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Chapter 1 General Provisions
General Provisions generally stipulate the purposes and

scope of application for the rules of employment.
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(Purposes)
Article 1 The rules of employment provide
stipulations pertaining to employment for the

workers  at Corporation

conforming to Article 89 of the Labor Standards Act

(hereinafter referred to as “Labor Standards Act”).

2. The Labor Standards Act and other labor laws
apply to all matters pertaining to employment

including what is stipulated in these rules.
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[Article 1 Purposes]

1. This example of the rules of employment (hereinafter
referred to as “this example of the rules™) provides
stipulations pertaining to the employment of workers.
However, the legal standards underlying these rules of
employment are stipulated in relevant laws, such as the
Labor Standards Act.

2. Not all matters pertaining to the employment of
workers are stipulated in this example of the rules. The
matters that are not set forth in this example of the rules
are governed by the relevant laws, such as the Labor
Standards Act.

3. A labor contract that stipulates terms and conditions
of employment that do not meet the standards
established by the rules of employment shall be invalid
with regard to such portions. In such case, the portions
which have become invalid shall be in accordance with
the standards established by the rules of employment
(Article 12 of the Labor Contract Act (Act No. 128 of
2007); hereinafter referred to as the “Contract Act”).
Furthermore, the rules of employment shall not infringe
upon any laws and regulations or the collective

agreement with a union applicable to the workplace
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concerned (Article 92 of the Labor Standards Act).
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(https://www.mhlw.go.jp/stf/seisakunitsuite/b

unya/0000046152.html) .
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(Scope of application)
Article 2 These rules of employment shall apply to

all workers employed by

Corporation.

2. The matters pertaining to employment of part-
time workers are stipulated in a different set of
rules.

3. The matters that are not stipulated in the different
set of rules set forth in the preceding provision are

governed by these rules of employment.

[Article 2 Scope of Application]

1. An employer is required to draw up the rules of
employment for all workers. However, it is not
necessary for the rules of employment to be the same
for all workers. Even at the same location of a
business, an employer may establish special
provisions concerning a specific matter or provide a
different set of rules of employment for part-time
workers whose terms and conditions of employment
are separate from those of regular workers. In the case
where some or all parts of the rules are not applicable
to part time workers, such conditions must be clearly
set forth in the rules of employment. The employer
must then establish the provisions or prepare another
set of rules of employment that are applicable to part-
time workers. This example of the rules of
employment is designed to have a different set of the
rules of employment concerning the employment of
part-time workers. For example regulations on rules of
employment for part-time and fixed-term workers,
visit here
(https://www.mhlw.go.jp/stf/seisakunitsuite/bunya/00
00046152.html).

2. Based on amendments to the Act on the Arrangement
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of Related Acts to Promote Work Style Reform (Act
No. 71 of 2018) and part-time and fixed-term workers
from April 2020 (April 2021 for part-time and fixed-
term workers at small and medium-sized enterprises),
employers shall be prohibited from establishing
unreasonable differences in the treatment of part-time
workers, fixed-term workers and dispatched workers
compared to regular workers in consideration of the job
responsibilities and scope of changes to job contents
and position (Articles 8 and 9 of the Part-Time and
Fixed-Term Employment Act), and Article 30-3 of the
Act on Ensuring the Proper Operation of Worker
Dispatching Services

Workers (Act No. 88 of 1985). According to these laws,

and Protecting Dispatched

this includes all treatment such as welfare and leave in
addition to wages. In case where differences in the
treatment of part-time and fixed-term workers exist in
regards to wages and the like, employers must explain
the contents and reasons for the differences when
requested by part-time and fixed-term workers (Article
14-2 of the Part-Time and Fixed-Term Employment
Act).
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(Compliance with the rules)

Article 3 A company has an obligation to employ
workers under the terms and conditions of
employment set out in these rules of employment.
The workers must comply with the rules of

employment.

[Article 3 Compliance with the Rules]
Article 2 of the Labor Standards Act stipulates that
workers and an employer shall abide by the rules of
employment and other laws and regulations and
discharge their respective duties faithfully.

Chapter 2 Hiring and Transfers

In this chapter on hiring and transfers, matters with
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regard to the procedures in hiring, probationary
periods, clear notification of terms and conditions of
employment, personnel transfers and leave of absence

are covered.
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(Procedures for Hiring)
Article 4 A company shall conduct screening tests

for the applicants and hire those who pass such tests.

[Article 4 Procedures for Hiring]

1. A company must provide equal opportunities for all

persons regardless of gender when hiring (Article 5 of

the Act on Securing, Etc. of Equal Opportunity and

Treatment between Men and Women in Employment:

Act No.113 of 1972. hereinafter referred to as “the
Equality Act™).

