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RULES OF EMPLOYMENT FOR ES TEACHERS 

 

Chapter 1 General Provisions 

 

Article 1 (Purpose) 

These Rules set forth matters concerning the employment of “English Speaker” 

teachers (hereinafter referred to as ES teachers) of the English Language Education 

Council, Inc. (hereinafter referred to as ELEC). 

2 ES teachers are defined as those who are hired to engage in work at Tokyo Global 

Gateway Co. (hereinafter referred to as TGG) and its related facilities, which is 

consigned to ELEC by TGG. 

 

Article 2 (Obligation to Comply with Rules) 

ELEC is obliged to employ ES teachers in accordance with the working conditions 

set forth in these Rules, and ES teachers are obliged to comply with these Rules. 

 

Article 3 (Equal Treatment) 

ES teachers shall not be subject to discriminatory treatment based on their 

nationality, religion, gender or social status. 

 

Article 4 (Scope of Application) 

These Rules apply to ES teachers who have executed a fixed-term employment 

agreement with ELEC. In this context, ES teachers are those recruited by ELEC 

pursuant to the provisions of Chapter 3 below and classified into the following 

categories. 

(1) Full-time ES teachers 

(2) Part-time ES teachers 

 

Article 5 (Change in Working Conditions due to Amendment to Workplace Rules) 

Service and working conditions set forth in these Rules may be changed due to 

amendment procedures with respect to the Workplace Rules, in consideration of a 

revision of laws or regulations, social situation, job-related necessity, ELEC’s 

financial condition, etc. 
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Chapter 2 Service 

 

Article 6 (ES teachers’ Attitude) 

ES teachers shall perform their duties in good faith with a sufficient understanding 

of the purpose and activities that are set forth in ELEC’s Articles of Endowment 

(Kifukoi). 

 

Article 7 (General Compliance Matters) 

ES teachers shall comply with the following: 

(1) ES teachers shall make a distinction between public and private and shall, 

when acting in the name of ELEC, always comply with ELEC’s policies and 

refrain from acting based on their own opinions or discretion. 

(2) ES teachers shall not disclose any information designated by ELEC or any 

operational secrets. 

(3) ES teachers shall not exploit their duties to look after their own interests, or 

shall not receive money, goods or other gifts or loans from any person of 

relevance to their duties without the consent of ELEC. 

(4) Unless permitted by ELEC, ES teachers shall not use ELEC’s facilities, 

equipment or articles for any purpose other than for job-related purposes, or 

shall not bring them outside of ELEC. 

(5) ES teachers shall make it a principle to save costs and expenses, and shall 

carefully use ELEC’s facilities, equipment, articles, etc. 

(6) ES teachers shall not be absent from work, late for work, leave the office 

early, go out of the office, or do any similar act without just cause. 

(7) ES teachers shall not leave the workplace during working hours without just 

cause. 

(8) ES teachers shall wear reasonable and suitable clothes for their duties and 

give care to their appearance during working hours. For clothes, etc., during 

work, ES teachers shall comply with the dress code set forth in the 

Handbook. 

(9) ES teachers shall not do any arbitrary thing beyond their job-related 

authority. 

(10) ES teachers shall follow ELEC’s instructions and orders, and take 

responsibility for performing their duties, and shall not refuse to perform 

any duty assigned by ELEC without just cause. 

(11) ES teachers shall not fail to make job-related reports or communication 
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without just cause. 

(12) ES teachers shall not commit any act that may undermine morals or order at 

the workplace. 

(13) ES teachers shall faithfully take training and education designated by ELEC. 

(14) Unless permitted by ELEC, within the premises of TGG, ES teachers shall 

not engage in advertisement or assembly activities, or the distribution, 

circulation or posting of documents, or any other similar act with respect to 

any matter not relevant to their duties. 

(15) Unless permitted by ELEC, ES teachers shall not engage in political or 

religious activities within the premises of TGG. 

(16) Unless permitted by ELEC, ES teachers shall not bring personal items to the 

office other than those that are required at minimum for daily life. 

(17) ES teachers shall not refuse or fail to conduct, or falsify information 

regarding any matter required by ELEC, including, without limitation, 

procedures, notification or reporting. 

(18) ES teachers shall not commit any act that may undermine the reputation or 

credibility of ELEC. 

(19) ES teachers shall carefully use ELEC’s facilities, make an effort to reduce 

the use of consumables, and use articles and documents with care and 

maintain them under lock and key. 

(20) ES teachers shall not have any relationship with anti-social forces such as 

organized crime groups 

(21) ES teachers shall not commit any act deemed equivalent to any of the acts 

set forth in the preceding items 

 

Article 8 (Prohibition of Sexual Harassment) 

1 ES teachers shall not commit, at the workplace, etc., any act that constitutes 

sexual harassment or is suspected of constituting sexual harassment against 

other staff, related persons at business partners, or other persons such as: 

(1) To cause people to feel uncomfortable or worsen the work environment by 

using sexual words or behavior at the workplace, etc. 

(2) To show sexual interest or attempt to cause a person to consent to a sexual 

act in such a manner that the victim has trouble with performance of duties; 

(3) To coerce an association or sexual relationship by exploiting job-related 

responsibilities; or 

(4) To adversely treat any person who protested against or refused to accept 
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sexual language or behavior. 

2 The term “workplace, etc.,” means the TGG facility and all other places 

where ES teachers perform their duties, which shall include a time outside 

working hours that is deemed to be substantially an extension of the 

workplace. 

