreign workers’ registration for eli-
gibility for Employment insurance or to have such qualiýcation revoked, such as type of job, 
wages, and address

b.	 Regarding foreign workers not covered by the Employment Insurance System (excluding 
those falling under c.)

The name, status of residence, period of stay, birth date, sex, and nationality

c.	 Regarding foreign workers already hired as of October 1, 2007
Name, status of residence, period of stay, birth date, sex, and nationality

2.	 Methods for conýrmation

a.	 Regarding foreign workers not falling under b.
Foreign workers are requested to produce their passport or Certiýcate of Alien Registra-

tion in order to conýrm matters for notiýcation.

b.	 Regarding foreign workers permitted to engage in activities outside the scope of their status 
of residence

Foreign workers are requested to produce their passport, Certiýcate of Alien Registra-
tion, permission to engage in activities outside the scope of their status of residence, or cer-
tiýcate of eligibility to work in Japan in order to conýrm the matters for notiýcation.

3.	 Notiýcation methods and deadlines

a.	 Regarding foreign workers covered by the Employment Insurance System (excluding those 
falling under c.)

Notiýcation pertaining to recruitment shall be made by the 10th of the month following 
recruitment by way of providing notiýcation of the necessary matters so as to obtain qualiý-
cation for Employment Insurance. Notiýcation pertaining to resignation shall be made within 
10 days of the date of resignation by providing notiýcation of the necessary matters so as to 
annul qualiýcation for Employment Insurance.

b.	 Regarding foreign workers not covered by the Employment Insurance System (excluding 
those falling under c.)

Notiýcation pertaining to both recruitment and resignation shall be made by the ýnal day 
of the month following recruitment or resignation by way of ýlling in the necessary matters 
on Form No. 3 of the Ordinance for Enforcement of the Employment Measures Act (Ordi-
nance of the Ministry of Labour No. 23 of 1966) (hereinafter referred to as “Form No. 3”).

c.	 Regarding foreign workers already hired as of October 1, 2007
Notification shall be made by October 1, 2008 by filling in the necessary matters on 

Form No. 3. However, upon the resignation of the person to whom notiýcation pertains, no-
tiýcation shall be made by either of the methods and deadlines outlined in a. and b.

4.	 Notes regarding conýrmation
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Employers shall conýrm the matters listed in 1. concerning persons who they intend to hire (in-
cluding persons already hired as of October 1, 2007) in the case where they are able to ascertain 
that the persons in question are foreign nationals with ordinary powers of attention. Cases where 
employers can deem the relevant persons to be foreign nationals with ordinary powers of attention 
represent the case where it is generally clear that the relevant persons are foreign nationals on 
the basis of their name or native language without conducting any special investigations. There-
fore, when a foreign worker usually uses a Japanese name and is þuent in Japanese and when it 
is impossible to determine whether or not the person in question is a foreign national with ordinary 
powers of attention, conýrmation is not required. Conýrmation or notiýcation of any matters other 
than those listed in 1 is not required. This point shall also be noted from the viewpoint of protecting 
the privacy of foreign workers.

No. 6	 Appointment of a person in charge of employment affairs of foreign workers
When regularly hiring ten or more foreign workers, employers shall appoint persons such as 

personnel affairs department managers as persons in charge of employment affairs, and have 
said persons manage the matters speciýed in No. 4 of this guideline.

No. 7	 Matters concerning technical interns
Technical interns, who are included in the category of foreign workers, shall be treated in ac-

cordance with the matters covered in No. 4 to No.6. Employers shall endeavor to help techni-
cal interns obtain practical technique and skills in an effective manner, in accordance with the 
methods for accepting interns, the matters to be noted in implementing technical training, and 
the measures to be taken in cases where it becomes impossible to continue technical training as 
prescribed in the Basic guideline for Operation of the Technical Internship Program (issued by 
the Minister of Labour on April 5, 1993).

No. 8	 Assistance and cooperation on the part of related administrative organs such as employment 
security ofýces and labour standards inspection ofýces

Employers shall implement matters speciýed by this guideline by obtaining the necessary as-
sistance and cooperation of related administrative organs such as employment security ofýces 
and labour standards inspection ofýces.