2. When hiring an , it is prohibited as indirect
discrimination to have requirements pertaining to their
height, weight, and strength, or a requirement that a
worker agrees to transfers that involve relocating their
residence without reasonable grounds (Article 7 of the

Equality Act).
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(Documents to be Submitted at Hiring)
Article 5 A person who is hired as a worker is
required to submit the following documents within
_weeks from the day they are hired.

(a) Certificate of items stated in the resident
register;

(b) Copy of Driver’s License (for those who have
a driver’s license);

(c) Copies of certificates of qualifications (for
those who have certificates of qualifications);

(d) Other documents specified by the company;

2. In the event that any changes occur in any

documents set out in the preceding paragraph after
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submission, the worker must immediately notify

the company of such changes in written form.

[Article 5 Documents to be Submitted at Hiring]

It is not appropriate for a company to have a worker
submit either a copy or an abstract of their family
register or a copy of their resident register in order to
verify their age or current address. It is appropriate to
request the certificate of items stated in the resident
register. In addition, an employer should clarify the
purposes for the submission of the documents to the

workers.
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Probationary Employment Period

Article 6 A probationary employment period of

_ months from the day of being hired shall

apply to newly hired workers.

2. The probationary period prescribed in the
preceding paragraph may be shortened or
eliminated in the case where the company
approves such an action.

3. During the Probationary Employment Period, a
company may dismiss those who are assessed as
unfit as workers. For those who are employed for
more than 14 days after the commencement of
their employment, the company must follow the
procedures pursuant to Article 53-2.

4. The probationary period shall be added to the year

of service.

[Article 6 Probationary Employment Period]

1. There are no stipulations in the Labor Standards Act
that regulate the length of the probationary period.
However, if applying probationary period, it is not
desirable to have an excessively lengthy probationary
period since it will destabilize the status of workers'

employment.
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2. Regarding dismissals during the probationary
period, while dismissal may be done immediately
within the first 14 days, for cases of dismissal after
more than 14 days of employment during the
probationary period, notice should generally be given
at least 30 days in advance. In cases where no notice is
given, a dismissal allowance equivalent to at least 30
days of average wages must be paid (Articles 20 and 21
of the Labor Standards Act).
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(Clear Declaration of Terms and Conditions of
Employment)

Article 7 In the event of hiring a worker, a company
is required to clearly declare the terms and
conditions of employment in writing by issuing a
notice that states matters such as wages, the location
of employment, responsibilities, working hours, and
the rules of

days off in conjunction with

employment.

[Article 7 Clear Declaration of Terms and
Conditions of Employment]

1. An employer is required to clearly declare the terms
and conditions of employment such as wages, working
hours, and other conditions when hiring workers. When
clearly declaring the terms and conditions of
employment, it is especially mandatory to issue a
document for the following items from (1) to (6)
(excluding matters pertaining to wage increase)
(Article 15 of the Labor Standards Act, Article 5 of the

Labor Standards Ordinance).

(D) Matters concerning the period of the
labor contract
Matters concerning the standards in the

case of renewal of a fixed-term

|
|
|
|
|
|
|
|
|
|
|
-

employment contract (applies only to
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renewals of such contracts)

location of |

)

Matters concerning the

employment and responsibilities i

4)

Matters concerning the start and end !
times, occurrence of overtime, break |
times, days off, leaves, and shift changes

if applicable

Matters methods  of

&) concerning
determination, calculation and payment

of wages (except for severance pay and

| other special wages), the pay period, |
| payday and wage increase
é (6) Matters concerning retirement (including
| grounds for dismissal)
In cases where a worker requests one of the following
methods, clear declaration of terms and conditions of
employment is possible using the relevant method.

- Method of transmission via facsimile
- Method of transmission via electronic mail and other
telecommunication methods (means the sending,
transmitting, or receiving of codes, sounds, or images
and other

via wired, wireless, electromagnetic

methods; hereinafter referred to as “electronic mail,
etc.”) where the recipient is specified for sending
information (limited to cases where the relevant worker
can create documents by outputting the record in the
relevant electronic mail, etc.).

* “Electronic mail, etc.” shall include the following:
(a) Email and webmail services such as Yahoo! Mail
and Gmail

(b) RCS (Rich Communication Service) such as

+Message and SMS (Short Message Service)

(c) SNS messaging features such as LINE and
Facebook
However, since information transmitted via electronic

communications like blog or homepage posts, where
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third parties can view the information entered by an

individual, does not qualify as 'Electronic
communication where the recipient is identified for
transmitting information,' clear declaration of terms
and conditions of employment is not possible using this

method.