3 The term “other staff, etc.,” means all regular employees, quasi-regular 

employees, teachers, teachers with indefinite-term employment contracts, ES 

teachers, contract employees, part-time employees and dispatched workers, as 

well as customers and business partners, whose work environment is 

damaged by sexual language or behavior without limiting the meaning to 

persons who directly suffer from sexual language or behavior. 

4 If any staff, etc., suffers from or is likely to suffer from, or witnesses any 

language or behavior referred to in any of the items of paragraph 1 above, the 

staff, etc., may consult with the consultation window designated by ELEC. 

The consultation window shall be the General Administration Department. 

5 Upon receipt of the consultation mentioned in the preceding paragraph, the 

facts shall be promptly investigated and appropriate action shall be taken so 

that the reporting person will not continue suffering thereafter, while 

sufficiently protecting privacy. 

 

Article 9 (Prohibition of Power Harassment) 

1 ES teachers shall not commit any act that constitutes power harassment or is 

suspected of constituting power harassment. 

2 The term “power harassment” means any act that causes persons working at 

the same workplace to suffer mental or physical pain, or worsens the work 

environment, beyond the scope that is reasonable for operations, by taking 

advantage of superiority within the workplace such as in terms of positions or 

human relationships at work. 

3 The consultation window of ELEC shall be the General Administration 

Division of ELEC. 

4 Upon receipt of the consultation mentioned in the preceding paragraph, ELEC 

shall take appropriate action in the same manner as provided for in paragraph 

5 of the preceding Article. 

 

Article 10 (Prohibition of Academic Harassment) 

1 ES teachers shall not commit any act that constitutes academic harassment or 
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is suspected of constituting academic harassment. 

2 The term “academic harassment” means any act that undermines a person in 

the position of a student by not properly evaluating academic results or by 

exploiting any matter not related to academics. 

3 The consultation window of ELEC shall be the General Administration 

Department. 

4 Upon receipt of the consultation mentioned in the preceding paragraph, ELEC 

shall take appropriate action in the same manner as provided for in paragraph 

5 of Article 8. 

 

Article 11 (Prohibition of Harassment, such as Pregnancy, Childbirth, Child Care and 

Family Care Leave, etc.) 

1. ES teachers are prohibited from conducting acts, which correspond to, or are 

suspected to be, harassment by the reasons of pregnancy, childbirth, child care 

and family care leave, etc. 

2. Harassment by the reasons of pregnancy, childbirth, child care and family care 

leave, etc. shall be defined as an act that deteriorates the working environment 

by words and deeds of superiors and colleague at the workplace regarding the 

use of benefits related to pregnancy, childbirth, child care and family care leave, 

etc., by women employees or words and deeds against pregnancy and 

childbirth, etc. 

3. For the event mentioned in the preceding paragraph, the consultation window 

of ELEC shall be the personnel/general affairs division at ELEC (Tel: 

03-3219-5221).  

4. Upon receipt of the consultation mentioned in the preceding paragraph, ELEC 

shall promptly take appropriate action, as provided for in paragraph 5 of Article 

8. 

 

Article 12 (Use of Information Related Equipment) 

1 When ES teachers use information related equipment, they shall comply with 

the following: 

(1) ES teachers shall not lose, damage or delete PCs or other information 

equipment (hereinafter referred to as “Information Related Equipment”) lent 

by ELEC and data stored on Information Related Equipment. 

(2) If an ES teachers loses or damages Information Related Equipment lent by 

ELEC, the ES teacher shall immediately take measures to prevent 
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information leaks and report the same to ELEC. 

(3) Unless permitted by ELEC, ES teachers shall not bring outside of ELEC 

Information Related Equipment and data stored on Information Related 

Equipment, or shall not bring into ELEC Information Related Equipment of 

any person other than ELEC. 

(4) ES teachers shall carefully manage IDs and passwords for Information 

Related Equipment, and shall not disclose them to other persons. 

(5) Unless permitted by ELEC, ES teachers shall not change any system of 

Information Related Equipment or introduce any other program into 

Information Related Equipment. 

(6) Unless permitted by ELEC, ES teachers shall not allow any other person to 

use Information Related Equipment. 

(7) ES teachers shall not use Information Related Equipment for private use, 

including, without limitation, browsing the Internet or exchanging emails 

for personal purposes. 

2. ELEC may, as necessary, conduct monitoring in relation to Information 

Related Equipment lent by ELEC. ES teachers shall cooperate with ELEC in 

conducting such monitoring. 

 

Article 13 (Confidentiality) 

1 ES teachers shall not divulge to third parties any information relating to 

ELEC’s financial affairs, personnel affairs or business partners, or any other 

information known to them in the course of their duties (hereinafter referred 

to as “Confidential Information”). 

2 Unless permitted by ELEC, ES teachers shall not bring outside of ELEC 

documents or storage media containing Confidential Information. 

3 The preceding two paragraphs shall apply to ES teachers after their 

resignation from ELEC. 

 

Article 14 (Use of Social Media, etc.) 

1 When, for private purposes, ES teachers use services to transmit information 

across the Internet, including, without limitation, social networking services, 

blogs, electronic bulletin boards, video sharing sites (hereinafter referred to as 

“Social Media”), they shall comply with the following: 

(1) When ES teachers use Social Media, they shall not disclose the fact of being 

a teacher at ELEC. 



