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PROGRAMS AND TRAINING FOR INCOMING PERSONNEL

1.
PURPOSE.  This circular provides guidance on programs for newly arriving personnel.

2.
APPLICABILITY.  This circular applies to U.S. Army Japan (USARJ)/9th Theater Army Area Command (TAACOM) staff offices, subordinate commands, and attached and other units and activities.

3.
REFERENCES.  None.

4.
EXPLANATION OF ABBREVIATIONS AND TERMS.  Abbreviations and special terms used in this circular are explained in the glossary.

5.
GENERAL.  An understanding of Japanese customs and culture is essential to enhancing every individual’s tour in Japan.  A minimal, basic understanding of the Japanese language will foster and improve the contacts we have with our Japanese hosts and expand our ability to represent the United States in a positive manner.  In order to ensure that all incoming personnel, both U.S. military and civilian, are well prepared to serve a productive and meaningful tour in Japan, commanders/directors will ensure that the following programs are in place:


a.
Sponsorship Program.  Appoint a sponsor for all incoming personnel.  Newly assigned sponsors will obtain training (if available) and obtain a Welcome Packet to send to newly assigned individuals.  It is important that the sponsor writes to, or otherwise contacts, the newly assigned individual within 10 working days after the assignment is made.  If appropriate, Youth Sponsors should also be assigned.


b.
Newcomer’s Orientation/Briefing.  All incoming personnel will attend a Newcomer’s Orientation/Briefing within 30 calendar days of arrival in-country.  Family members are strongly encouraged to attend as well.
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c.
Headstart Class.  Commanders will ensure that incoming personnel, who have never been stationed in Japan before, to include Okinawa, are enrolled in Headstart Class within the first 30 calendar days of arrival in-country and complete the Program within 90 days of arrival.  Family members are encouraged to attend.

6.
RESPONSIBILITIES.  The importance of a newcomer and his/her family members participating in these programs and attending these classes cannot be overemphasized, and will take priority over all other requirements within this command.  Commanders/Directors will submit the following information to the Deputy Chief of Staff for Personnel (DCSPER), USARJ/9th TAACOM, on a quarterly basis via memorandum to Commander, U.S. Army Japan/9th Theater Army Area Command, Unit 45005, ATTN:  APAJ-GA-CA (Ms. Tibbs), APO 96343-5005, or electronic mail to TibbsE@zama-emh7.army.mil.  This information will become a recurring reportable item during the semiannual USARJ/9th TAACOM Commander’s Conference.


a.
Unit.


b.
Date of report.


c.
Reporting period (1 Jul - 30 Sep, due 10 Oct; 1 Oct - 31 Dec, due 10 Jan; 1 Jan - 31 Mar, due 10 Apr; and 1 Apr - 30 Jun, due 10 Jul).


d.
Number of new personnel arriving during the reporting period.


e.
Number of personnel attending Newcomer’s Orientation/Briefings during the reporting period.


f.
Number of personnel enrolled in Headstart Class during the reporting period.


g.
Number of personnel who completed Headstart Class during the reporting period.


h.
Comments.

7.
TELEPHONE NUMBERS.  The telephone numbers to coordinate attendance at the Newcomer’s Orientation/Briefing and Headstart Classes are as follows:


a.
10th Area Support Group (ASG).



Newcomer’s Briefing:  644-4385.



Headstart Class:  644-5188.
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b.
17th ASG.



Newcomer’s Briefing:  263-4357.



Headstart Class:  263-5261.
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GLOSSARY

Section I.  Abbreviations.

ASG

Area Support Group

DCSPER
Deputy Chief of Staff for Personnel

TAACOM
Theater Army Area Command

U.S.

United States

USARJ
United States Army Japan

Section II.  Terms.

This section contains no entries.

Section III.  Special Abbreviations.

This section contains no entries.

Glossary-0
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