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Leaving JET Checklist 



· Visa - Make sure your visa doesn’t run out on your last day of work. (If your visa has expired when you try and leave Japan it may cause big problems). If it will expire on your last working day, let your school know and they should help you change your visa to a temporary visa for your remaining time in Japan. 
· Designate a Tax Representative (for your pension tax refund). 
· Return your medical insurance card to your Contracting Organization.
· Prepare all teaching materials for your successor. 

· Download the "Predecessor to Successor Form", fill it out, and give it to your CO to send with your successor's welcome letter. 

· Download the "CO to Successor Form" (Bilingual), and give to your CO to fill out and give to your successor. Encourage at least one JTE to get in contact with the new ALT before they come to Japan so they will feel welcome.

· Cancel your newspaper and magazine subscriptions, your keitai contract, your Internet service contract, car insurance contract, etc. 

· Pay your bills! (Your office should help you with this.) 

· Rent 

· Electricity, gas, and water bills (Arrange ahead of time for your meters to be read on the last day. The bill can be paid on the spot.) 

· Domestic and International telephone bills 

· Other (Internet, keitai, satellite TV, etc.) 

· Transfer bank balances and/or close bank accounts. *WARNING* Some people have not been able to have their meters read and pay on the spot. If this is the case, you will need to leave a bank account open with money to pay bills in it. Your school should then send your bankbook, money, and hanko to your address in your home country. 

· Leave your forwarding address with your office and the post office. If you leave Japan, the post office will only forward mail sent to you that has come from overseas. Mail from Japan will be returned to sender. If you stay in Japan, all your mail and parcels will be forwarded to you for up to one year. 

· Clean your apartment (Your Contracting Organization may also require that you have the futons cleaned and replace any damaged shoji or tatami.) Be sure to tell your school not to throw out things that you have left for your successor. 
· Leave for your successor: 

· All your contact information 

· Town map and information about the local shops, restaurants, etc. 

· Bus and train schedules 

· List of emergency and work phone numbers 

· Garbage arrangements: time and categories 

· Copies and explanations of your bills 

· Office/school seating chart with names, job titles, responsibilities 

· Notes on projects, team teaching, class levels, lesson plans etc. 

· Anything else you wish your predecessor had left you! 

· Write or update a guide about your area for the Niigata website that your successor and other JETs in your area can use. 

· Hand in your Alien Registration Card to immigration authorities at your port of exit. 


Successor Information 



You will find out in about June who your successor will be. Please write a welcome letter now so you can post it or email it once you have learned your successor's details. Check the General Information Handbook for advice on what to write about.

Selling stuff to your successor
It should go without saying that you should be reasonable when trying to sell things to your successor. It is suggested that you use the following formula when calculating how much (if anything) to charge your successor: gear purchased new divided by 2.
Since there is no guarantee that you will automatically be able to sell your things to your replacement, please discuss the matter with them as soon as possible.
Please remember that you got good use out of your stuff for 1-3 years. Please don't use "well I was ripped-off" as an excuse to do the same.

Cleaning your Apartment
Every year there are a few JETs who do not clean their apartment or leave their affairs in a mess when they depart. This is embarrassing and has a big negative effect on the next person. As 99% of you already know, you need to clean your apartment completely before you leave. This may mean throwing away/recycling a lot of stuff (i.e. anything that is broken, any and all garbage including used batteries, personal decorations and trinkets, old magazines, etc.). Your successor will thank you when he or she walks into a clean and uncluttered apartment. Good karma!

In the case that you do not have a successor, the degree to which you must clean the apartment and get rid of large garbage depends on the landlord. Please ask your supervisor for assistance and a copy of the housing agreement. If you need help with this, please contact a PA.

Team-Teaching Report (for ALTs)
Prefectural ALTs are asked to write a 2-page report on the TT situation at their school(s). This report should be handed to your supervisor and should also be included in the welcome package you send to your successor. Writing it for both audiences ensures that your successor has access to good, objective information.