7 

 

(2) ES teachers shall not transmit Confidential Information referred to in 

paragraph 1 of the preceding Article. 

(3) ES teachers shall not transmit information that contains slander or 

defamation against ELEC. 

(4) ES teachers shall not infringe on human rights, copyrights, portrait rights, 

privacy, etc., of third parties by transmitting personal information of the 

staff, etc., or by transmitting information that contains slander or defamation 

against the staff, etc. 

2 If a teacher recognizes any information referred to in any of the items of the 

preceding paragraph, the ES teacher shall immediately report the same to 

ELEC. 

 

Article 15 (Prohibition of Dual Employment or Side Jobs) 

Full-time ES teachers shall not be permitted to have dual employment or side jobs 

regardless of whether for pay or not. 

However, when ES teachers give prior notice to ELEC and obtain approval from 

ELEC, they may have dual employment or side jobs. In this case, ES teachers shall 

put a high priority on their duties at TGG and shall ensure that no trouble arises in 

connection with classes, etc., at TGG or at business partners’ locations. Furthermore, 

ES teachers shall not engage in any activity that is contrary to ELEC’s interests. 

 

Article 16 (Notification of School Attendance or Studying Abroad) 

When ES teachers desire to attend school or to study abroad, they shall give prior 

written notice to ELEC through the General Manager of the Teacher Administration 

Department, and obtain the consent of ELEC. 

 

Chapter 3 Personnel Affairs 

 

Part 1 Recruitment 

 

Article 17 (Recruitment) 

The recruitment of ES teachers shall be conducted by selecting from among job 

applicants. 

 

Article 18 (Documents to be Submitted by Persons Recruited) 

1 Persons recruited as an ES teacher shall submit the following documents 
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within two (2) weeks of recruitment. 

(1) Notification of commuting method (in the form designated by ELEC) 

(2) A copy of the passport, a copy of the residence card 

(3) Original copy of the diploma or credit earning certificate 

(4) Other necessary documents 

2 Any false information contained in the documents submitted at the time of 

selection or after the recruitment may lead to the cancellation of the 

recruitment or change in working conditions or may result in disciplinary 

actions pursuant to the provisions of these Rules. 

3 Whenever there is a change in the information contained in the documents 

submitted pursuant to paragraph 1 above, the change shall be promptly 

reported to ELEC in the form designated by ELEC. 

 

Article 19 (Probationary Period) 

1 In principle, newly recruited persons shall be subject to a probationary period 

of three (3) months from the date of recruitment. However, the probationary 

period may be shortened for persons highly evaluated by ELEC, or such 

period may be extended up to the limit of three (3) months. 

2 If, during the probationary period or at the expiration of the probationary 

period, the person is evaluated as not eligible for continued employment as a 

teacher, the person shall be dismissed in accordance with the procedures set 

forth in Article 39 below. 

3 The probationary period shall be counted in determining the length of service. 

4 When an ES teacher switches contract types, the ES teacher shall not be 

subject to the probationary period. 

 

 

Chapter 4 Work 

 

Part 1 Working Hours, Breaks, Holidays 

 

Article 20 (Working Hours) 

Prescribed working hours for full-time and part-time ES teachers shall be as 

follows: 

 

(1) Full-time ES teachers 
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①  Excluding break time, prescribed working hours in a week shall be 

thirty six (36) hours and fifteen (15) minutes, and seven (7) hours and 

fifteen (15) minutes a day. 

②  Start and finish times and break times shall be as follows; 

 

 

Shift  Start time  Finish time Break t ime 

Early  

 

8:15 am 

 

4:30 pm 

 

noon to 1:00 pm 

 

Late 12:45 pm 9:00 pm 

 

4:30 pm to 5:30 pm 

 

 

③ The work schedule for each month shall be specified in the work shift 

table and notified in advance 

④ The specified start and finish times and break times may be changed 

when such change is necessary due to the convenience of the business and 

other unavoidable circumstances. 

 

(2) Part-time ES teachers 

Prescribed working hours for part-time ES teachers shall be determined 

individually according to the type of employment described below. 

① The prescribed working hours for part-time ES teachers in Type A and B 

shall be within twenty-seven (27) hours for one week and within seven (7) 

hours and fifteen (15) minutes for one day, in principle. 

② The prescribed working hours for part-time ES teachers in Type C shall be 

within twenty-one (21) hours and within forty-five (45) minutes for one 

day, in principle. 

 

Article 21 (Change in Start and Finish Times) 

ELEC may change the specified start and finish times and break times when such 

change is necessary due to operations or traffic conditions. 

In this case, working hours in a week shall be subject to the limit of the prescribed 

working hours set forth in the preceding Article. 
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Article 22 (Working Hours of Teacher on Business Trip) 

When, in the case where a teacher makes a business trip or otherwise works at the 

places designated by ELEC to perform services for ELEC, it is difficult to calculate the 

working hours, the ES teacher shall be deemed to have worked for the prescribed 

working hours set forth in Article 20 above. However, working hours in the case where 

other directions are given by the department head in advance shall be actual working 

hours. 

 

Article 23 (Use of Breaks) 

ES teachers shall be allowed to spend breaks freely; however, they shall be ready 

to work by the time the break ends. If, under special circumstances, it is difficult to be 

ready to work by the time the break ends, the ES teacher shall report the same to the 

department head. 

