Policy Concerning The Handling of Personal Information for
Recruitment and Selection

Tomoyuki Nagatani

Director and Policy Manager for the
Protection of Personal Information
OTClnc.Telephone: 06-6743-4077

OTC Inc. will ask applicants to provide their personal information for the purpose of recruitment and selection.
Information concerning the handling of such personal information is as follows. Please only provide your
personal information to OTC after you have understood and agreed to the company’s personal information
policy outlined below.

1. Acquisition of personal information
OTC will first receive the applicant’s resume either submitted in person by the applicant, by post, or via e-mail.
This will include the applicant’s employment and educational background. At the interview, we will also ask to
view your graduation certificate, passport, alien registration card and other teaching certificates. OTC will
require copies of them if the applicant is offered the position.

2. Purpose of use
OTC uses personal information provided by applicants for the purpose of recruitment and selection only to the
extent that is necessary. OTC will not use personal information for any other purpose without the applicant’s
consent. Please note that any required documentation you submit to OTC will not be returned to you following
the recruitment and selection process. OTC assures the proper disposal and deletion of documentation that
contains the personal information of applicants.

3. The applicant’s rights concerning the providing of personal information to OTC
Personal information is provided to OTC on a voluntary basis, and it is an applicant’s choice whether or not to
provide such information to OTC. However, please note that it may affect the recruitment and selection process
when part or all of the requested documentation containing personal information cannot be provided.

4. Notifications concerning changes to the purpose and intended use of personal information and
refusing to provide or allow use of personal information
Please contact one of the policy managers below when you require notifications concerning changes to the
purpose and intended use of personal information, or have inquiries about refusing to provide or allow the use
of personal information. Please note that OTC will not disclose information or respond to inquiries about
matters concerning the selection process or the evaluation of an individual applicant.

Please sign in the space below after your name, address and today’s date if you understand and agree to the policy
outlined above.

Date: Address:

Name: Signature:

Personal Information Policy Inquiries (Weekdays 10:00~17:00)

Osaka Head Office Tokyo Branch Office Nagoya Branch Office
2-2-28 Dojimahamai, Kita-ku, 1-3-21 Shinkawa, Chuo-ku, 2-9-30 Sakae, Naka-ku,
Osaka 530-0004 Tokyo 104-0033 Nagoya 460-0008

Phone: 06-6743-4077 Phone: 050-5530-6947 Phone: 050-5530-6950
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