
  Certificate of Employment Filled-in example 
 

・Valid certificates have a date of 
certification within four months of 
the date of application.

・In principle, temporary workers from an agency, etc. should write the agency 
address or their workplace. 

【No.7】 
・Fill in the days the 

employee works. 
 
・Fill in the working 

hours, including 
breaks. 

 
・If the employee is 

using the Shorter 
Working Hours for 
Childcare system, fill 
in the working hours 
in the 
contract/regulations 
before the system was 
used. Fill in the 
working hours with 
the system in No.13. 

【No.4】 
・You must fill in the 

employment start date 
for the employee. 

 
・Fill in the date the 

employee started work 
for the start date of 
employment. 

 
・If the date of the start of 

the current contract 
differs due to contract 
renewal, write the date 
the employee first 
started working for the 
company. 

 
・Only write an end date 

for fixed-term contracts. 
If the period is 
indefinite, leave the end
date blank. 

 
・If the contract is fixed-

term, you must fill in 
No. 14 as well. 

・We may ask about the content of the form. 

【No.15】 
・If the employee is 

working away from 
home, make sure 
this is noted. 

【No.11】 
・In Other, you should 

also write if leave 
longer than a month 
was taken, such as 
leave to accompany a
spouse. 

【No.14】 
・If a contract will not 

be renewed or this is 
undecided, it is not 
possible to apply to a 
Pupils’ Club. 

【No.17】 
・Use the remarks section if the total hours spent working 

exceeds the working hours, for example due to exceptional 
clocking in and clocking out times (e.g. the employee has to 
arrive at work 15 minutes before their working hours due to 
work regulations). 

 
・If there are any particular items of note relating to irregular 

work, leave, or anything else, write them here. 

【No.16】 
・Write familial 

relationships up to 
the third degree. 

【No.18】 
・The guardian should fill this in. 
・If it is not filled in, check the details 

given on the application for the use of 
Pupils’ Clubs. 