 

Article 24 (Days off) 

In principle, days off for full-time ES teachers shall be as follows. However, days 

off may be changed for the convenience of a customer. 

(1) Days off of ES teachers shall be specified in the work shift table stipulated in 

Article 20. 

(2) Two (2) days off per week shall be given, in principle, and are designated in the 

work shift table. 

(3) The number of days off a month shall be more than eight (8) in every February 

and more than nine (9) in other months of the year. 

(4) The days off specified in the work shift table cannot be transferred to other 

working days, in principle. If there is any compelling reason, however, and if 

an adjustment of the work shift table is possible, it may be allowed to transfer 

the specified holiday to another day of the same week. 

 

Regardless of the items in the preceding paragraph, days off for part-time ES 

teachers in other cases shall be determined individually. 

 

Article 25 (Overtime Work and Work on Holidays) 

1 If ELEC judges it necessary for perform duties, ELEC may order a teacher to 

work overtime or on a holiday. In this case, the teacher may not refuse to 

comply with the order without just cause. 
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2 In the case of overtime for six (6) hours or more, a one-hour break shall be 

taken at any time during such overtime. 

3 When overtime work is performed, the reason therefor shall be explained to 

the department head and approval shall be obtained from the department head 

in advance, and overtime work shall be performed under the direction of the 

department head, and a relevant report shall be given to the department head 

promptly thereafter. 

 

Article 26 (Overtime Work and Work on Holidays in Emergency, Disaster, etc.) 

 

ES teachers may be ordered to work overtime or late at night, or may be 

unexpectedly called into work, or may be ordered to work on holidays due to a disaster 

or other unavoidable cause. 

 

Part 2 Holidays, etc. 

 

Article 27 (Annual Paid Holidays) 

1 Full-time ES teachers are entitled to twelve (12) paid holidays in their first 

year of employment with ELEC and an additional paid holiday for each 

subsequent year of employment. The number of paid holidays for part-time 

ES teachers is calculated based on the formula described in Appendix. 

2 Annual paid holidays that may be granted to ES teachers shall be up to twenty 

(20) days. Paid holidays that have been granted shall be taken within two (2) 

years from the time such holidays were granted. 

3 Wages for annual paid holidays taken by full-time ES teachers shall be their 

normal wages. Those for part-time ES teachers shall be paid based on the 

formula described in Appendix. 

 

Article 28 (Request for Annual Paid Holiday) 

1 When an ES teacher wishes to take a holiday for a period of not more than 

one (1) week, the ES teacher shall make a request to the department head 

therefor by submitting a form designated by ELEC in principle not later than 

one (1) week prior to the planned holiday. However, when such holiday 

hinders the normal operation of ELEC’s activities, the department head may 

require the teacher to choose another time to take the holiday. 

2 When a teacher wishes to take an annual paid holiday for a period of more 
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than one (1) week, the ES teacher shall make a request to the department head 

therefor by submitting a form designated by ELEC in principle not later than 

one (1) month prior to the planned holiday. However, when such holiday 

hinders the normal operation of ELEC’s activities, the department head may 

require the teacher to choose another time to take the holiday. 

3 If, in the case where a teacher is absent from work due to a sudden accident or 

sickness, or something urgent, the principal makes a request for a paid holiday, 

absent days may be treated as a paid holiday to the extent that paid holidays 

remain. However, a relevant report and request shall be given promptly 

thereafter. 

 

Article 29 (Leave before and after Childbirth) 

1 If a female ES teacher requested leave within six (6) weeks from the 

scheduled date of childbirth, ELEC shall not cause the female ES teacher to 

work from that date to the date of childbirth as the leave before childbirth. 

2 If the female ES teacher gave childbirth, ELEC shall not cause the teacher to 

work for eight (8) weeks from the following date of childbirth as the leave 

after childbirth; provided, however, that if the female ES teacher, for whom 

six (6) weeks have passed after childbirth, applied for work and a doctor 

agreed to work as it would not cause any trouble, then ELEC may allow the 

teacher to work. 

3 The leave set forth in each paragraph above shall not be paid. 

 

Article 30 (Maternity Protection) 

1 If a female ES teacher, who is pregnant or for whom one (1) year has not 

passed after giving childbirth, requested within the regular working hours for 

hours necessary for participating in a health course, etc., or receiving a 

medical checkup under the Maternal and Child Health Act, ELEC shall 

permit the teacher to take necessary time within the following scope and such 

hours shall not be paid. 

(1) In case of pregnancy 

[1] Until the 23rd week of pregnancy: once in four (4) weeks 

[2] From the 24th week to the 35th week of pregnancy: once in two (2) 

weeks 

[3] After the 36th week of pregnancy to childbirth: once in one (1) week 

Provided, however, that if a doctor or a maternity nurse (hereinafter 
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referred to as the “Doctor, etc.”) gave instruction different from the 

above, the time shall be given in accordance with the instruction. 

(2) Within one (1) year from the childbirth: time necessary in accordance with the 

instruction of the Doctor, etc. 

2 ELEC shall take necessary actions, including change of working hours and 

reduction of work, etc., so that the female ES teacher can keep time for health 

course in case a doctor suggested, etc., or medical checkup, etc., under the 

preceding paragraph. 

3. If it is instructed to mitigate the burden of commutation and avoid congestion 

of commutation, ELEC shall generally permit shorter working hours within 

one (1) hour or staggered working hours within one (1) hour in case a doctor 

suggested. 