Furthermore, when hiring a worker, an employer is
required to clearly declare in writing the matters
concerning part-time and fixed-term workers, such as
wage increases, severance pay, the possibility of
bonuses, and the availability of a consultation office
(paragraph 1 of Article 6 of the Part-Time and Fixed-
Term Employment Act).

2. Furthermore, for cases where an employment
contract is deemed concluded due to a preliminary

offer, when a preliminary offer is made, the terms must

HCHRTLOMERDD £, be clearly stated in writing to the prospective
employee.
(NFEH) (Personnel Transfer)
BE8& athE. EELULENDIHAIC. Article 8 A company may order a worker to change
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their responsibilities or locations of their

employment if it is necessary for the business

operation.

2. A company may second a worker to a different
company related to the one that originally hired
them, while their employment remains under the
original company, when necessary.

3. In the case of the preceding paragraphs, a worker
is not permitted to reject the order without

justifiable reason.

[Article 8 Personnel Transfer]
1. After a worker is hired, a company can change the
location of their workplace or their responsibilities in

the ordinary course of business, unless there is a special
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example of the rules. It is also crucial to gain the

agreement of the worker.
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Other Measures for the Welfare of Workers Caring for
Children or Other Family Members (Act No. 76 of
1991); hereinafter referred to as the “Child Care and

Family Care Leave Act”).
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secondment are required.
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(Leave of Absence)

Article 9 If a worker falls under any of the following
categories, they shall be granted a leave of absence
for the specified duration.

(a) In the case where a worker has been absent
due to injury or illness outside the course of
duties for more than  month(s), and
they require further treatment and cannot
work.

(within __ year(s))

(b) In addition to the case of the preceding

provision, where there are special circumstances
in which allowing a leave of absence is

considered to be appropriate.

(the period required: )

2. In the case where the reason for the leave of

absence is resolved during such leave, as a basic
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rule, the worker shall return to work in the
position they held before taking the leave.
However, in the case where it is difficult or
inappropriate for the worker to return to the
position they held before taking the leave, the
company may assign them to a different position.
3. In the event that a worker who is on leave of
absence pursuant to paragraph 1-1 fails to recover
from the injury or illness and still finds it difficult
to return to work after the full term of the leave of

absence, they shall retire immediately after the

full term of leave of absence.

[Article 9 Leave of Absence]

1. Leave of absence means a special treatment where
the duties of employment are exempted for a certain
period of time while the worker’s position is on hold in
the case where an employer cannot expect them to
work for a relatively long term mainly due to the
worker’s personal reasons, such as illnesses outside the
course of duties. The “special circumstances” defined
in paragraph 1-2 of this article may be the case where a
worker takes office or is indicted on a criminal offence.
2. In the case where the reason for leave of absence is
resolved during such leave, the leave will be
discontinued and the worker shall rightly return to their
work.

3. There are no stipulations in the Labor Standards Act
with regard to definitions of leave of absence,
restrictions on the duration of leave or matters
concerning returning to work.

Chapter 3 Responsibilities
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(Responsibilities)
Article 10 Workers must be aware of their job
fulfill their duties,

responsibilities, obey the

company’s directions and orders, and endeavor to
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improve their efficiency and maintain the order of

the workplace.
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(Compliance Provisions)

Article 11 Workers must comply with the following

matters:

(a) Workers must not use the company’s facilities
or articles for purposes outside the course of
their employment without permission.

(b) Workers must not engage in any unlawful
activities, such as pursuing their own profit or
soliciting in  relation to their job

responsibilities, borrowing money or goods, or

receiving gifts from others in an unjust manner.

(c) Workers must devote themselves to their job
responsibilities, and must not leave their
workplace without good reason.

(d) Workers must not engage in any activities that
damage the company’s reputation and
credibility.

(e) Workers must not disclose confidential
information concerning the companies or
clients they became acquainted with in the
course of duties during their employment or
after their retirement.

(f) Workers must not work under the influence of
alcohol.

(g) Workers must not engage in any activities that

are inappropriate as workers.

[Article 10 Responsibilities]

[Article 11 Compliance Provisions]
The articles concerning responsibilities and
Compliance Provisions are not necessarily required
items to be set out in the rules of employment.

However, setting out such provisions plays an
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important role in maintaining order at the workplace.
Therefore, matters that a company requires workers to
comply with may be stipulated in the rules of

employment.
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(Prohibition of Power Harassment in Workplace)

Article 12 Workers are prohibited from engaging in
any activities that take advantage of their positions
of authority in employment or work relationships,
which go beyond the necessary and reasonable scope

of job responsibilities and are damaging to the work

environment for other workers.

