Essential Information for Incoming JETs
(To be filled out by current JETs for their successors)
1 Self-Introduction (for current JETs)
	Brief Self-Introduction:
	Name:
	Home Country:

	
	Self-introduction:


	Contact Details:
	Contracting Organisation (CO)name:

	
	CO address:    　　　　　　　　　　　　　　〒


	
	CO phone number:
	CO fax number:

	
	Your home address:                  　　　　　　　　　　　　　　〒


	
	Your home/mobile phone number:
	Your email:

	Will you be in Japan when your successor arrives?
Yes              No
	If “Yes”, can you meet?
    Yes        No
	If “Yes”, when?
Date:


2 Pre-Departure
	What you should pack
	

	What you should NOT pack
	

	What you should send ahead
	

	What you will need for Tokyo Orientation.
	


3 About your city, town or village
	Geography
	Brief introduction of area:


	
	Where is it located in the prefecture?


	
	Population:
	Distance to closest metropolitan area:

Name of metropolitan area:   

	Facilities
(supermarket/ convenience store, etc.)
	Available:

	
	How far?

	Activities in the Area
	(eg. sports clubs, ikebana, taiko lessons, etc.)

	Recommendations
	(travel, festivals, events within the prefecture/city/town/village)


4 Housing Information
	Apartment/House Information
	Will your successor be placed in the same accommodation as you?     Yes        No

	
	Brief description: (ex. What floor you live on, room number, floor plan, etc.)

	Rent and Key Money/Deposit
	Is there a rent deposit?   Yes   No 
	If “Yes”, how much? :

	Utilities, 
Average Monthly Bill
	Electricity:
	Water:

	
	Rent:
	Gas:

	
	Cell Phone:
	Internet:

	
	Others: 

	Who Owns the Apartment?
	

	Rules
(pets, overnight guests, anything special your successor should know)
	

	Items for sale

	Item
	Condition
	Price New
	Selling price

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	NOTE:

Successor is not obligated to purchase items for sale. It is recommended that successors ask to see photos of items before purchase.


5 About your office
	Introduction of Supervisor, Colleagues and Teachers.
	Name of Supervisor and Information:

	
	Name of important colleagues and information:

	Your first week.
	Refer to attached paper A1

	A typical day in the office.
	Refer to attached paper A2

	Brief explanation of your responsibilities in the office.  
	

	Gifts (omiyage)
	

	Leave/Holiday 
	What holidays do you get (national holidays, paid leave, etc.)
What are your working hours like? 


	Transportation
	Are there any special rules about transportation?　　　Yes         No

 (ex. not allowed to drive to work, etc..)
How long does it take to get to work:
Suggested transportation method to work:

	Smoking policy
	

	How your salary is paid 

	Cash or direct deposit? Other methods?

	
	When is your payday?

	Assistance
	Did you receive assistance when you first arrived? (ex. inkan, alien registration card, bank account, etc.)

	Other
	


6-(1) About your job (ALT)
	Teaching Situation
	How many schools do you visit regularly?
What kinds of schools? (eg. Elementary/Junior High School)

	School visit schedule
	About how many lessons do you teach a week? 

	Teaching materials
	What additional teaching materials might you bring?


	School/Office Activities
	What non-teaching activities do you participate in? (ex. sports, school trips, English Club, meetings, homerooms, etc.)



6-(2) About your job (CIR)
	Sister city relations
	Does your city/town/village have a sister city?           Yes            No 
If yes, where?


If you do not have school visits please ignore this section and move on to “7 What to leave for you Successor, check list”
	Teaching Situation
	What kinds of schools do you visit and how often?
          

	School visit purpose
	What kinds of lessons do you teach? 

	Teaching materials
	What additional teaching materials might you bring?


	Office Activities
	What activities do you participate in? (eg. meetings)



6-(3) About your Job (SEA)
	Equipment 
	List of available equipment. 

	
	What equipment your successor should bring.


	Other duties
	Details of other duties you have. (seminars, newspapers articles, taking a team on exchange etc.)


	Office Activities
	What activities do you participate in? (ex. meetings)



7 What to leave for you Successor, check list
	
	Your post JET contact details (including your home country address and email address, etc) 
	
	Garbage arrangements (separating trash)

	
	Town map
	
	Copies and explanations of your bills

	
	Bus and train schedules
	
	Office/school schedule (breaks, cleaning, clubs, community centre events, lunch, etc)

	
	List of emergency and work phone numbers
	
	Notes on projects and team teaching, class levels, lesson plans, etc

	
	Instructions on how to use appliances
	
	

	
	Office/school seating chart, including names, job titles, responsibilities, etc
	
	Anything else you wish your predecessor had left for you


A1 Your first week
	Date
	Content
	Explanation

	Wednesday
	Introduction of coworkers. 
Register apartment information, 
Alien registration Card, bank account personal stamp, cell phone etc 
	You go with your supervisor to…..

	Thursday
	Signing of contract, sorting of insurance, pension plan and local tax form registration.
	

	Friday
	Explanation of job duties.
Welcome party
	

	Saturday
	Exploring the neighborhood around your apartment, supermarkets, convenient stores, etc
	

	Sunday
	Same as above. 
	

	Monday
	Explanations of events and other job duties
Getting to know your area
	

	Tuesday
	Same as above 
	


A2 A typical day in the office 
	Name of Work place
	

	Name of the Person in Charge
	

	Supervisors Name
	

	Number of Staff 
	
	Students Number

(School Visit)
	

	Time schedule:
Please explain a typical day at work 
	Time
	Content

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Events：
Are there any special events that your successor needs to participate in? 
	

	Things to look out for in the office.  
	

	Any other information you think your successor might need about the office. 
	