4. Exceptions to Intermissions during Pregnancy 

If an instruction was given on intermissions, time of intermission shall be 

extended or the number of intermissions shall be increased from time to time 

in case a doctor suggested. 

5. Other 

If an instruction was given by the Doctor, etc., as any symptom of childbirth 

developed or it might develop, extension of intermission, shorter working 

hours, reduction of work and leave of absence, etc., shall be applied. 

    6.   No wage shall be paid to the preceding items. 

 

Article 31 (Childcare Leave of Absence and Shorter Working Hours for Childcare) 

Treatment of a person eligible for taking childcare leave of absence shall separately 

be specified. 

 

Article 32 (Childcare Time) 

A female staff rearing an infant younger than one (1) year of age may take 

childcare time of thirty (30) minutes twice a day in addition to the prescribed 

intermissions. 

 

Article 33 (Nursing Care Leave of Absence and Shorter Working Hours for Nursing 

Care) 

Treatment of a person eligible for taking nursing care leave of absence shall 

separately be specified. 
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Article 34 (Child Nursing Care Leave) 

A teacher who rears a child before enrollment at elementary school may, upon 

application to ELEC, take child nursing care leave up to five (5) days a year for one 

child and up to ten (10) days a year for more than one child in order to take care of the 

child who was injured or sick or to have the child receive immunization or medical 

checkup. Treatment of a person eligible for taking child nursing care leave shall be in 

accordance with the Regulations for Child Nursing Care Leave of Absence separately 

specified. 

 

Article 35 (Nursing Care Leave) 

An ES teacher who takes care of a family member who requires care may, upon 

application to ELEC, take nursing care leave up to five (5) days a year for one family 

member and up to ten (10) days a year for more than one family member to take care of 

the family member who requires care. Treatment of a person eligible for taking nursing 

care leave shall be in accordance with the Regulations for Child Nursing Care Leave of 

Absence separately specified. 

 

Article 36 (Absence) 

1 If a teacher is absent due to sickness and any other unavoidable reasons, the 

ES teacher shall report to the department head in advance. If the teacher has 

no time to report in advance, the ES teacher shall promptly report ex post 

facto. 

2 If absence due to injury or sickness continues for five (5) days or more in a 

month, the ES teacher shall submit a medical certificate from a doctor. 

3 If a teacher cannot give lessons, etc., due to absence, the ES teacher shall not 

directly contact the business partners and clients of ELEC. 

 

Article 37 (Tardiness, Early Leave and Going Out of the Office for Personal Reason) 

1 Tardiness and early leave shall be reported to the department head in advance. 

If the teacher has no time to report in advance, the ES teacher shall promptly 

report ex post facto. 

2 If the tardiness was due to disruption of transportation, disaster or any other 

unavoidable event, the ES teacher shall be deemed to have attended at the 

prescribed starting time; provided, however, that the ES teacher shall 

promptly report to the department head. If the tardiness was due to disruption 

of transportation, a certificate of delay issued by the transportation company 
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shall be submitted. 

3 Going out for personal reasons requires obtaining prior permission from the 

department head. 

 

Chapter 5 Resignation and Dismissal 

 

Article 38 (Dismissal) 

1 If a teacher falls under any of the items below, the ES teacher shall be 

dismissed with thirty (30) days prior notice or by receiving the dismissal 

notice allowance provided for in the Labor Standards Act, Article 20; 

provided, however, that the teacher during the probationary period for whom 

less than fourteen (14) days passed since employment shall be immediately 

dismissed not in accordance with the preceding text and the dismissal notice 

allowance shall not be paid. 

(1) In the event that the teacher was subject to disciplinary dismissal. 

(2) In the event that the teacher was recognized as not suitable for work 

due to mental or physical disabilities or the teacher provided 

insufficient work. 

(3) In the event that the performance or efficiency of the teacher was poor 

and it is not expected to be improved and the teacher was recognized 

as not suitable for work. 

(4) In the event that the performance of the teacher was significantly poor 

due to lack of skills or effort and the teacher was recognized as not 

suitable for work. 

(5) In the event that the teacher lacked ability required for performance of 

work or that the work efficiency of teacher was recognized as 

significantly poor. 

(6) In the event that the ES teacher was recognized as unable to comply 

with the Workplace Rules and internal regulations. 

(7) In the event that the teacher was recognized as giving bad influence or 

disadvantage to other staff. 

(8) In the event that the teacher has not followed the instruction of ELEC 

and has not cooperated with advancement of work. 

(9) In the event that the teacher disturbed the work discipline or prevented 

business operation of ELEC or has not cooperated with ELEC. 

(10) During the probationary period or at the time of completion of 
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probationary period, the teacher was recognized as not suitable for the 

staff of ELEC.  

(11) In the event that excessive employment occurred due to reform and 

abolition of managerial organization, simplification of management, 

scaling down of business and any other business reasons. 

(12) In the event that the ES teacher suffered from occupational injury or 

sickness and discontinuance compensation was paid at the date three 

(3) years from the start of treatment as the injury or sickness was not 

cured or the teacher receives sickness compensation pension under the 

Workmen’s Industrial Accidents Compensation Insurance Act or the 

teacher began to receive the sickness compensation pension after the 

above date. 

(13) In the event that dismissal of the teacher is deemed to be reasonable 

due to the causes ascribable to the teacher. 

(14) In the event that it became impossible to continue business due to 

natural disaster or any other unavoidable event. 