[Article 12 Prohibition of Power Harassment in
Workplace]

Workers must implement necessary measures for
employment management to prevent power harassment
in the workplace (Article 30-2 of the Act on
Comprehensively Advancing Labor Measures, and
Stabilizing the Employment of Workers, and Enriching
Workers' Vocational Lives (Act No. 132 of 1966);
hereinafter referred to as

“Comprehensive Labor

Measures Promotion Act”).
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(Prohibition of Sexual Harassment)

Article 13 Workers are prohibited from any
activities that cause disadvantage or discomfort to
other workers or that are damaging to the work
environment by way of speech or behavior of a

sexual nature.

[Article 13 Prohibition of Sexual Harassment]|

It is stipulated that an employer shall take necessary
measures in managing employment to prevent sexual
harassment at a workplace (Article 11 of the Equality
Act).
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(Rules Concerning Maternity, Child Care and

Family Care Leave for Prohibition of
Harassment)

Article 14 Workers are prohibited from damaging
the work environment of other workers by way of
speech or behavior related to maternity and speech

or behavior related to the use of systems or measures

intended for maternity, child care and family care.

[Article 14 Prohibition of Harassment Related to
Maternity, Child Care, and Family Care Leave]|

It is stipulated that an employer shall take
necessary measures in managing employment to
prevent harassment at a workplace related to maternity,
child care and family care (Article 11-3 of the Equality
Act and Article 25 of the Child Care and Family Care
Leave Act).
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(Prohibition of Various Other Types of
Harassment)

Article 15 In addition to the provisions stipulated
from Article 12 to the preceding article, workers are
prohibited from damaging the work environment of
other workers by any form of harassment in the
workplace, such as through speech or behavior

related to sexual orientation and gender identity.

[Article 15 Prohibition of Various Other Types of
Harassment]

“Sexual orientation” shall refer to the gender for
which a person has romantic or sexual feeling, and
“Gender identity” shall refer to recognition of one’s
own gender. It is important to deepen understanding of
sexual orientation and gender identity in order to
speech or behavior and

prevent discriminatory

harassment.
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(Protection of Personal Information)

Article 16 Workers shall pay due care to the

management of information concerning the

company and clients, etc., and must not unlawfully

obtain information that is irrelevant to their duties.

2. In the event that a worker is transferred to a
different workplace or position or retires, they
must immediately return data or documents which

they were handling, that contain information

concerning the company and clients.

[Article 16 Protection of Personal Information]|
Since the Act on the Protection of Personal
Information (Act No.57 of 2003) was fully
implemented, an employer is obligated to take
measures with regard to the proper management of

personal information.
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(Recording the Start and End Times of Work)
Article 17 Workers must record the daily start and

end times of their work by punching time cards.

[Article 17 Recording the Start and End Times of
Work]

With regard to managing working hours, the
“Guidelines for Measures to Be Taken by Employers to
Properly Monitor Working Hours” (established on
January 20, 2017) prescribes the specifics of measures
an employer should take. An employer shall adequately
manage working hours by appropriately monitoring
such times while complying with the aforementioned
guideline.

Moreover, as will be explained later, based on the
regulations stipulated in Article 66-8-3 of the Industrial
Safety and Health Act (Act No. 57 of 1972, hereinafter
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referred to as the "Industrial Safety and Health Act"),
from April of 2019, employers must understand the
working hours status of workers using an objective
method and other appropriate means such as records
using timecards, and records of computer usage times
including personal computers (from the time of logging
in until logging out) in order to provide face-to-face
guidance (refer to =7 —! ZRTLB RO £
A, of these rules).
i (References)
“Guidelines for Measures to Be Taken by
! Employers to Properly Monitor Working Hours”
(excerpt):
1. Purpose
The Labor Standards Act stipulates rules for !
things such as working hours, days off and |
late night work, and employers are required to |
properly manage working hours such as by
tracking working hours.
2. Concept of working hours
Working hours refers to the time during

which a worker is under the direction of an |

in work according to the explicit or implicit

instructions of an employer shall count as |

working hours. Therefore, the times described |
in (a) to (c) below must be handled as working |
hours:

(a) Time spent preparing for work (such as |
changing to the specified clothing that
must be worn) and time spent organizing |
after work (such as cleaning) under the |
direction of the employer

(b) Time spent on

standby awaiting |

the for |

immediately engaging in work without

instructions by

| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
é employer, and the time that a worker engages :
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
| |
: employer :
| |
| |
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3.

the right to leave work (referred to as
“waiting time”)

(c) Time spent on training and education that is

required for performing work, and spent !

