
 Senior High School.

 2026 Nagasaki Welcome Orientation.



Today’s Agenda

❖ School types
❖ Useful phrases
❖ Days off
❖ Clothing

❖ Morning meeting
❖ Calendars, Portal
❖ Cleaning time
❖ Clubs: Overtime or 

volunteer?
❖ Enkai

❖ 3-point plan
❖ Example lessons
❖ Accessibility 

① General 
High school 
info

② Tips for 
your high 
school life

③ Simple 
Lesson plan 
crash course



aaaaaaaaaaaaaaaaaaaaaaaaaaaaTypes of Senior High Schools

● Academic High School 
● Agricultural High School
● Technical High School
● Commercial High School 
● Super Science High School
● Special Needs School



aaaaaaaaaaSupervisors

❖ First line of communication
➢ Check in about paid time off, English Days at other 

schools, plans to leave the country, and other requests

❖ Supervisor may change in April
❖ Not all supervisors have worked with ALTs before, 

and they may not be knowledgeable about ALT 
issues



aaaaaaaaaaaaaaaaaaaaUseful words/phrases

● Principal - Kōchō Sensei 
● Vice principal - Kyōtō Sensei
● Annual leave - Nenkyuu
● Sick leave - Byokyuu
● Thank you for your hard work. - Otsukaresama Desu.
● Thank you for your hard work. - Otsukaresama Deshita.
● Excuse me for leaving early. - Osaki ni shitsurei shimasu.



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaHow to say “no” professionally

● “I can have that done by ___”

● “This afternoon is a little difficult, would tomorrow 
be alright?”

● 「ちょっと…」Chotto… (That’s a little…)

● 「難しい」Muzukashii (difficult (impossible))



aaaaaaaaaaDays Off
❖ Fill out this paper 

form to request 
annual leave
➢ Do you know 

where this paper 
lives…?



aaaaaaaa

● Annual leave 年休・nenkyuu
○ 20 days/year, can be taken hourly

● Summer leave 夏季休暇・kakikyuka
○ 4 days/year, usually have to take over Obon

● Substitute holiday 振替休日・furikae kyujitsu
○ For school events that necessitate working a 

weekend day
● Sick leave

Days off



What day, month, and/or 
hours you’re taking off

All the people who said they saw this 
paper and it’s okay for you to go

How many days/hours total that you 
have taken off THIS TIME (ten minutes 
into an hour counts as the whole hour)

How many days/hours total that you have 
taken off CUMULATIVELY (make sure you 
consolidate the hours into days after 7* 
hours)

How many days/hours total that you have 
LEFT OVER (make sure you consolidate 
the hours into days after 7* hours)

How many days/hours you can take off 
(can be rolled over from last period 😏)

The period of time the office is counting

The day you requested 
leave (most offices let you 
fudge it a bit*)



aaaaaaaaClothing

❖ Dress codes vary by school. However, all schools 
should have some form of summertime “cool biz” 
for more comfort.

❖ It’s good to keep a change of formal                   
and athletic gear in your locker.

❖ Graduations and school ceremonies                      
are formal.



aaaaaaaa
aaaaaaaa
Morning 
Meeting



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaCalendars and Timetables (Weekly)



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaCalendars and Timetables (Weekly)



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

                               

                               

Me

Calendars and Timetables (Weekly) 



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaCalendars and Timetables (Weekly) 



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaCalendars and Timetables (Monthly)



Schedule 
Boards



Timetable 
Changes



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaQuick Note: Staying in Contact



aaaaaaaaaaaaaaaaaaa
aaaaaaaaaaaaaaa
NEWS Portal / Login



NEWS Portal / Home Page
Calendar / “Scheduler”

Notices

校内 - From within 
your school

他校 - From other 
schools

School email
(Microsoft Outlook)

Microsoft 
Teams Link

Important 
Links

?
School email

(Defunct)



aaaaaaaaaaaaaaaaaaaaaaaaaaaa

Create a request

NEWS Portal / Business Trips



aaaaaaaaaaaaaaaaaaaaaaaaaaaaNEWS Portal / Business Trips



aaaaaaaaaaaaaaaaaaaaaaaaaaaa

Job title

Date of Entry

Name

Start and End dates

Start and End times

Location Address
Location Name

Transportation 
Method(s)

NEWS Portal / Business Trips



aaaaaaaaaaaaaaaaaaaaaaaaaaaa

“To confirmation 
screen”

Attach file(s)
(IMPORTANT!)