(15) In the event that ELEC’s operation at TGG was discontinued. 

(16) In the event that there are any unavoidable reasons similar to each of 

the above items. 

2 The number of days for prior notice period under the preceding paragraph 

may be shortened by the number of days of payment of the average wages. 

 

Article 39 (Restrictions on Dismissal) 

Notwithstanding the preceding Article, the ES teacher shall not be dismissed for 

the period falling under any of the items below, except for the discontinuance of 

compensation as sickness has not been cured three (3) years after the start of treatment 

under item 1 (including the cases where compensation is deemed to be paid under the 

laws). 

(1) Period during which the person takes leave of absence for treatment 

due to occupational injury or sickness and for thirty (30) days 

thereafter. 

(2) Period during which a female staff before or after childbirth takes 

leave of absence under Article 30 and for thirty (30) days thereafter. 

 

 

Article 40 (Contract Renewal) 
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1 The contract is for one (1) year and can be extended by mutual agreement 

four (4) times for a maximum of five years. 

2 The renewal of the contract shall be determined by the following factors. 

 (1) Volume of work to be done at the time the term of contract expires 

 (2) State of progress of the work done by the employee 

 (3) Employee’s capability 

 (4) Employee’s work record and work attitude 

 (5) Business performance of ELEC  

 

Article 41 (Resignation) 

In the event that an ES teacher fell under any of the items below, that date shall be 

the date of resignation and the ES teacher shall lose the status of an ES teacher. The 

respective date set forth below shall be the date of resignation. 

(1) If the teacher applied for resignation and ELEC approved (the date of 

approval by ELEC). 

(2) If the teacher died (the date of death) 

(3) If the teacher’s whereabouts are unknown for not less than thirty (30) 

days (the date thirty (30) days passed) 

(4) When the contract term expired (the date of expiration of the contract 

term) 

 

Article 42 (Application for Resignation) 

1 If an ES teacher desires to resign, the staff shall submit the application for 

resignation at least thirty (30) days before the final attendance day. 

2 The person who submitted the application for resignation under the preceding 

paragraph shall continue to perform the previous work until the approval of 

ELEC. 

 

Chapter 6 Salary 

 

Article 43 (Salary) 

The matters concerning determination, calculation, payment method, calculation 

period of salary, pay day and salary-raise shall be specified in accordance with the 

regulations stipulated in the Salary Regulations for ES Teachers. 

 

Chapter 7 Travel Expenses 
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Article 44 (Travel Expenses) 

The matters concerning travel expenses shall be in accordance with the Travel 

Expense Regulations separately specified. 

 

Chapter 8 Commendation and Disciplinary Actions 

 

Article 45 (Commendation) 

In the event that the ES teacher fell under any of the items below, the ES teacher 

shall be commended after review. 

(1) In the event that the teacher was faithful, diligent and has excellent 

skills and fully performed the job-related responsibility, who is a model 

of other ES teachers. 

(2) In the event that the ES teacher significantly improved the reputation of 

ELEC or significantly contributed to the business of ELEC. 

(3) In the event that the teacher prevented disasters or carried out special 

activities in case of emergency. 

(4) In the event that the teacher kept good records of performance and has 

worked for over ten (10) years. 

(5) In the event that the teacher is recognized as similar to each item above. 

 

Article 46 (Types and Degree of Disciplinary Actions) 

Disciplinary actions shall be taken in accordance with the following categories 

depending on the extenuation. 

(1) Warning: To demand suspension or discontinuation of the act and also 

to take appropriate ex post facto measures if necessary and to warn not 

to repeat such acts or to commit violation of the regulations of ELEC in 

the future. 

(2) Reprimand: To have a letter of apology submitted and reprimand for the 

future. 

(3) Salary Reduction: To have a letter of apology submitted and reduction 

shall be made within a half of the average daily pay per one time and 

the total reduction amount shall be within 1/10 of the total salary for 

one period of payment. 

(4) Suspension of Work: To have a letter of apology submitted and work 

shall be suspended within seven (7) working days and the salary shall 
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not be paid during the suspension period. 

(5) Demotion: To have a letter of apology submitted and job grade 

(qualification) shall be deprived of or reduced and the salary 

corresponding to the demoted job grade (qualification) shall be paid 

thereafter. 

(6) Dismissal by Persuasion: If the teacher fell under the disciplinary 

dismissal, but the ES teacher shows extenuation, resignation shall be 

recommended upon persuasion. If the person has not followed the 

recommendation within three (3) days, the person shall be subject to 

disciplinary dismissal. 

(7) Disciplinary Dismissal: The ES teacher shall be immediately dismissed 

without notice period. 

 

Article 47 (Events for Warning and Reprimand) 

In the event that the ES teacher committed any act falling under any of the items 

below, the teacher shall be reprimanded or warned depending on extenuation. 

(1) In the event that the teacher lacked good faith in work and was 

recognized as negligent. 

(2) In the event that the teacher was absent from work, late for work, or left 

the office early without just cause or has not worked in good faith such 

as leaving the duty. 

(3) In the event that the teacher committed wrongful acts for the matters 

concerning the base of calculation of salary, including unauthorized 

affixing of a seal on the attendance ledger. 

(4) In the event that the teacher willfully failed to submit reports prescribed 

by ELEC or made false statement in the submitting documents. 

(5) In the event that the teacher handled the machines, equipment and 

goods of ELEC harshly or used them in contrary to the method of 

normal use. 

