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Procedures to take at
the Shinjuku City Office

In Japan, there are broadly three categories of administrative
bodies: national government, prefectures, and municipalities
(such as cities, towns, and villages). Services most closely
related to local people such as welfare are provided by mu-
nicipalities—in our case, the Shinjuku City Office.

To use the administrative services provided by the office,
you first need to provide notification and complete certain
procedures. Complete the form below, mark the points A4
that apply to you, and contact the relevant office.
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Juminhyo (Residence Record) and
Zairyu Card (Residence Card)
(L] Juminhyo (Residence Record)

Resident Registration Section, Family and Resident Registration Di-
vision, 1st floor of Shinjuku Gity Office Main Building

Resident registration provides both a record and proof of your
address and the members of your household. The resident
registration system serves as the basis for all administrative
services offered by Shinjuku City. Like Japanese residents, all
non-Japanese individuals who intend to live in Japan for the
medium to long-term (medium to long-term residents) are
required to register.

[Arrival in Japan]

After arriving in Japan, medium to long-term residents that move
to Shinjuku City are required to submit the residence card (zairyu
card) they are issued (or passport if the residence card is to be is-
sued at a later date) and a moving-in notification within 14 days of
entering Japan.

+ For families that move to Shinjuku City, if the head of the house-
hold is non-Japanese, original documents proving the relation-
ship between the members of the family and the head of the
household and the corresponding Japanese translations of
these documents are required.

+ After submitting the moving-in notification, you can apply for a
copy of your juminhyo (small fee required).

[Moving to a different address]

When you move to a different address within Shinjuku City, re-
member to submit a change of address notification. When you
plan to move to another city, you must submit a moving-out
notification. Make sure to present your residence card when you
submit either of these notifications.

[] Zairyu card (residence card)

You are required to carry your residence card with you at all
times. For details about the residence card, please contact
the Immigration Services Agency of Japan.

Immigration Servises Agency of Japan
Immigration Information Center
0570-013904 (IP phone and PHS: 03-5796-7112)
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My Number (Individual Number)

My Number (Individual Number) is a twelve-digit code given
to all individuals with residence records. This Individual
Number is used in relation to social security, taxes, and
natural disaster measures for administrative procedures
defined by national laws and rules and ordinances of self-
governing bodies. This number will be used for the rest of
your life, so make sure you store it carefully.

Individual Number Notification

Resident Registration Section, Family and Resident Reg-
istration Division on the 1st floor of Shinjuku City Office
Main Building

To people who are newly-registered residents after entering
the country, a “Individual Number Notification” will be sent
to the address in your resident record by registered mail
(cannot be forwarded to another address).

Note: As of May 2020, the handling of the “Notification
Card” has changed. For more information, please read the
Shinjuku City website.
https://www.city.shinjuku.lg.jp/todokede/
koseki03_000001_00008.html

[OJMy Number Card (Individual Number Card)

Resident Registration Section, Family and Resident Reg-
istration Division on the 1st floor of Shinjuku City Office
Main Building

A My Number card (individual number card) is a plastic
card which contains an IC chip with an ID photo, and is
recognized as official identity verification documentation.
In addition, electronic certificates that can be used for e-
Tax income tax return filing and convenience store issu-
ing services are loaded into the card’s chip.

If you would like to apply for an individual number card,
please obtain an application form at the service counter
of Shinjuku City Office Main Building or branch office, or
download a form from the “Individual Number Card Com-
prehensive Website”. For more information, please read the
Shinjuku City website.

https://www.city.shinjuku.lg.jp/todokede/ =,
koseki03_002016_00002.html
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Certificate-Issuing Services at Conve-

nience Stores

You will be able to obtain copies of your residence record,
personal seal registration certificate, certificate of special
city resident/metropolitan resident taxation (tax exemp-
tion), and certificate of special city resident/metropolitan
resident tax payment at any convenience store, etc. across
Japan that has a kiosk terminal (multifunctional photocopy
machine). To use this service, you will need to have an indi-
vidual number card loaded with user electronic certificates™.

* The user electronic certificate certifies the user as the
authorized person on the Internet. The certificate can be
used as a means of confirming personal identification
when logging in at a Mynaportal, or when using conve-
nience store certificate-issuing services.

Copies of Residence Records/Personal Seal Regis-
tration Certificates

Resident Registration Section, Family and Resident Reg-
istration Division, Shinjuku City Office Main Bldg. 1F
Certificates for Resident’s Tax

Collection Management Section, Tax Affairs Division,
Shinjuku City Office Main Bldg. 6F

[Stores Offering This Service]

Shops such as Seven-Eleven, Lawson, Family Mart, Mini-
Stop

However, this refers only to stores with a kiosk terminal
(multifunctional photocopy maching).

[Hours]

6:30 a.m. to 11:00 p.m. (except during December 29
through January 3 and system maintenance periods)

[Handling Fees]

200 yen per copy (300 yen at the City Office service coun-
ter)
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Health Insurance

To receive medical treatment for illnesses and injuries with-
out worrying about the cost, everyone who lives in Japan
(including foreign residents) must enroll in health insurance
operated by a public institution.