NEWS Portal / Business Trips



aaaaaaaaaaaaaaaaaaaaaaaaaaaaNEWS Portal / Business Trips

“Submit digitally”
(Make sure to click this one!)



You did it!
But now you have to enter all that info again 
every time you take a business trip…or do you?



aaaaaaaaaaaaaaaaaaaaaaaaaaaaNEWS Portal / Business Trips

3: “Create via copy”



aaaaaaaaaaaaaaCleaning Time

❖ Students and teachers are   
assigned to different cleaning areas.

❖ You probably don’t have one; find a 
place to help out!

❖ Great time to interact with students, 
learn names, and show you are 
willing to be involved!



aaaaaaClubs

❖ If your school has an 
English club, you will likely 
be in charge of it!
➢ Its okay to encourage 

the students to take 
responsibility for the 
club.

❖ Henda English Debate 



aaaaaaClubs



aaaaaaaaaaaaaaaaaaaaaEnkai (drinking party)

❖ Work party, usually a course meal with unlimited 
drinks over a set time period
➢ Usually 4,500-7,000 yen in cash at the door

❖ Can be a good chance to socialize with coworkers 
you often don’t speak with
➢ It’s okay to not go very often!



aaaaaaaaaaaaSocial Media

❖ NO
➢ Pictures of students (unless identity is obscured) 
➢ SNS Friends with students 

➢ Plans to meet students outside of work

❖ Check website for further guidance

😃😇



aaaaaaaaaaaaaaaReappointment 

❖ Reappointment is not guaranteed

❖ Prefectural schools must submit the forms in 
early January
➢ Your school may give you the reappointment 

forms very late! 

❖ Think about whether you will recontract                 
ahead of time!



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaGeneral Lesson-planning tips

❖ Have at least one game ready to kill time
❖ Check answers with a partner before asking for 

volunteers
❖ Structured outlines will help them start and finish 

writing assignments
❖ Take yourself seriously as a teacher!

➢ If you make a worksheet, aim to finish it
➢ If you make them write, have them read it, or 

collect it



aaaaaaaaaaaaaaaaaaaaaaaWorking with your JTEs

❖ Teaching styles often vary between JTEs
➢ Discuss expectations with each JTE
➢ Be flexible

❖ Be proactive about getting feedback! 
➢ Remember you are an assistant

❖ Communicate the lesson plan ahead of class
➢ Putting a copy on their desk with                               

a note is enough



Mock 
Lesson!



aaaaaaaaaaaaa① Brainstorm/Warm-up

❖ What different things can you consider while 
creating a lesson plan or choosing what kind of 
activity to do?

❖ Write as many things as you can think of!



aaaaaaaaaaaaaaaaaaaaaaa
➢ Goals and the 4 components of language learning:
- Speaking
- Listening 
- Reading
- Writing

① Brainstorm: examples

➢ Current grammar points
➢ Vocabulary (review)
➢ Sharing your own culture
➢ Present: in groups or in front of 

class?
➢ One-shot vs multi-class?

“Uhhh what did we do last time…”



aaaaaaaaaaaaaaaaaaaaaaa① Warmup: examples



aaaaaaaaa② Outline

Take memos about three parts for your lesson plan
Topic: Summer Vacation

❖ Brainstorm/warm-up activity
➢ ______________________

❖ Outline: what kinds of questions will you ask?
➢ ______________________

❖ Output: what will the students produce?
➢ ______________________



aaaaaaaaaaaaaaaaaaaa② Outline: examples



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa③ Output: draft a lesson worksheet!

❖ Sketch out a worksheet about summer vacation!
➢ What will they do in each part?
➢ What will the writing space look like? Lines, an 

empty box?
➢ What will you write for each part?

❖ Bonus: 
○ Estimate time per section
○ Ways to include your JTE

○ Notes for instructions
○ Time-killer games



aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaDetailed Lesson plans



aaaaaaaaaaaaaAccessibility

❖ Be careful of the chalk you use on the blackboard
❖ Font size matters!
❖ Italicized and underlined words are harder to decode

➢ For emphasis, try bold, a different font, or bigger
❖ Consider letter modelling - a / a or g / g
❖ Give presentation slides plenty of space.

Can you read 
this?

Or this? How about this?



CREDITS: This presentation template was created by Slidesgo, and 
includes icons by Flaticon, and infographics & images by Freepik 

Thanks!

Please keep this slide for attribution

You can do it! The 
fire of Assistant 
Language Teaching 
burns within you!

https://bit.ly/3A1uf1Q
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr

