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The following provisions apply for the upcoming year-end and New Year holiday season.

1.  The holidays authorized for MLC/MC/IHA employees by the contracts/agreement:

     29 Dec 2002 to 3 Jan 2003

2.  For 29 Dec 2002, one of the following three cases will apply to all MLC/MC/IHA employees:

     a.  If Sunday, 29 Dec 2002 is not a regularly scheduled workday and Friday, 27 Dec 2002 is, then that Friday (27 Dec 2002) will be the holiday—alternate holiday for Sunday, 29 Dec 2002—for such employees.

     b.  If Sunday, 29 Dec 2002 is a regularly scheduled workday, then that day (Sunday, 29 Dec 2002) will be the holiday (as scheduled in the MLC/MC/IHA) for such employees.  Friday, 27 Dec 2002 will not be designated as an alternate holiday (for Sunday, 29 Dec 2002) for such employees.

     c.  If neither Friday, 27 Dec 2002 nor Sunday, 29 Dec 2002 is a regularly scheduled workday, Friday, 27 Dec 2002 will be observed as a holiday—alternate holiday for Sunday, 29 Dec 2002—and the rest day (for Friday, 27 Dec 2002) shall be temporarily changed to a different day.  In this case, the supervisor (preferably after considering the desire of each affected employee) should determine the alternate rest day in advance of the holiday season.
3.  Alternate holidays/rest days are not authorized for the following days:

     30 Dec 2002 to 3 Jan 2003
Rescheduling Annual Leave
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Approximately two (2) months remain until the end of the current leave year.  It is time for all of you who are on a Permanent, Special Permanent, or Post Retirement Employee appointment to review your annual leave balance and ensure that the remaining annual leave is used by the end of the year.

Normally, many people prefer to use their annual leave during the last workweek of December, which is followed by the year-end and New Year holidays.  As repeatedly explained in the FUREAI, annual leave must be scheduled, requested, and concurred by the supervisor in advance of use.

However, please keep in mind that annual leave may not always be taken whenever one wishes.  Management must ensure continuity of the activity’s operations at all times.  Accordingly, your supervisors may have to alter the dates of requested leave when operational requirements so dictate.

Now is the time to check your leave balance and talk to your supervisor about when you wish to use your leave.  Nearly everybody wants to take vacation near the end of the leave year, so you need to make sure you don’t have a large number of unused leave at that time.  Fair and equitable use of annual leave depends upon mutual cooperation between supervisors and employees.  While supervisors, to the maximum extent possible, should allow employees to use annual leave whenever requested, employees are also expected to cooperate with supervisors in meeting urgent operational requirements.  We recommend that you discuss your leave schedule for the remainder of the current leave year with your supervisor.

Similarly, supervisors should review subordinates’ annual leave usage status and see to it that their leave schedules for the rest of the year do not conflict with current and anticipated work requirements.  If adjustments are necessary in subordinates’ leave schedules, supervisors should discuss with them the needs for rescheduling immediately.

Please be advised that annual leave not requested and remaining at the end of this leave year or contract year will be forfeited.  Some people used to say that they could “carry over” their unused leave balance into the following year.  That is not correct.  It occurs only when your supervisor, due to operational requirements, cannot afford you to take leave within the leave year.  Your supervisor may in such instances and only in such instances reschedule requested 2002 annual leave for use next year, but not after 31 March 2003.

Am I Responsible?—That’s Not in My Job/Position Description

This article is prepared in response to a frequently asked question:  “May employees refuse to perform work assigned from their supervisors when such duties are not delineated in their job/position description?”

Supervisors/employees often base their reluctance/refusal to give/follow orders on their erroneous comprehension of the nature of job/position descriptions.  The answer to the initial question is no, not unless job assignments cannot be performed either due to the employees’ inaptitude toward the assigned tasks or because of legal restrictions that inhibit carrying out the supervisors’ orders.  Job/position descriptions merely delineate the principal duties, responsibilities, and supervisory relationships of positions, such that the positions could be classified.  Minor duties occupying only a small portion of time to perform, regularly are and should be omitted from job/position descriptions.  Therefore, employees need to perform legitimate assignments given by their supervisors while on performance of duty, even if they are not spelled out in their job/position descriptions.

When assigning tasks, consideration should of course be made so that such assignments are reasonably related to the employee’s position, qualifications, and physical ability.  For instance, an administrative specialist could not be expected to solve a problem requiring specialized academic knowledge and training such as of engineering or perform tasks requiring arduous physical labor.  In addition, supervisors, to state the obvious, may not assign non-mission related tasks, for example, personal errands or duties that infringe on or lead to an infraction of laws and regulations. [image: image4.png]



In closing, as long as assignments are in line with guidelines of the preceding paragraph, supervisors may assign duties to employees as they see fit and all such assignments to employees would constitute work the employees are expected to perform.  Employees are responsible for carrying out such assigned duties to the best of their ability, whether those duties are specified in their job/position descriptions or not.