Health insurance programs include worker’s health insur-
ance for operators of companies and businesses and those
who work there, and National Health Insurance for others,
such as self-employed persons and the unemployed, in-
cluding students.

Once enrolled in health insurance, you can show your
health insurance card at the hospital reception counter and
receive medical examinations and treatment by paying a
relatively small percentage of the expense.

Please check with the respective insurer concerning eligibil-
ity requirements for enrollment.

For Company Health Insurance

Ask the company or business where you work.

For National Health Insurance

National Health Insurance Eligibility Section, Medical
Insurance and Pension Division

Shinjuku City Office, Main Bldg. 4F, Service Counter
No. 8

03-5273-4146

Pension

In Japan, a pension system has been established as a part
of the social insurance system to provide an annuity for the
aged, the disabled, and the bereaved. The pension system
is a kind of two-tier system. The National Pension Plan is
the basic pension plan that covers all pension plan holders.
Employees’ Pension Plans, which are called kosei-nenkin,
etc., are provided in addition to the basic pension.

[J National Pension Plan (Category 1)

Pension Section, Medical Insurance and Pension Divi-
sion, on the 4th floor of Shinjuku City Office Main Build-
ing

[Eligibility] Japanese and registered residents in Japan,

20 to 59 years of age, who are self-employed or not em-
ployed. They must pay the premium by themselves.

1 Employees’ Pension Plan (kosei-nenkin, etc.) (Category 2)

Get information at the company or organization where
you are working.

[Eligibiity] Company employees and government work-

ers. The premium they have to pay differs depending on
their wages. The premium covers not only the basic pen-
sion plan, but also such workers’ dependent spouse’s ba-
sic pension plan (Category 3), if applicable.
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Pregnant Women

[J Notification of Pregnancy
Public Health Center
Health Services Section, Health Promotion Division, 1st floor, 2nd
Branch Office

When you become pregnant, notify the city as soon as you
can. You will be provided with the Mother and Child Health
Bag. This bag contains documents such as the Mother and
Child Health Handbook (Boshi Kenko Techo), or the multi-
language version if necessary, as well as expectant mother
health examination slip which entitles pregnant women to
receive subsidies that cover part of the expectant mother
health examination costs.

L] Registration of Birth
Family Register Section, Family and Resident
Registration Division, on the 1st floor of Shinjuku City Office Main
Building

When a baby is born in Japan, the birth must be registered
within 14 days, counting from the day of birth.
* In addition to the birth registration, be sure to apply for resident

status for the baby within 30 days at the Tokyo Regional Immigra-
tion Bureau.

Parents

1 Child Support Allowance and Medical Subsidies
for Child Health Care
Children’s Medical Care and Allowance Section, Children and
Family Division, on the 2nd floor of Shinjuku City Office Main
Building

[Eligibility] Children up to 15 years of age (until the first

March 31 after the child reaches 15 years of age)

*An application must be submitted to the city office or
branch office to receive the child support allowance.

O Immunizations

Public Health Center

Disease Prevention Section, Public Health

Promotion and Disease Prevention Division, 1st floor, Shinjuku
City Office New Wing of Annex 2

BCG, DPT-IPV, and MR (Measles and Rubella Combination)
vaccinations are provided for children. Immunization slips
are mailed to the parents of eligible children who are regis-
tered residents.

*Depending on the time period in which you move, immuni-
zation slips may not arrive in some cases.

*If you have incomplete immunizations, you will be given an
immunization slip.
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[ Health Checkups for Infant and Toddlers

Any Public Health Center

Health checkups for infants 3-4 months old, 1.5 years
(dentistry) and 3-year-olds are conducted at Public Health
Centers, and for infants 6 months, 9 months, and 1.5 years
of age (medical checkup) are conducted at contracted
medical institutions. All are available free of charge.

L] Consultation about Enrolling in Nursery
Schools or Kodomoen

Enrollment Section, Nursery School Division, on the 2nd
floor of Shinjuku City Office Main Building

[Eligibility] Infants 43 days or older to children about to en-

roll in elementary school, children requiring nursery school
care due to their guardians’ working schedules, etc.

L] Consultation about enrolling in kindergarten

Kindergarten Section, School Management Division, on the
4th floor of Shinjuku City Office Annex 1

[Eligibility] Infants, 3 - 5 years of age

[ Enroliment Procedures for Municipal Elementary and
Junior High Schools
School Management Support Section, School Management
Division, on the 4th floor of Shinjuku City Office Annex 1

In Japan, children between 6 and 15 years of age are en-
titled to an education. This is compulsory, and comprises
six years at an elementary school and three years at a junior
high school, for a total of nine years. Admission charges,
tuition, and textbooks are free of charge, while school
lunches, educational materials, etc. are to be paid for by
parents. Foreigners wishing to attend municipal schools
may also apply, and if their applications are accepted they
will be enrolled as students.

Advice from sempai |

Are you worried about your child's Japanese
abilities? Shinjuku City has you covered. The
city provides language assistance to help
children study Japanese, enabling them to
enjoy their school life (see page 16).
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