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Admission of Participants BHEBDHE

1) Aims and Objectives

The program objective is to provide human resource
management training program for mid-level human
resource managers from Asian countries who
demonstrate leadership qualities. This will eventually
lead to the economic development of Asia region
while further strengthening goodwill relations with

Japan.

2) Participating Countries

The following ten countries will be invited to
participate in the program: Cambodia, China,
Indonesia, Laos, Malaysia, Mongolia, the Philippines,

Sri Lanka, Thailand and Vietnam.

3) Number of Participants
(1) Approximately 13 persons will be admitted from
the above-mentioned ten countries.
(2) Participants must belong to companies or
employers' organizations in the following

industries:

1.mining 2.construction 3.food 4.textiles

5.chemicals 6.metals 7.electrical goods
8.transportation equipment 9.transportation/communications
10.commerce/services 11.finance/insurance 12.tourism.

4) Period and Contents of Training

(1) The duration of the program is 7 months.

(2) The program includes orientation, Japanese
language training, lectures series on human
resource management conducted by NIPPON -
KEIDANREN INTERNATIONAL COOPERATION CENTER
(abbr. NICC), and in-house company training.

(3) In principle, in-house company training will be
conducted as a team of two or three, each
assigned to two companies.

(4) At the final stage of the program, each participant
submits a final paper consisting of new
knowledge/ experience, analysis, and action
plan upon return. (see page 11 for “Evaluation

Criteria for a Final Thesis)
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Admission of Participants BHEBDHE

(5) Training Hours

a) During the orientation, Japanese language
training and human resource management
lecture period, approximately six hours is
required daily, from 09:00-17: 00, for a total of
about 30 hours a week.

b) During the in-house company training period, the
training hours will be the same as the regular
working hours of the company providing training.

(6) Holidays

a) During the orientation, language training and
lecture period, holidays will be Saturdays,
Sundays and the national holidays of Japan.

b) During the in-house company training period, the

holidays of the company will apply.

5) Training Allowances and Others
(1) For each participant, NICC will pay the following
expenses and allowances:
+ Round- trip airfare to and from Japan
(economy class)
¢ ¥30,000 as outfit allowance
+ ¥150,000 as monthly allowance during the
entire program
(2) During the company training, participants will
cover the cost for commuting. When
participants must change residence during
company training, NICC will only cover
transportation.
(3) Residence and Meals

a) The supporting company will provide residence
for the participant throughout the 7-month
program except for the orientation period.

b) A participant's residence must meet the
standards listed below. However, if a dormitory
affiliated to the company conducting the training
is used, it has to meet the pertinent conditions of

the Labor Standards Law.
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Admission of Participants BHEBDHE

Residential Standards

+ No more than two participants are allocated to
one room.

+ The living space provided for each participant is
seven square meters or greater.

¢ A bathroom or shower is provided.

+ Conditions for other facilities and equipment will
be listed separately.

¢) The supporting company will collect monthly rent,

meal expense and other expenses from the

monthly allowance each participant receives.

(4) NICC will provide participants with overseas
travel insurance, which covers the cost of
medical treatment (excluding treatments not
covered by insurance such as pregnancy, dental
work or others and illnesses contracted or injuries
originated in their home country) and also provide
coverage against the participant’s death during

the program in Japan.

6) Selection of Companies That Provide In-house
Training

NICC will determine companies that demonstrate
business stability without any history of legal
violations in the past two years with the Japanese
government offices and have capacity to conduct

training with sufficient staffing and facilities.

7) In-House Company Training Plan

(1) Upon the consultation with companies that plan
to conduct training, NICC requests the
companies to submit a training plan with the

themes of participants’ needs and interests.

(2) NICC examines and approves the submitted
training plans in accordance with the Program

Conditions.
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(3) If the companies undertaking the training need to
alter the program in any way, they must notify and

seek confirmation of the changes from NICC.

8) Reports and Evaluations
(1) NICC can request the companies to submit their

progress reports on the ongoing training.

(2) NICC can occasionally visit training sites and
residence to accurately monitor their current
condition of the in-house company training and

residence.

9) Guidance

For proper operation of the training program, NICC can
offer guidance or counsel participants or companies
conducting in-house training based on reports or

visitations.