The report should contain information on:

· your schedule; 

· what worked in the classroom for you (as well as what did not); 

· suggestions on teaching materials and teaching methods; 

· And the level and general characteristics of your students. 

Not only will this document serve to manage your successor's expectations, but it might also help your supervisor, and your English department, reexamine the approach to Team-Teaching at your school(s).



Flights Home 



1. Your supervisor should receive a form from the General Affairs Division at Kencho in late May or early June. So that your supervisor can fill it out, please provide three possible flights for the date that you wish to return home as soon as possible (must be w/in 1 month of contract end). 
2. Kencho will decide on one of the three flights. 

3. The Board of Education sends the money for the ticket to your school or education office. 

4. Your school either pays for the ticket or deposits the money into your account. It is their choice. 

If anyone has a problem with the flight home, please call a PA as soon as it comes up. 

The last day to leave Japan
For ALL JETs: You have up until one month after your contract ends to leave Japan, if you wish to use the flight provided to you under the JET Programme Contract. For example, if the last day of your contract is August 5th, the departure date of your return flight can be no later than September 5th.
Working on in Japan: If you enter into a work contract in Japan w/in a month of the end of your JET contract, you are not eligible for the flight home.


Contractual Issues 



Your last JET paycheque
The final pay will be deposited on the 21st of July for those leaving after that date. For people leaving before the 21st, the last pay will be deposited a few days before departure. Check with your supervisor. For Municipal JETs, the date of the final paycheque deposit may vary according to your Municipality's pay schedule. The last pay packet will be less than usual because you will not be working a full month. One day's wage (before deductions) is about 13,000 yen. If pension deductions were taken off your first paycheque, they should not be taken off your last. But please make sure you have made 12, 24, or 36 pension payments (depending on year). This is important for the pension refund.

The last day of your contract
2009 JETs: Group A: July 26, Group B+C: August 2

2008 JETs: Group A: July 27, Group B+C: August 3

2007 JETs: Group A: July 29, Group B+C: August 5

2006 JETs: Group A: July 30, Group B+C: August 6

2005 JETs: Group A: July 24, Group B+C: July 31

You are expected to work on the last day of your contract, unless of course, your contracting organization allows you to take nenkyu. If you wish to take nenkyu at the end of your contract, please ask well in advance. Unpaid leave is very difficult to obtain at any time and is not allowed at the end of the contract.



Filing for the Pension and Tax Refund 



During our time on JET, we have been paying into the Japanese pension system. After we leave JET, we are eligible to receive a portion of this money back. There are two payments we are eligible for: the Pension Refund and the Pension Tax Refund. Although we are eligible for these, you will not receive them unless you follow the following instructions:

· Choose a Japanese person you trust (your Supervisor or a co-worker/friend that you are close with) to be your Tax Representative. 

· Fill out the "Declaration Naming a Person to Administer the Taxpayer’s Tax Affairs" (Nozeikanrinin no Todokedesho) with your Tax Representative & bring it to either a Social Insurance Office (Shakai Hoken Jimusho) or the Tax Section of your Municipal Office. A bilingual version of this form for non-Japanese residents is available at the Social Insurance Office. 

· Make sure you have the following before you leave Japan: 

1. Your Pension Book (Nenkin Techo)- the little orange or blue book you should have received upon arrival. 

2. theDattai Ichijikin Saitei Seikyusho or "Request of Arbitration for Lump-sum Withdrawal Benefit" form. 

· Leave Japan. Turn in your Foreigner Registration Card on the way out. 

· After you arrive home, file for your Pension Refund. Send the following to the address below: 

1. The filled-out "Request of Arbitration for Lump-sum Withdrawal Benefit" form. 

2. Your Pension Book. 

3. Passport Photocopies of the pages showing your name, date of birth, nationality, signature, work visa, and the date of departure from Japan. 