-

studying for job-required training under !

the direction of the employer
Recording and verifying the start and end
times of work
An employer shall record and verify the
workers' start and end times for each work day
in order to adequately manage workers'

working hours.

4. General methods to record and verify the start

and end times of work

An employer shall adopt one of the following
methods on principle to record and verify the
start and end times of work:

(@)

An employer shall record and verify

through direct observation.

(b)

using objective recording methods such as

An employer shall record and verify

time cards, IC cards, or computer usage time
records.

Measures for recording and verifying the start

and end times of work in the case where a

method of self-reporting is adopted

In the case where the prescribed methods in
the preceding paragraph 3 are not applicable
and the self-reporting method is the only
option, an employer shall take measures as
follows:
(a)

employer shall provide the applicable workers

As the self-reporting method, an

sufficient guidance to accurately record the
times and appropriately report them according
to this guideline.

(b)

An employer shall provide those who
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actually manage working hours with sufficient

guidance for implementing  measures
according to this guideline, including proper

operation of the self-reporting method.

(c) An employer shall conduct a factual

survey as necessary to investigate whether the
hours obtained through the self-reporting
method correspond with the actual hours
worked, and make corrections to the required
working hours.

In particular, for cases where data indicating

the time spent at the workplace, including |

access records and computer usage records, are
available, if there is a significant difference in
the working hours based on self-reporting by
workers and the time spent in the workplace
based on the relevant data, employers shall
conduct a factual survey and make necessary
adjustments to the working hours.

(d) In cases where workers report the reason
why the time spent in the workplace exceeds
the working hours based on self-reporting,
employers shall confirm that the relevant
reports are properly being made.

At that time, even in the case where it is
reported that it was not considered working
hours since it was related to breaks, voluntary
training, education and training or study,
employers must treat the time recognized as
actually being under the direction of the
employer, including engaging in work at the
direction of the employer, as working hours.
() The self-reporting method is based on
proper reporting by workers. Therefore,

employers must not implement measures that

interfere with the proper reporting of working '

hours by workers such as by setting an upper
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limit for overtime work with self-reporting to !
prevent reports in excess of the upper limit |

|
from being accepted. i

|
In addition, an employer shall take measures to !
verify whether any business practices (with |
regard to working hours) to reduce the amount

of hours of overtime, such as memorandums or

a fixed overtime allowance, are factors that
impede accurate reporting of working hours. If

such case is verified, an employer shall take

measures to improve the situation. i
Furthermore, while employers are expected to
observe the statutory working hours as
stipulated in the Labor Standards Act and the
number of hours that can be extended under the
labor-management agreement on overtime
work (known as the 36 Agreement), it is
important to confirm that, in practice, those
who manage working hours and workers do
not merely record compliance while workers

are actually working more than the possible

extended hours
Proper preparation of a wage ledger
According to Article 108 of the Labor
Standards Act and Article 54 of the Ordinance

for Enforcement of the said Act, employers :
must properly enter items for each worker i
including the number of working days, number :
of working hours, number of hours worked on :
holidays, number of overtime working hours, i
and number of late night working hours. :

In addition, if these items are not recorded in :
the wage ledger or if the number of working i
hours is intentionally entered falsely, fines of :

up to 300,000 yen shall be imposed according :
to Article 120 of the said Act. '

7. Storing documents concerning the record of |




working hours
In addition to a list of workers' names and the
employers must also

wage ledger, save

documents related to working hours records,
such as work attendance records and time
cards, for three years according to Article 109

of the Labor Standards Act.
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(Late Arrival, Leaving Early and Absence)

Article 18 A worker must notify in
advance and obtain approval when they will be
arriving late, leaving early, or absent for a full
day or a part of a day for personal reasons during
working hours. However, in the case where they
could not notify prior to such event for

unforeseeable reasons, they must notify

immediately after the event and obtain approval.

2. In the case of the preceding article, on principle,
the wage corresponding to the hours of absence
will be deducted pursuant to =5 —! SRITEHN
AONDEEA, .

3. A worker must submit a physician’s certificate in

the case where they will be absent for

consecutive day(s) or more due to injury or illness.

[Article 18 Late Arrival, Leaving Early and
Absence]

1. In this example of the rules of employment, it is
stipulated that a worker is required to notify and obtain
approval when they are arriving late, leaving early, or
absent. However, stipulations concerning such
procedures are to be determined by each business. An
employer should establish clear and concise clauses in
respect to such procedures since they are important to
maintain order in the company.

2. The number of days of absence that requires
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determined by each business.
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