10) Safety and Health of Participants
The companies selected for the in-house training will
strive to ensure the safety and health of the

participants.

11) Completion of the Program

NICC will present a Certificate of Completion to each
participant who completes his/her training program and
submits a training report (either in Japanese or
English).

12) Other Matters

Regarding matters not mentioned in previous items,
NICC will adjudicate as necessary. Any written
agreements on the items stipulated here between
NICC and the concerned Organization in the

participating countries will take precedence.
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1) Requirements of Participants

Participants from the concerned companies must
fulfill the following requirements:

(1) Having at least three years of experience in
human resource management. (Experience such
as internships prior to the graduation from an
undergraduate school is not included.)

(2) Acknowledged by an employers’ organization in
the participating country (hereinafter referred to as
"the Organization") as suitable to take this training
program and have been given a letter of
recommendation.

(3) Able to perform leadership in disseminating the
program outcomes in close collaboration with the
respective Organization upon return.

(4) Able to be supplemented by another in his/her
company during the 7-month absence.

(5) Having graduated from a four-year undergraduate
course or having higher educational backgrounds,
and who are, in principle, not over 35 years old.

(6) Physically and mentally able, with Medical
Certificate (C-5) that ensure good health based on
a medical examination, adaptability to the social
environment in Japan and diligence to benefit from
the training program.

(7)Those who have a good command of both spoken
and written English. Though the lecture series on
human resource management will be in English,
the in-house company training will be conducted in
Japanese only. Therefore, the willingness and

determination to learn Japanese is essential.

(8)Those who are able to comply with the rules for
participants.
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2) Admission Procedures

(1) NICC will, in accordance with the Program
Conditions, request the Organization in the
participating countries to seek qualified candidates
for the program.

(2)The above Organization will seek participants
based on the Program Conditions and recommend
candidates to NICC with the following forms (A-1~
C-7): Exceptions may be granted by NICC under
circumstances beyond reasonable control.

¢ A-1: Letter of Recommendation
(by Employers' Organization)
¢ B-1: Letter of Recommendation
(by Company/Organization)
¢ B-2: Outline of Organization Dispatching
Participant
¢ B-3: Outline of Applicant’s
Company/Organization
C-1: Application Form (by Applicant)
C-2: Personal History Form
C-3: Short Essay
C-4: Written Pledge
C-5: Medical Certificate
C-6:Chest X-Ray Film
C-7:Five ID Photos

*® & & & o o o

3) Selection of Participants
NICC, based upon the recommended candidates, will
interview the applicants online, admit participants and

notify the Organization of our decision.

4) Procedures after Selection
(1)NICC will send a Letter of Acceptance to the

Organization and the participants.

(2)NICC, upon the receipt of all required documents
from the participants, will act as a proxy for each
participant and obtain a "Certificate of Eligibility",
which is necessary in submitting an application for
Japanese entry visa. (Expected wait is one month

after applying.)
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(3) After obtaining a "Certificate of Eligibility”, NICC will
send the following documents to the participants.
They must submit them to the local Japanese

embassy or consulate for visa application:

1. Certificate of Eligibility

2. Letter of Guarantee by NICC

3. Explanatory Note on the training program
4. Contents of the Training Program

5. Other forms as needed in each country

(4)The participants must submit the forms listed above
in section (3), accompanied by their passport, an
entry visa application form and 2 ID photos, to a
local Japanese embassy or consulate to obtain the

appropriate visa at the earliest possible date.

(5)The participants will receive airline tickets in their
country from an airline office/travel agent designated
by NICC and will arrive in Japan by the designated
flight.

5) Other Matters

Regarding matters not mentioned in the Program
Conditions, NICC will adjudicate as necessary.

Even on the items stipulated in the Program
Conditions, if there is any written agreement between
NICC and the Organization in the participating

countries, the agreement will take precedence.
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1) Observance of Laws and Regulations

During their stay in Japan, participants must abide by
Japanese laws and regulations and the work rules of
NICC and of the companies conducting the in-house
training and respect the customs and traditions of
Japanese society.

2) Duty of Participants
Participants should be diligent when undertaking
training in accordance with the program schedule.

3) Residence

Participants must stay in a dormitory designated by
NICC and/or the companies conducting the in-house
training.

4) Prohibited Acts
During their stay in Japan, participants are prohibited

to:
(1) Engage in political activities.