(6) In the event that the teacher violated the rules or instructions for safety 

and health. 

(7) In the event that the teacher has not behaved well and disrupted the 

order of workplace. 

(8) In the event that the teacher used the Internet or e-mail, etc., for 

personal purpose or purpose unrelated to the business. 

(9) In the event that the teacher was recognized as arbitrary and lacking 
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harmony and disrupted the teamwork with other employees. 

(10) In the event that the teacher has not followed the instructions and orders 

of the department head or related superior. 

(11) In the event that the teacher talked or mailed on mobile phone for 

personal purpose during working hours. 

(12) In the event that the teacher refused to attend educational training 

ordered by ELEC without just cause. 

(13) In the event that the teacher violated the work discipline. 

(14) In the event that the teacher violated the Workplace Rules and any other 

regulations or internal notifications. 

(15) In the event that the teacher brought dishonor to the ES teacher such as 

violation of the laws. 

(16) In the event that the teacher falsified procedures for work or filed a 

false report. 

(17) In the event that the teacher committed any undesirable acts of similar 

degree to the acts set forth in each item above. 

 

Article 48 (Events for Salary Reduction, Suspension of Work and Demotion) 

In the event that the ES teacher committed any acts set forth in each item below, 

the ES teacher shall be subject to salary reduction, suspension of work or demotion. 

(1) In the event that the teacher committed any act set forth in each item 

above again or the degree was serious. 

(2) In the event that the teacher often committed responses or services, etc., 

which would invite distrust of customers and lacked enthusiasm and 

good faith in work and was recognized as disturbing the work due to 

negligence. 

(3) In the event that the teacher was absent from work, late for work, or left 

the office early often without just cause or has not worked in good faith 

such as arbitrarily leaving the duty. 

(4) In the event that the teacher abused the name or authority of ELEC. 

(5) In the event that the teacher defaced, destroyed or put in unusable 

conditions the TGG facilities, equipment, machines, apparatuses and 

goods of ELEC or deleted or put in unusable conditions the information 

stored in the recording media, etc. 

(6) In the event that the teacher used facilities, equipment, machines, 

apparatuses and PCs (including the Internet or e-mail, etc.) of TGG for 
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personal purpose or purpose unrelated to the business, which was 

heinous. 

(7) In the event that the teacher libeled ELEC, TGG, employee or business 

partners, etc., or damaged the honor and credibility of ELEC by 

disseminating false rumors. 

(8) In the event that the teacher committed any words or deeds that harm 

the personality of other employees, etc., or any act of sexual harassment, 

etc. 

(9) In the event that the teacher failed to report important matters or made a 

false report. 

(10) In the event that the teacher made a mistake in business due to 

negligence of duties and caused damage to ELEC, TGG or to the 

outside. 

(11) In the event that the teacher divulged the information of ELEC, TGG 

and related business partners or attempted to divulge. 

(12) In the event that the teacher allowed the third party to access the 

documents, books and any other papers of TGG without permission or 

committed any similar acts. 

(13) In the event that the teacher attempted to bring out goods of TGG or 

brought out without permission of ELEC. 

(14) In the event that the teacher failed to give necessary directions, cautions 

and instructions to the subordinates or was responsible for supervising 

the acts of subordinates falling under disciplinary actions. 

(15) In the event that the degree of violation of work discipline is serious. 

(16) In the event that the degree of violation of the Rules of Employment 

and any other regulations or internal notifications was serious. 

(17) In the event that the ES teacher significantly damaged the honor and 

creditability of ELEC and TGG due to private misconduct and libel, etc., 

to ELEC, TGG and employees or related business partners (including 

those on blogs and twitter and by similar means), which caused material 

adverse effect on the business of ELEC and TGG. 

(18) In the event that the teacher disturbed the control and order of 

workplace, not following the business commands and orders. 

(19) In the event that the teacher committed any act significantly impairing 

the honor or credibility of ELEC or causing physical damage to ELEC. 

(20) In the event that the teacher caused serious accidents due to negligence, 
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default or inadequate supervision of duties. 

(21) In the event that the teacher was absent for more than a week without 

permission or not attending regularly without just cause. 

(22) In the event that the teacher committed any unreasonable acts similar to 

each of the above items. 

 

Article 49 (Events for Dismissal by Persuasion and Disciplinary Dismissal) 

In the event that the ES teacher committed any act falling under any of the items 

below, the ES teacher shall be subject to dismissal by persuasion or disciplinary 

dismissal. 

(1) In the event that the teacher committed the acts set forth in each item of 

the preceding Article again or the degree was serious. 

(2) In the event that the teacher repeated the similar acts notwithstanding 

the disciplinary actions of warning, reprimand, suspension of 

attendance or demotion and was not recognized as being penitent. 

(3) In the event that the teacher was absent continuously or intermittently 

without permission or without just cause for more than fourteen (14) 

days per month and did not respond to the notice of attendance. 

(4) In the event that it was proved that the teacher falsified important career 

records and that the teacher was employed by using wrongful means. 

(5) In the event that the teacher was employed by another company or 

carried on his/her own business while employed by ELEC without the 

approval of ELEC. 

(6) In the event that the teacher committed violence, threat, injury, verbal 

abuse or similar serious acts (including traffic accidents by gross 

negligence, etc.). 

(7) In the event that the teacher committed theft, embezzlement or act of 

disloyalty, etc. 