4. A document (copy of your bank statement, bank passbook, etc.) verifying the bank name, branch office name, branch address bank account number, and the full name of the account holder (must be your own).

Social Insurance Agency
3-5-24 Takaido Nishi
Suginami-ku, Tokyo 168-8505
JAPAN

· Receive the "Notice of the Lump-sum Withdrawal Payment" in the mail and the Pension Refund in your bank account. KA-CHING #1. 

· Make a copy of the "Notice of the Lump-sum Withdrawal Payment" and send the original to your Tax Representative. 

· Have your Tax Representative go to the same tax office as before and file the kakutei shinkosho for you. The Tax Representative will receive your Pension Tax Refund in their bank account. 

· Have your Tax Representative send you your Pension Tax Refund. KA-CHING #2. 

IMPORTANT THINGS TO REMEMBER:
The Pension Refund you get back initially is actually around 80% of your pension- what is left after taxes are subtracted. The remaining taxes paid are returned when you file for the Pension Tax Refund.

In order to receive the refund, you MUST turn in our foreigner registration card at the airport upon final departure of Japan.

Application for the refunds must be made within 5 years of leaving Japan.

Both the Niigata PAs and CLAIR can answer general questions about the refunds; however, they do not handle the paperwork. For more details, please contact the designated tax office of your residence in Japan.



Visa Information 



Please read the April CLAIR News for information about getting tourist, work, or student visas to stay in Japan after your working visa has expired.
Special for 1st & 2nd Years

If your visa is still valid, you can leave and re-enter Japan as long as you have the appropriate re-entry permits. However, in order to become a non-resident and collect your pension refund you have to cancel that visa when leaving Japan (i.e. leave without a re-entry permit).

Don't forget to hand in your alien registration card at immigration on your way out.

Special for 3rd Years
You must leave Japan before your current visa expires OR you must apply for a temporary visitor visa before your current visa expires. Temporary visas may be issued in one day IF all of the necessary documents are presented and the application is approved. Ask your supervisor to call the immigration office before you go, to confirm what you have to do and how long it will take.

Temporary visitor visas are valid from the date of issue for a period that usually extends to 90 days after issuance, but sometimes for a shorter period of time. Note that it is illegal to work on a temporary visitor visa. This makes things problematic for JETs whose working visas run out on the same day or shortly after their contracts end. They could try getting temporary visas on their last days, but if the immigration office needs additional documentation, or if the application is refused, JETs could find themselves in the position where they are illegally stranded in the country. There may be a way around this - a JET may go to the immigration office in advance with all the documentation and a letter from their contracting organization asking that the temporary visitor visa be issued from the last day of the present working visa. This is not normal practice, but the immigration office may agree to do this. This is a much safer method than going at the last minute and hoping that your application is in order and gets approved. If you are able to extend your visit in Japan, under a temporary visitor visa, the CLAIR-sponsored flight home provisions still apply.

For detailed information on how to apply for a temporary visitor visa, please refer to the April CLAIR News.

Documents needed for visa renewal (in the case of changing Status of Residence):
1.Visa
2.Alien Registration Card
3.Copy of proof of current employment, including contract finish date
4.Copy of proof of future employment, including contract start date
5.Copy of future employment contract
6.Copy of last year's income statement- this should have been received at the end of last year in the mail 

The numbers for the nearest immigration branch offices for Niigata JETs are:

025-275-4735 (Niigata Airport) and 026-232-3317 (Nagano City)


Shipping Info 



Post Office

http://www.post.yusei.go.jp/english/index.html
Gaijin Pot - This site offers useful links to most shipping companies:
http://www.gaijinpot.com/shipping.php
Excess baggage - Most airline sites can give you information, but one example is:
http://www.britishairways.com/travel/baggag/public/en_gb
The Excess Baggage Company doesn't offer door to door shipping but has useful info:
http://www.excess-baggage.com/index.asp
Some companies handle excess or unaccompanied baggage, Jetta Express is one example:
http://www.jetta.com.au
Other Shipping Sites
	Japan Express:
	http://www.japanexpress.co.jp/e/moving/index.html