(2) Leave the training site without the permission of
NICC and/or the company conducting the
training.

(3) Engage in any work other than training out of
training hours.

(4) Stay overnight at a place other than the specified
residence without the permission of a person in
charge of the company conducting the in-house
training.

(5) Bring a family member or any other person to
Japan without permission of NICC.

(6) Operate an automobile, a motorbike or any other
vehicle that requires a driver's license.

5) Insurance and Medical Treatment
Expenses will be paid within the limits of insurance
coverage for illness, injury and death while residing in
Japan. Neither NICC nor the company undertaking
the in-house training can assume responsibility for
illness or injury attributable to causes arising before a
participant's arrival in Japan. Treatment not covered
by the insurance such as pregnancy or dental

treatment, will not be paid for.

1) EZFFEDOEST

BHER X, BAFEHRE . BARESGOUIC
NICCE LU ERATHERBERDOMERAZFY. B
FHZORBEEEZEETDHLNET S,

2) BHEEH
FHEE (X, BHESTEIZHE > THHE IR R LA (X4

BIELY,

3) BE
HHEB L. NICCE I EANFHEERIT EMNRDT-
BEISHELEFNIEESEL,

4) #ILEIR

HEBIX. BABEDEROESIZEIFHEEET-
TIFESHL,
L)BUAEEZEITIC L,

(QNICCEHE IV ERAFHERBER DAL, FHED
BEMNTHBEDITEZET S,

QR)HHERFREI S MDD FHBIZHREE T D&,

(HEEATHEREE RO BEEEF DAL ROONT=
BEUSNINAT DL

G)FF AT RIEFEZRHLLIIFVEHFE S L,

(6) BB IHANDEREH, T—3—/\(VFEER.
FIFEMT DL

5) Rix-E&R

ARFEHEPICELER. . RTITHTHR
REMBATIIRIRZHOEERNTITHON S, F-, HIR.
EELAR T O MO RIZIEF IV ARS LUEA LFTICER
RDEL-ERE. HEITDOLTIL. NICCE KUHHEER
TEIZOEREZEDIL,

44



Admission of Participants FHEB DHE

6) Disqualification
Participants will be disqualified and removed from the
training program if:

(1) they do not observe the rules for participants.

(2) their conduct and attitude in training are

inappropriate and their training is unproductive.

(3) they are unable to continue training due to the
illness or injury. NICC'’s revised Applicants/Participants
in Pregnancy guideline of July 25, 2006 shall be

applied. (See the attached document)

(4) they violate the rules of NICC or the company
conducting the training or commit acts that would

considerably damage either party's reputation.

(5) they lose their permission to stay in Japan by
violating the Immigration Law or other related laws and

regulations.

7) Compensation for Damage Caused by
Participants

If participants should cause damage to NICC or the
company undertaking the in-house training,
inadvertently or intentionally, they may become liable

for the damage.

8) Repatriation
After they complete the training program or if they are
disqualified, participants must leave Japan promptly
for their home countries, according to the schedule
and procedures determined by NICC. If participants

are disqualified, they must settle accounts with NICC.

9) Other Matters
On matters not referred to in the Program Conditions,

NICC will adjudicate as necessary.
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Evaluation Criteria for a Final Thesis

1. Reason(s) for selecting the report theme

Describe the reason(s) why the theme has been selected in relation to the HRM
issues that you face in your organization.

Consideration to be taken to socio-economic and labor situations in your country
and the external environment surrounding your organization

2. Depth of understanding of training contents

Have in-depth understanding of what has been presented in company training, in
particular, in view of the solution to HRM issues in your organization.

Deepen understanding of Japanese management system and Japanese way of
thinking.

Have a comparative perspective of Japanese management system and that of your
country.

3. Action plans regarding application of what you have learned

Describe action plans regarding how you wish to apply the outcomes of the training
in Japan for solving HRM issues in your organization.

Set up measurable achievement objectives

Consider feasibility in application.

Consider potential problems that may arise.

4. Dissemination of training results and further development for yourself

Describe specific ways how to disseminate training experience within your
organization and through employers’ organization.
Describe how you wish to develop yourself further.

5. Logical structure of the final report

Have logical structure in the final report regarding coherence of the main theme.
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