(8) In the event that the teacher was subject to punishment laws or it 

became apparent that the teacher would be subject to criminal laws, 

which would impair the credibility of ELEC and TGG or the teacher 

was recognized as unsuitable for employment thereafter. 

(9) In the event that the teacher tried to gain personal profit by giving, 

receiving, borrowing or obtaining by fraud money and goods using 

official position and information. 

(10) In the event that the teacher defaced, destroyed or made in unusable 
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conditions the facilities, equipment, vehicles, machines, apparatuses 

and fittings, etc., of TGG due to intention or gross negligence or deleted 

or made in unusable conditions the information stored in the recording 

media, etc. 

(11) In the event that the teacher libeled or defamed ELEC, TGG, employees 

or business partners, etc., or disseminated false rumors and significantly 

damaged the honor and credibility of ELEC and TGG. 

(12) In the event that the teacher committed any words and deeds that harm 

the personality of other employees, etc., or any act of sexual harassment, 

etc., which was heinous. 

(13) In the event that the teacher disturbed the line of command of duties 

without just cause and disturbed normal operation of business. 

(14) In the event that the teacher caused damage or intended to cause 

damage to ELEC and TGG due to intention or gross negligence. 

(15) In the event that the teacher caused serious accidents due to 

work-related negligence, default or inadequate supervision. 

(16) In the event that the teacher divulged or attempted to divulge the 

management and business secrets, secrets known through business and 

personal information known through business without just cause. 

(17) In the event that the teacher carried out political or religious activities in 

the compounds of TGG. 

(18) In the event that the degree of violation of work discipline of teacher 

was serious. 

(19) In the event that the degree of violation of the Rules of Employment for 

ES Teachers and any other regulations or internal notifications was 

serious 

(20) In the event that the teacher committed any undesirable acts of similar 

degree to the acts set forth in each item above. 

 

Article 50 (Disciplinary Procedures) 

In disciplinary procedures, an opportunity of excuse by the person shall be given 

for the purpose of fairness. 

 

Article 51 (Management and Supervision Responsibility and Instigation) 

1 In the event that the ES teacher was subject to disciplinary actions, 

disposition for management and supervision responsibility shall be imposed 
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on the superior according to the situation; except as the superior took actions 

necessary for prevention of the act or there were unavoidable reasons for not 

taking such actions. 

2 In the event that the ES teacher caused other staff, etc., to commit any act 

falling under disciplinary actions by instigating or aiding other staff, etc., the 

ES teacher shall be subject to disciplinary actions in a similar manner to the 

person. 

 

Chapter 9 Safety and Health 

 

Article 52 (Medical Checkup) 

1 Medical checkup by the medical institution or doctor designated by ELEC 

shall be given to the teacher falling under legal requirements. 

2 An ES teacher must take the medical checkup under the preceding paragraph. 

If a teacher did not take the medical checkup, the teacher may be subject to 

disciplinary actions. 

3 If it is particularly necessary as a result of the medical checkup, ELEC may 

prohibit work for a certain period of time or conduct relocation. 

4 If an ES teacher received the result of medical checkup, the ES teacher shall 

promptly submit it to ELEC. 

5 To the teacher who is often late for work, leaves the office early or is absent 

from work, the medical checkup by the medical institution or doctor 

designated by ELEC may be ordered. 

 

Article 53 (Restrictions on Work) 

1 A person who is infected by a disease which might infect others or whose 

disease condition might be worsened due to work and any other person who is 

recognized by the diagnosis of a doctor as unsuitable for work may be 

prohibited or restricted from work. 

2 In the event that the teacher or a family member or a person living together 

with the teacher was infected by a disease which might infect others or it is 

suspected, the ES teacher shall immediately report it and receive necessary 

instruction. 

3 Under the preceding paragraph, ELEC may order implementation of 

sanitation and immunization shot and prohibition from work for a certain 

period. 
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Article 54 (Fire Prevention) 

1 An ES teacher must know the place where fire-fighting equipment and 

first-aid kit, etc., are equipped and their method of use. 

2 In the event that the teacher discovered fire and any other emergency disasters 

or the teacher found that there was such a danger, the ES teacher shall take 

flexible measures and immediately give notice to the person in charge and the 

person who was present and make efforts to minimize the damage thereby. 

 

 

Supplementary Provisions 

 

Article 55 (Entry into Force) 

These Rules shall be enforced as of May 1, 2018. 

 

Article 56 (Other) 

The governing language of these Rules shall be Japanese, and their English 

translation is made for reference purpose only. Should discrepancies arise in the 

interpretation and/or application of these Rules, the Japanese original shall apply. 
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Appendix: Part-Time Teacher Holiday Calculations 

 

Paid holidays shall be provided for part-time ES teachers after six (6) 

consecutive months of employment at ELEC and who work more than 

80 percent of the prescribed working days. 

 

The number of paid holidays the teacher is eligible to receive is 

calculated based on the average number of days the teacher works in a 

given week, by the length of time the teacher has been employed with 

ELEC. (See table below) 

 

working Total 

working 

days per 

year 

Length of employment 

days per 

week 6 months 1.5 years 2.5years 3.5years 4.5years 

  

4 days 
169～

216days 
7 8 9 10 12 

3 days 
121～

168 days 
5 6 6 8 9 

2 days 
73～120 

days 
3 4 4 5 6 

1 day 
48～72 

days 
1 2 2 2 3 

 

（END） 

 