	Nippon Express:
	http://www2.nittsu.co.jp/rem/nhp/html/english/index.html

	Pakmail:
	http://pakmail.co.jp/en/

	Japan Luggage Express Ltd:
	http://www.jluggage.com

	Economove Japan Co Ltd:
	http://www.economovejapan.com


(Economove apparently offers a 5% discount to those who use the ‘jetsetjapan’ website)
Things to bear in mind when sending stuff home
· You may need - bubble wrap/newspaper, very strong tape, scissors, permanent marker, strong boxes (try supermarkets or buy at the PO). 

· You cannot send - firearms, explosives, fireworks, weapons, fresh food, drugs, soil or plants, obscene materials, ammunition, goods for resale. 

· Label your boxes, and keep your own lists of what is in each (numbered) box. 

· Have an estimate of the boxes' value and insure things that you are worried about. 

· Have prescriptions for any medicines. 

· Keep non duty free goods on a separate list. 

· List serial numbers of goods that have them. 

The Post Office charges around ￥10,000 to ship a 20kg box DOOR TO DOOR. This is the maximum weight per box. There are also some restrictions on the size of your suitcase or box, so please check this with your post office. You can get special packaging for books from the post office, called tokubetsu yutai insatsubutsu, which you can send for the cheaper printed matter rate.

Many shipping companies DON'T deliver door-to-door, so extra charges may mount up. You would also need to consider how you would get your baggage to and from the ports. Shipping companies don't charge by weight, but by volume (minimum is one cubic metre) so it's usually only worth it if you have more than 100kg to send. The exceptions are odd shaped or fragile items.

If you intend to ship a car, be careful how you go about it. It may take a considerable amount of time to organize before departure, and even once it arrives in your home country. There are formalities such as customs inspections to get through which can take up to 6 months.



Reverse Culture Shock 



Thanks to Dr. Jim McRae from the CLAIR Counseling Committee
No matter what you may think now, chances are you will get some kind of culture shock on return to your home country. Home probably won't have stayed the same waiting for you to get back and neither will your friends and family. Certainly you have changed in some way in order to be able to function in Japanese society, and you may not function so well in your "home" culture as you used to. This is a stressful thing to come to terms with. Think about what ways you and your home have changed since you've been in Japan. 

Try to deal with the loss of Japan as much as possible while you're still here. Make lists of what you've achieved; what you would like to take home with you (abstract and concrete); and what you can't take home and will have to say farewell to. What you will really miss about Japan and what you really won't. Set long-term goals.

Be sure to have appropriate farewells with the people you may not see again for a long time. A big night out may be an appropriate way to say goodbye to some people but maybe not others. Think about how you want to say goodbye. Don't say a hurried farewell to your close friends because you're caught up in the business of preparing to leave. Emotional preparations are just as important as packing, holiday planning and preparing for your successor.

When you get home, be sure to take plenty of time to reflect on your Japanese experience. Probably you will be able to make sense of it all a lot better from a home (or is that foreign?) setting. Just as most of us learn a lot about our home culture from our time here, we can expect to realize a lot about Japan from home. Remember though that just because we are fascinated by the beauty and intricacy of Japanese culture doesn't mean that our friends and family will be. They can't possibly relate on the same level. Join your local JET Alumni Association, exchange language with a Japanese student, take night classes in Japanese - go looking for ways to keep your Japan connection going.

Don't stress about getting stressed! The worst re-entry shock you experience may be that you can't find your favourite soy sauce to put on your tofu. However, do take the time to prepare adequately for the emotional side of going home as well as the material stuff.

More information is available in the JET Programme General Information Handbook.
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